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The Bureau of Budget & 
Management Research



Mission Statement

The Bureau of Budget and Management Research (BBMR):  
1. Provides fiscal information used in the development of 

fiscal policies for the Government of Guam
2. Prepares the annual Executive Budget of the 

Government of Guam
3. Implements and manages the Annual Appropriation 

Act and fiscally related Executive Orders issued by 
the Governor of Guam

4. Fiscally monitors and manages federal and non-
federal grants



Strategic Goals
• To manage the annual budget process of the 

Government of Guam.
o Prepare the Governor’s annual Executive 

Budget (formulation phase)
o Participate in the departmental hearings 

(adoption phase)
o Implement the annual FY 201x Appropriation 

Act (execution phase)
o Close out and reconcile year-end 

appropriation accounts (audit phase)



• To annually implement the legislative mandate 
required of the BBMR.
o Budget Mandates
o Mandated Revenues and Appropriation 

Reports
• To implement the fiscal and financial policies of 

the Governor of Guam
o All Executive Orders  Issued

• Executive Order No. 2012-01
• All Other Programs and Projects as directed.

Strategic Goals



• BBMR was established by P.L. 
12-115 as amended by P.L. 15-27

• BBMR is a staff office of the 
Governor’s Office with an 
appointed Director by the 
Governor of Guam with the 
consent of the Legislature

Enabling Legislations



• BBMR referenced in the Guam Code 
Annotated (GCA) under Section 1301 through 
Section 1304, Chapter 1, Article 3, Title 5

• Section 1304 created or established BBMR as a 
staff office of the Governor

• Section 1302 established the duties and 
responsibilities of BBMR with respect to the 
budget process

Other Mandates



• Conduct necessary operational planning & 
management research and studies

• Develop a budget cycle for the Executive 
Branch

• Establish an allotment schedule

• Institute fiscal control through the reservation 
of allotments as necessary

• Perform duties as directed by the Governor

Responsibilities of BBMR



• BBMR has purview over 
approximately 30 line 
departments with respect to 
budgetary matters

• The Bureau is also responsible for 
Federal Grants and Special 
Revenue Funds

Oversight Responsibilities



Phases of the Budget 
Cycle



Phases of the Budget Cycle



Formulation Phase – Budget Period
• November through December 201x

o Budget Preparation
• Projecting Revenues
General Fund
Special Revenue Funds
Federal Fund Match

• Identifying the appropriate levels for each department
Department Ceilings

o Budget Call
• Provides instructions to the line departments to start 

preparing next year’s budget request
• Consists of budget forms and supplemental information



Formulation Phase – Budget Call Documents
• Memorandum
• Cover Page for Dept. FY201x 

Budget Request
• Agency Budget Certification 

[BBMR ABC] 
• Department Organization 

Chart 
• Agency Narrative Form  

[BBMR AN-N1]
• Decision Package Form  

[BBMR DP-1]
• Budget Digest Form 

[BBMR BD-1]
• Off-Island Travel Form       

[BBMR TA-1] (Schedule A) 
• Operational Requirements 

[BBMR96A] (Schedules B~F)

• Agency Staffing Pattern [BBMR 
SP-1] – PROPOSED – All Fund 
Sources

• Agency Staffing Pattern [BBMR 
SP-1]– CURRENT – All Fund 
Sources

• Federal Program Inventory 
[BBMR FP-1]

• Equipment/Capital Listing/Office 
Space Requirements            
[BBMR EL-1]

• Prior Year Obligation Listing 
[BBMR PYO-1] 

• Budget Document Checklist 
[BBMR BDC-1]



Budget Call - Memorandum



Budget Call – Cover Page

Government of Guam 
Fiscal Year 2014 Budget Call

Department of Military Affairs

Sample:
Dept. of 
Military 
Affairs



Budget Call – Budget Certification                 
[BBMR ABC]
Government of Guam 

Fiscal Year 2014 
 
 

Agency Budget Certification 
 
 
 
Agency: __________________________________________ 
 
Agency Head:  _____________________________________ 
 
 
I certify that the attached budget, submitted herewith, has been reviewed for accuracy and
that all requirements by the Bureau of Budget & Management Research (BBMR) have
been met.  I also acknowledge that this budget document will be returned to this
department if any of the BBMR requirements is not met. 
 
 
 
Agency Head: ___________________________________      Date: _________________
    (Signature) 



Budget Call – Department Organization Chart



Budget Call – Agency Narrative                
[BBMR AN-N1]

                    [BBMR AN-N1]
Government of Guam 

Fiscal Year 2014 Budget 
Department / Agency Narrative 

 
 
FUNCTION:   _______________________________ 
 
DEPT. / AGENCY:  _______________________________ 
 
 
MISSION STATEMENT: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
GOALS AND OBJECTIVES: 
 
 
 
 
 
 



Budget Call – Budget Decision Package Form              
[BBMR DP-1]

                             [BBMR DP-1]
Decision Package

FY 2014

Department/Agency:         Division/Section: 

Program Title:

Activity Description:

Major Objective(s):

Short-term Goals:

Workload Output

 

 

FY 2014                     Projected 
Level

Workload Indicator: FY 2012                      
Level of Accomplishment

FY 2013                      
Anticipated Level



Budget Call – Budget Digest Form                   
[BBMR BD-1]

Function:  
Department/Agency:
Program:  

A B C D E F G H I

AS400 
Account 

Code
Appropriation  Classification

FY 2012 
Expenditures & 
Encumbrances

FY 2013 
Authorized         

Level

FY 2014 
Governor's 

Request

FY 2012 
Expenditures & 
Encumbrances

FY 2013 
Authorized         

Level

FY 2014 
Governor's 

Request

FY 2012 
Expenditures & 
Encumbrances

FY 2013 
Authorized         

Level

FY 2014 
Governor's 

Request

PERSONNEL SERVICES
111  Regular Salaries/Increments/Special Pay: 0 0 0 0 0 0 0 0 0
112  Overtime: 0 0 0 0 0 0 0 0 0
113  Benefits: 0 0 0 0 0 0 0 0 0
114 Insurance Benefits (Medical / Dental / Life): 0 0 0 0 0 0 0 0 0

TOTAL PERSONNEL SERVICES $0 $0 $0 $0 $0 $0 $0 $0 $0

OPERATIONS
220 TRAVEL- Off-Island/Local Mileage Reimburs: 0 0 0 0 0 0 0 0 0

230 CONTRACTUAL SERVICES: 0 0 0 0 0 0 0 0 0

233 OFFICE SPACE RENTAL: 0 0 0 0 0 0 0 0 0

240 SUPPLIES & MATERIALS: 0 0 0 0 0 0 0 0 0

250 EQUIPMENT: 0 0 0 0 0 0 0 0 0

270 WORKERS COMPENSATION: 0 0 0 0 0 0 0 0 0

271 DRUG TESTING: 0 0 0 0 0 0 0 0 0

280 SUB-RECIPIENT/SUBGRANT: 0 0 0 0 0 0 0 0 0

290 MISCELLANEOUS: 0 0 0 0 0 0 0 0 0

TOTAL OPERATIONS $0 $0 $0 $0 $0 $0 $0 $0 $0

UTILITIES
361  Power: 0 0 0 0 0 0 0 0 0
362  Water/ Sewer: 0 0 0 0 0 0 0 0 0
363  Telephone/ Toll: 0 0 0 0 0 0 0 0 0

TOTAL UTILITIES $0 $0 $0 $0 $0 $0 $0 $0 $0

450 CAPITAL OUTLAY $0 $0 $0 $0 $0 $0 $0 $0 $0

TOTAL APPROPRIATIONS $0 $0 $0 $0 $0 $0 $0 $0 $0
1/  Specify Fund Source

FULL TIME EQUIVALENCIES (FTEs)
UNCLASSIFIED: 0 0 0 0 0 0 0 0 0
CLASSIFIED: 0 0 0 0 0 0 0 0 0

TOTAL FTEs 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
   

GENERAL FUND SPECIAL FUND   1/ FEDERAL MATCH



• Contents of Budget Digest Form include:
o Total expenditures and encumbrances
o Current fiscal year appropriations
o Proposed appropriations for next fiscal year
o Proposed special fund request for next fiscal year

• If applicable
o Federal fund(s) matching requirements

• If applicable
o Grand total for ALL funds

• Digest includes grand total for each: previous, current, and 
next fiscal year

Budget Call – Budget Digest Form                   
[BBMR BD-1]

 Refer to Appendix A for detailed information on instructions



Budget Call – Off-Island Travel Form                          
(Schedule A) [BBMR TA-1]

[BBMR TA-1]
Schedule A - Off-Island Travel

Department/Agency: ____________
Division:   _____________________
Program:  _____________________

Purpose / Justification for Travel

Travel Date:  ______________________                    No. of Travelers: ______        1/

Position Title of Traveler(s) Air Fare Per diem   2/ Registration Total Cost
-$                   -$                     -$                                 -$                                      
-$                   -$                     -$                                 -$                                      

Purpose / Justification for Travel

Travel Date:  ______________________                    No. of Travelers: ______        1/

Position Title of Traveler(s) Air Fare Per diem   2/ Registration Total Cost
-$                   -$                     -$                                 -$                                      
-$                   -$                     -$                                 -$                                      

Purpose / Justification for Travel

Travel Date:  ______________________                    No. of Travelers: ______        1/

Position Title of Traveler(s) Air Fare Per diem   2/ Registration Total Cost
-$                   -$                     -$                                 -$                                      
-$                   -$                     -$                                 -$                                      

1/ Provide justification for multiple travelers attending the same conference / training / etc.
2/ Rates must be consistent with Title  5 GCA, Div.2, Ch.23, §23104 and federal Joint Travel Regulations



Budget Call – Operational Requirements                          
(Schedules B~F) [BBMR96A]

BBMR96A

Schedule B- Contractual

Unit Total Funded in FY 2013?
Item Quantity Price Price Yes No

-$                         
-$                         
-$                         
-$                         
-$                         
-$                         

Total Contractual -$                         

Schedule C - Supplies & Materials

Unit Total Funded in FY 2013?
Item Quantity Price Price Yes No

-$                         
-$                         
-$                         
-$                         
-$                         
-$                         

Total Supplies & Materials -$                         

Schedule D - Equipment

Unit Total Funded in FY 2013?
Item Quantity Price Price Yes No

-$                         
-$                         
-$                         
-$                         
-$                         
-$                         

Total Equipment -$                         

Schedule E - Miscellaneous

Unit Total Funded in FY 2013?
Item Quantity Price Price Yes No

-$                         
-$                         
-$                         
-$                         
-$                         
-$                         

Total Miscellaneous -$                         

Schedule  F - Capital Outlay

Unit Total Funded in FY 2013?



Budget Call – Agency Staffing Pattern – PROPOSED               
[BBMR SP-1]

 

FUNCTIONAL AREA:  

DEPARTMENT/AGENCY:

PROGRAM: SUMMARY

FUND:

 

Input by Department

( A ) ( B ) ( C ) ( D ) ( E ) ( F ) ( G ) ( H ) ( I ) ( J ) ( K ) ( L )

      

Position Position Name of Grade/   ( E+F+G+I ) Retirement Retire (DDI)

No. Number Title Incumbent Step Salary Overtime Special* Date Amt. Subtotal (J * 31.02% )  1/ ($19.02*26PP)  2/

1 ---- DIVISION #1 ---- ---- $0 $0 $0 ---- $0 $0 $0 $0

2 ---- DIVISION #2 ---- ---- 0 0 0 ---- 0 0 0 0

3 ---- DIVISION #3 ---- ---- 0 0 0 ---- 0 0 0 0

4 ---- DIVISION #4 ---- ---- 0 0 0 ---- 0 0 0 0

5 ---- DIVISION #5 ---- ---- 0 0 0 ---- 0 0 0 0

6 ---- DIVISION #6 ---- ---- 0 0 0 ---- 0 0 0 0

7 ---- DIVISION #7 ---- ---- 0 0 0 ---- 0 0 0 0

8 ---- DIVISION #8 ---- ---- 0 0 0 ---- 0 0 0 0

9 ---- DIVISION #9 ---- ---- 0 0 0 ---- 0 0 0 0

10 ---- DIVISION #10 ---- ---- 0 0 0 ---- 0 0 0 0

11 ---- DIVISION #11 ---- ---- 0 0 0 ---- 0 0 0 0

12 ---- DIVISION #12 ---- ---- 0 0 0 ---- 0 0 0 0

13 ---- DIVISION #13 ---- ---- 0 0 0 ---- 0 0 0 0

14 ---- DIVISION #14 ---- ---- 0 0 0 ---- 0 0 0 0

15 ---- DIVISION #15 ---- ---- 0 0 0 ---- 0 0 0 0

16 ---- DIVISION #16 ---- ---- 0 0 0 ---- 0 0 0 0

17 ---- DIVISION #17 ---- ---- 0 0 0 ---- 0 0 0 0

18 ---- DIVISION #18 ---- ---- 0 0 0 ---- 0 0 0 0

19 ---- DIVISION #19 ---- ---- 0 0 0 ---- 0 0 0 0

20 ---- DIVISION #20 ---- ---- 0 0 0 ---- 0 0 0 0

Grand Total: ---- $0 $0 $0 ---- $0 $0 $0 $0

* Night Differential / Hazardous / Worker's Compensation / etc.

1/  FY 2014 (Proposed) GovGuam contribution rate of 31.02%  for the Government of Guam Retirement is subject to change.

2/  FY 2014 (Proposed) GovGuam contribution rate of $19.02 (bi-weekly) for DDI is subject to change.

3/  FY 2014 (Proposed) GovGuam contribution rate of $153 (per annum) for Life Insurance is subject to change.

Increment



Budget Call – Agency Staffing Pattern – CURRENT                
[BBMR SP-1]

 

FUNCTIONAL AREA:  

DEPARTMENT/AGENCY:

PROGRAM: SUMMARY

FUND:

 

Input by Department

( A ) ( B ) ( C ) ( D ) ( E ) ( F ) ( G ) ( H ) ( I ) ( J ) ( K ) ( L )

      

Position Position Name of Grade/   ( E+F+G+I ) Retirement Retire (DDI)

No. Number Title Incumbent Step Salary Overtime Special* Date Amt. Subtotal (J * 30.09% ) ($19.02*26PP)

1 ---- DIVISION #1 ---- ---- $0 $0 $0 ---- $0 $0 $0 $0

2 ---- DIVISION #2 ---- ---- 0 0 0 ---- 0 0 0 0

3 ---- DIVISION #3 ---- ---- 0 0 0 ---- 0 0 0 0

4 ---- DIVISION #4 ---- ---- 0 0 0 ---- 0 0 0 0

5 ---- DIVISION #5 ---- ---- 0 0 0 ---- 0 0 0 0

6 ---- DIVISION #6 ---- ---- 0 0 0 ---- 0 0 0 0

7 ---- DIVISION #7 ---- ---- 0 0 0 ---- 0 0 0 0

8 ---- DIVISION #8 ---- ---- 0 0 0 ---- 0 0 0 0

9 ---- DIVISION #9 ---- ---- 0 0 0 ---- 0 0 0 0

10 ---- DIVISION #10 ---- ---- 0 0 0 ---- 0 0 0 0

11 ---- DIVISION #11 ---- ---- 0 0 0 ---- 0 0 0 0

12 ---- DIVISION #12 ---- ---- 0 0 0 ---- 0 0 0 0

13 ---- DIVISION #13 ---- ---- 0 0 0 ---- 0 0 0 0

14 ---- DIVISION #14 ---- ---- 0 0 0 ---- 0 0 0 0

15 ---- DIVISION #15 ---- ---- 0 0 0 ---- 0 0 0 0

16 ---- DIVISION #16 ---- ---- 0 0 0 ---- 0 0 0 0

17 ---- DIVISION #17 ---- ---- 0 0 0 ---- 0 0 0 0

18 ---- DIVISION #18 ---- ---- 0 0 0 ---- 0 0 0 0

19 ---- DIVISION #19 ---- ---- 0 0 0 ---- 0 0 0 0

20 ---- DIVISION #20 ---- ---- 0 0 0 ---- 0 0 0 0

Grand Total: ---- $0 $0 $0 ---- $0 $0 $0 $0

* Night Differential / Hazardous / Worker's Compensation / etc.

1/  FY 2013 GovGuam contribution for Life Insurance is $153 per annum

Increment



o Identification of specific 
programs being budgeted

o Funding source
o Position number
o Position title
o Name of employee
o Pay grade/step
o Salaries
o Overtime

o Special pay
o Increment date
o Increment amount
o Subtotal – salary, overtime, 

special pay, and increment 
amount

o Benefits – retirement, 
medical, dental, etc.

o Subtotal – all benefits
o Grand Total

Budget Call – Agency Staffing Pattern Forms

• Contents of staffing pattern forms include:

 Refer to Appendix B for detailed information on instructions



Budget Call – Federal Program Inventory                
[BBMR FP-1]

FUNCTION:
DEPARTMENT/AGENCY:
PROGRAM:

A B C D E F G
FY 2013

`

Match Ratio  
Federal / 

Local:

Received  /             
Projected 

FY 2014

Federal Grantor Agency / Federal Project Title
Estimated       Funding Local      Matching 

Funds
Federal Matching 

Funds
C.F.D.A. No. / Enabling  

Authority
Grant          Award       

Number



Budget Call – Federal Program Inventory                  
[BBMR FP-1]

• Contents of Federal program inventory form include:
o Federal catalog number
o Grant award number
o Match ratio
o Total program funds for current fiscal year
o Total estimated funds for next fiscal year
o Local matching funds
o Federal matching funds
o 100% Federal grants
o Grant period

 Refer to Appendix C for detailed information on instructions



Function :
Department/Agency:
Program:

EQUIPMENT/CAPITAL LISTING:

Description Quantity Percentage of Use

SPACE REQUIREMENT                              
(for Personnel and Equipment/Capital)

Total Program 
Space (Sq. Ft.):

Total Program Space 
Occupied (Sq. Ft.):

Description Square Feet
Percent of Total 
Program Space Comments

Comments

Budget Call – Equipment Listing/Capital Listing and               
Space Requirements [BBMR EL-1]



o Equipment/Capital
• Description
• Quantity
• Percentage of use
• Comments
• Equipment threshold

o Space Requirements
• Description
• Total program space
• Total program space 

occupied
• Square feet
• Percent of total program 

space
• Comments

• Contents of equipment/capital listing and space requirements 
form include:

 Refer to Appendix D for detailed information on instructions

Budget Call – Equipment Listing/Capital Listing and               
Space Requirements



Budget Call – Prior Year Form                      
[BBMR PYO-1]

A B C D E F G  
Transaction/ 
Obligation 

Date
Transaction Type Vendor General Fund ($) Special Fund ($) Federal Fund ($) Reasons for Nonsubmittal or Nonpayment

Total $0.00 $0.00 $0.00

Note:

Column A: Completion date of transaction or event prior to October 1, 2012.

Column B: Transaction Type such as personnel action, contracts, etc.

Column C: Vendor or Party owed

Column D, E, & F:  Identify funding source and dollar amount inclusive of associated penalties or fees; if more than one transaction, need to total  all transactions.

Column G:  Note item of concern.



Budget Call – Budget Document Checklist                
[BBMR BDC-1]

BUREAU OF BUDGET AND MANAGEMENT RESEARCH
FISCAL YEAR 2014

BUDGET DOCUMENT CHECKLIST

Department/Agency: Date Received by BBMR:
Division/Program: Date Reviewed:

Department/Agency BBMR
Yes No Yes No

General
Is the department/agency request within the Governor's established ceiling? ________ ________ ________ ________
Is the summary digest consistent with detail pages? ________ ________ ________ ________
Are the required budget forms attached?
    a.  Agency Budget Certification [BBMR ABC] ________ ________ ________ ________
    b.  Agency Narrative Form [BBMR AN-N1]
    c.  Decision Package [BBMR DP-1] ________ ________ ________ ________
    d.  Program Budget Digest Forms [BBMR BD-1, BBMR TA-1, BBMR 96A] ________ ________ ________ ________
    e.  FY 2014 (Proposed) Agency Staffing Pattern [BBMR SP-1] - All Fund Sources
    f.   FY 2013 (Current) Agency Staffing Pattern [BBMR SP-1] - All Fund Sources ________ ________ ________ ________
    g.  Federal Program Inventory Form [BBMR FP-1]
    h.  Equipment/Capital Listing & Space Requirement Form [BBMR EL-1] ________ ________ ________ ________
    i.  Prior Year Obligation ________ ________ ________ ________

I.  Agency Budget Certification [BBMR ABC]
          1.  Is the budget certified as to its accuracy and BBMR requirements. ________ ________ ________ ________

II.      Agency Narrative Form [BBMR AN-N1]
          1.  Is the mission statement correct and consistent with the department/ 
               agency's enabling act? ________ ________ ________ ________
          2.  Are the goals and objectives correct and consistent with the department/
               agency's mission? ________ ________ ________ ________

III.     Decision Package [BBMR DP-1]
          1.  Is activity description correct? ________ ________ ________ ________
          2.  Is major objective correct? ________ ________ ________ ________
          3.  Are short term goals correct? ________ ________ ________ ________
          4.  Is workload output reflected correctly? ________ ________ ________ ________

IV.    Program Budget Digest Forms [BBMR BD-1, BBMR TA-1, BBMR 96A]
          A.)  [BBMR BD-1]
              Personnel Services
              1.  Are figures reflected consistent with the attached staffing pattern(s)? ________ ________ ________ ________
              2.  Are amounts reflected in each column accurate? ________ ________ ________ ________
              3.  Are computations correct? ________ ________ ________ ________

              Operations
              1.  Are the amounts reflected under columns, "Governor's Request", for   
                  each object category consistent with respective schedules   
                  (Schedule A - E) as detailed in the budget digest subforms 
                  (BBMR TA-1 & BBMR 96A)? ________ ________ ________ ________
              2.  Are amounts reflected in each column accurate? ________ ________ ________ ________
              3.  Are computations correct? ________ ________ ________ ________

              Utilities
              Are amounts reflected in each column correct? ________ ________ ________ ________

              Capital Outlay
              Are amounts reflected under columns, "Governor's Request", consistent 
              with schedule F as detailed in the budget digest subform, [BBMR 96A]? ________ ________ ________ ________



Formulation Phase – Final Steps
• January 1 - January 31 of 201x

o Prepare the Executive Budget Request
o Deliver the Executive Budget to the Legislature 

on January 31, 201x

• February 1 - March 15, 201x
o Department Budgets are submitted to BBMR for 

approval for submission to the Legislature 
between March  1, 201x and March 15, 201x



• June 1, 201x - August 201x
oLegislative Budget Hearings

• Revenues
General Fund
Special Revenue Funds
Federal Fund Match

• Appropriations/Provisions
Department Appropriations
Miscellaneous Appropriations
Miscellaneous Provisions
Administrative Provisions

Adoption Phase



• The development of the FY 201x  
annual General Appropriations Bill
oLegislative Sessions

• Adopts Revenues for the coming fiscal 
year

• Adopts Department Appropriations
Markup
Markdown

Adoption Phase



• Legislature passes the FY 201x General 
Appropriations Bill
o Passage no later than August 31, 201x and 

transmitted to the Governor
• Governor must review and act within ten (10) days 

of the passage of the General Appropriations Bill
o Sign (Becomes law)
o Not sign (Lapses into law)
o Veto (Subject to Legislative override into law)

Adoption Phase



• BBMR executes General Appropriations Act  
in conjunction with departments/agencies
oEstablishes Department Budget Accounts
oEnforces Department Allotment Schedules
oUploads Data in the AS400 Financial 

Management System (FMS)

Execution Phase



• Monitors and Manages the Current General 
Appropriations
o Tracks revenue collections made by the 

Department of Revenue and Taxation (DRT), 
using reports prepared by the Department of 
Administration (DOA)

o Monitors the expenditure made on a daily, 
monthly or quarterly basis
• Ensures expenditures are within the allotments 

released during the current period

Execution Phase



• Evaluates the agencies/departments to 
identify areas in need of improving 
compliance procedures with applicable laws 
and regulations
o Examines financial transactions, accounts 

and reports to determine compliance with 
applicable laws and regulations

o Assures economic use of the resources and 
enhances achievement of goals and 
objectives

Audit Phase



 Formulation Phase - Bureau presents an Executive Budget 
to the Legislature based on the approval of the Governor of 
Guam
o The Budget submission must balance (Revenues equal 

Appropriations)
 Adoption Phase -The Legislature uses the Executive Budget 

Request as the basis for the budget discussion
o Entails line departments’ appropriation requests, final 

revenue levels and appropriations adopted for the coming 
fiscal year

o Once Passed, the budget is transmitted to the Governor 
of Guam for review in legislative bill form

• Sign/Not Sign/Veto

Summary



 Execution Phase 
o A copy of the Budget Law (General 

Appropriations Act) is forwarded to the Bureau 
for: 

• Processing
• Monitoring
• Managing

 Audit Phase – Agencies/departments are evaluated 
for compliance procedures with applicable laws and 
regulations

 Budget cycle begins again in November

Summary



FEDERAL GRANTS



• Guam State Clearinghouse
• Guam State Clearinghouse - BBMR’s Role
• Department of the Interior (DOI) Grants

o Compact Impact Assistance (IA)
o Capital Improvement Projects (CIP)

• American Recovery & Reinvestment Act of 
2009 (ARRA) Grants

• OMB Circular A-87
• OMB Circular A-102

Federal Grants – Table of Contents



GUAM STATE 
CLEARINGHOUSE



Guam State Clearinghouse (GSC)

• GSC Leadership and Staff
oKate G. Baltazar, Administrator
oRoe-Ann M. Cruz, Senior Grant Specialist
oAnna Pangelinan, Grant Specialist
oAaron Unpingco, Grant Specialist
oDesori Bermudes, Grant Specialist



Guam State Clearinghouse

• Historical Perspective
oThe Guam State Clearinghouse was created 

following Executive Order 12372 signed by 
then President Ronald Reagan in 1982.

oGSC was created in 1983 and placed under 
the direct purview of the Lieutenant 
Governor of Guam, as per Title 5 of the 
Guam Code Annotated.



Guam State Clearinghouse

• Three Main Functions
oIntergovernmental Review
oGrant Monitoring & Compliance
oTraining & Development
oCollateral: Grant Writing/Applications



Guam State Clearinghouse
• Intergovernmental Review

o The Guam State Clearinghouse (GSC) performs 
several functions as outlined in Title 5, Guam Code 
Annotated, Chapter 2, §2101. 

o One of these functions is to conduct 
intergovernmental and area wide review of all 
federal grant applications applied for by the 
Government of Guam. This process was 
established in accordance with Presidential 
Executive Order 12372 and is outlined in this 
section.



Guam State Clearinghouse
• Intergovernmental Grant Review (IGR) 

vs. Area Wide Review (AWR)
o Is it covered under Presidential Executive 

Order 12372? Your grant application will 
specify if it is required.
• If YES, Intergovernmental Review (IGR) will be 

initiated.
• If NO, Area Wide Review (AWR) will be initiated.

oNote: Regardless of the type of review, notices 
will be emailed to the same people and 
documents will be routed to the same offices.



Guam State Clearinghouse

• IGR Review Timeline
oStandard review IGR/AWR review 

timeline is 30 days. We must receive 
your grant application at least 30 days 
prior to submission for a proper review.

o15 days for comments
o15 days for legal/fiscal review and 

Governor’s signature



Guam State Clearinghouse

• Other Documents
oThe GSC reviews and approves documents 

other than federal grant applications. These 
documents include:
• Cursory Review
• Requests for Establishment of Account
• Request for Release of Funds
• State Plan Reviews
• Requests for Grant Modification



Guam State Clearinghouse
• Monitoring and Compliance

o All GovGuam agencies receiving federal 
grant monies are required to copy the Guam 
State Clearinghouse on federal grant report 
submissions.

o This is to ensure that deliverables are being 
met and expenditures are made on a timely 
basis.

o As per Guam law: 5 GCA § 2101



Guam State Clearinghouse
• Training and Development

oApart from DOA training that may be 
offered, the Guam State Clearinghouse 
remains the authority on grant training and 
federal submission guidelines.

oTraining to commence for all agencies in the 
new FY.

oRecently sent two grant specialists to training 
for certification in federal grants through 
The Grantsmanship Center.



GUAM STATE 
CLEARINGHOUSE –

BBMR’S ROLE



• Role of BBMR:
o Verify that the application amount 

(including any applicable matching 
requirements) is consistent with the 
respective grant opportunity 
announcement in the Catalog of 
Federal Domestic Assistance 
(CFDA)

Guam State Clearinghouse



• Role of BBMR (continued):
o Ensure that all budgetary calculations 

and breakdowns are accurate and 
consistent with local prevailing rates and 
are allowable under the program

o Indicate that the grant application has an 
indirect cost calculation (where 
applicable) 
• Percentage applied against direct salaries and must be 

in accordance with the approved negotiated rate

Guam State Clearinghouse



• Role of BBMR (continued):
o Verify method of funding (Single Letter of 

Credit, Treasury Check, etc.)
o Ensure that the applicant agency is current 

with expenditure reporting, especially if the 
grant application is for a continuing program 
or project

o Verify that salary levels (where applicable) for 
continuing and new positions are consistent 
with the Guam Civil Service Commission’s 
(CSC) Unified Pay Schedule and Classification 
and Compensation Plans

Guam State Clearinghouse



• Role of BBMR (continued):
o Ensure that applicants have requested for 

the Omnibus Territorial Waiver ($200K) or 
written justification for not requesting the 
waiver

o Ensure that applicants identify viable 
sources of monetary matches (where 
applicable)

o Ensure that its review is complete and 
submitted to the GSC within fifteen (15) 
calendar days

Guam State Clearinghouse



DEPARTMENT OF THE 
INTERIOR

COMPACT IMPACT ASSISTANCE 
(IA)
&

CAPITAL IMPROVEMENT PROJECT 
(CIP) GRANTS



Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants

• Role of BBMR
o Administers Compact Impact Assistance and Capital Improvement 

Project grants on behalf of the Office of the Governor  
• Grants are awarded by the Department of the Interior’s Office of 

Insular Affairs  
o Compact Impact Assistance Grants

 Authorized per  U.S. P.L. 108-188.
 Part of 2003 renewal of Compact of Free Association 

(COFA) Agreement between the U.S. Government & the 
Freely Associated States of Micronesia.

 Approximately $30M is disbursed annually to American 
Samoa, Guam, Hawaii & the Northern Marianas Islands

 Guam’s current allocation is approximately $16.8M
 Funds must be used for health, educational, social or 

public safety services or infrastructure related to such 
services affected by qualified non-immigrants



Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants

• Role of BBMR (cont.)
o Administers Compact Impact Assistance and Capital 

Improvement Project grants on behalf of the Office of 
the Governor  (cont.)
• Grants are awarded by the Department of the Interior’s 

Office of Insular Affairs  (cont.)
o Capital Improvement Project Grants
 U.S. P.L. 104-134, Section 118 (48 USC 1804)
 Funds are available through a $27.7M mandatory 

appropriation to DOI
 CIP funds may be requested for any capital 

infrastructure need including acquisition of 
equipment

 Guam’s FY13 CIP award totals $6.1M



Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants

• Role of BBMR (cont.)
o On average, DOI awards between $20M -

$22M annually to GovGuam via these 
grants 

o Prepares and remits IA and CIP grant 
applications, coordinates projects and meetings 
between departments/grantees, the Office of the 
Governor, and DOI officials

o Ensures reporting compliance including grant 
project status and financial reports



• DOI Call 
Letters to 
GovGuam
o IA Grants

• For upcoming 
fiscal year

• Typically 
issued June to 
Sept. for 
upcoming 
grant year

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• DOI Call 
Letters to 
GovGuam
o CIP Grants

• Typically 
issued May 
to July – for 
current 
fiscal year  
+ 2

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• Notification to Departments/Agencies
o Proposed IA fund allocation reflected in Governor’s 

Executive Budget Request
• Reflected in Federal Program Inventory section
• Subject to change as determined by the Governor

o Proposed CIP projects determined by Governor
• CIP call letters issued to Government of Guam 

departments/agencies as determined by the Governor

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• Government of Guam grant applications 
submitted to DOI

* Application components discussed later
• DOI review period

o IA project review approximately 1-3 months; 
CIP project review approximately 3-6 months

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• DOI issues 
Grant Awards
o IA Grants

• Typically 
issued 
November to 
February

o CIP Grants
• Typically  

issued January 
to April

o Five (5) year 
grant period

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• DOI issues 
Authorization 
to Proceed 
(ATP)

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• Grant awards and guidelines 
provided to recipient departments 
by BBMR
o Reporting requirements
 Grant Project Status Reports (GPSRs)

o Scope of Work (SOW) Amendments

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• Government of Guam IA & CIP Requests -
Required Documents
o Governor’s Transmittal Memorandum
o Summary – Proposed Projects and Cost
o Department Applications/Proposals (Required 

Components)
• Project Title
• Primary & Alternate Contact Info.
• Project Justification
 Project Description
 What is to be constructed or procured?

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• Government of Guam IA & CIP Requests -
Required Documents (cont.)
o Department Applications/Proposals (Required 

Components) (cont.)
• Project Objectives
 What will be achieved (partially or fully) with the 

completion of the project or procurement?

• Long-Term Infrastructure Plan (where applicable)
 Show how this project fits into long-term planning.  Is 

this project at the beginning, middle or end of a multi-
year plan?

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• Government of Guam IA & CIP Requests -
Required Documents (cont.)
o Department Applications/Proposals (Required 

Components) (cont.)
• Budget / Cost Estimates & Timeline
 Provide a breakdown of major direct costs (A/E, 

external contracts, etc.)
 Timeline for completion of project

• Operations & maintenance cost
 General estimate of how much it will cost the 

government each year to operate or maintain this 
project and sources of funds to pay such costs

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• Government of Guam IA & CIP Requests -
Required Documents (cont.)
o OMB Forms

• Application for Federal Assistance (SF-424)
• Assurances – Non-Construction Programs (SF-424B)
• Budget Information - Construction Projects (SF-424C)
• Assurances – Construction Programs (SF-424D)

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• IA Request Transmittal - Sample: FY13

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• IA Request Transmittal - Sample: FY13

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• CIP Request Transmittal - Sample: FY14

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• CIP Request Transmittal - Sample: FY14

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• IA &CIP Grant Award – Key Grant Terms & 
Conditions
o Standard Administrative & Audit and Cost 

Principles apply per 43 CFR 12
• OMB A-87, A-122, etc.

o Authorization To Proceed (ATPs) must be issued by 
DOI before work can commence

o Scopes of Work for CIP projects must be certified by 
a licensed or registered architect or engineer – DPW 
Chief Engineer usually certifies

o Environmental Reviews
• National Environmental Protection Act (NEPA)
 Categorical Exclusions
 Environmental Assessments (EA) or Environmental 

Impact Statements (EIS)

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• IA &CIP Grant Award – Key Grant Terms & 
Conditions (cont.)
o Semi-Annual reporting requirements

• Grant Project Status Reports
 Due in July & January for period of January – June & 

July – December respectively
 Report content (Activity for prior 6 mo. period, etc.) 

o Financial Status Reports
• OMB Standard Form SF425 (Federal Financial Report)
• Report content (Cash received / reimbursed, etc.)

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



• Examples of Projects Funded by DOI
o New Schools in northern Guam (i.e., Okkodo HS, 

Liguan Terrace Elementary)
o Facility improvements at the University of Guam 

& the Guam Community College
o Pharmaceuticals, medical supplies & facility 

repairs at GMHA
o School buses
o Police cars & motorcycles
o Fire trucks & ambulances

Department of the Interior – Compact Impact Assistance 
(IA) and Capital Improvement Project (CIP) Grants



AMERICAN 
RECOVERY & 

REINVESTMENT 
ACT OF 2009



• Authority & Background
o ARRA was passed on February 13, 2009 by Congress in 

response to the economic crisis and at the urging of President 
Obama
• Commonly referred to as the “stimulus” or the “stimulus 

package”

o President signed the Recovery Act into U.S. Public Law 111-5 
four days after it was passed by Congress

o Some goals of the Recovery Act
• Create new jobs and save existing ones
• Spur economic activity and invest in long-term growth

American Recovery & Reinvestment Act of 2009 (ARRA)



• BBMR’s Role
oDesignated as State Lead Agency for the 

Government of Guam in 2009
oCoordinate with recipient departments to 

monitor progress & ensure reporting 
compliance
• BBMR Circular 09-05 (ARRA-1 Monthly Reports)
• BBMR Circular 09-06 (Sec. 1512 Reporting 

Compliance)

American Recovery & Reinvestment Act of 2009 (ARRA)



• ARRA Grant Awards
o Government of Guam was awarded a total of $236,789,373

o Grants by Key Service Area:
• Education - $115M    (49%)
• Energy / Environment - $47M    (20%)
• Health & Safety - $31M    (14%)
• Transportation / Highways - $25M    (10%)
• Other (Labor, Housing, etc.) - $18M    (7%)

o Examples of uses:
• Renovations, repairs & technology upgrades in GDOE schools, at the 

University of Guam & at the Guam Community College
• Retrofitting of buildings, etc., for energy efficiency
• Highway renovations and repairs 

American Recovery & Reinvestment Act of 2009 (ARRA)



OMB CIRCULAR     
A-87



• Purpose
o Establish principles for determining the allowable costs 

incurred by all governmental units under grants, cost 
reimbursement contracts, and other Federal awards
• Circular does not include provisions for profit or other 

increments above cost
• Authority

o The Budget and Accounting Act of 1921
o The Budget and Accounting Procedures Act of 1950
o The Chief Financial Officers Act of 1990
o Reorganization Plan No. 2 of 1970
o Executive Order No. 11541 

• Prescribing the Duties of the Office of Management and 
Budget and the Domestic Policy Council in the 
Executive Office of the President

OMB Circular A-87



• Policy
o Circular establishes principles and standards to 

provide a uniform approach for determining costs 
and to promote effective program delivery, 
efficiency, and better relationships between 
governmental units and the Federal Government 

o The principles are for determining allowable costs 
only

• Principles not intended to identify the circumstances or to 
dictate the extent of Federal and governmental unit 
participation in the financing of a particular Federal award 

• Provision for profit or other increment above cost is outside 
the scope of this Circular

OMB Circular A-87



• Relevance to GovGuam agencies/departments
o Applicable to agencies responsible for 

administering programs that involve:
• Cost Reimbursement Contracts
• Grants
• Other agreements with governmental units 

o Agencies shall issue regulations to 
implement the provisions of this Circular 
and its Attachments

OMB Circular A-87



• BBMR Responsibilities
o Review agency regulations and 

implementation of this Circular
o Provide policy interpretations and 

assistance to insure effective and efficient 
implementation 
• Any exceptions will be subject to approval by 

OMB 
• Exceptions will only be made in particular cases 

where adequate justification is presented

OMB Circular A-87



• Types of Costs
o Allowable Costs

• Costs that are necessary and reasonable for proper and 
efficient performance and administration of Federal awards

• Costs that are in compliance with the Federal awards 
• Costs that are authorized or not prohibited under state or local 

laws or regulations
 Refer to Appendix E for detailed information on the 

determination of allowable costs
o Reasonable Costs

• Costs that do not exceed a cost amount incurred by a prudent 
person

 Refer to Appendix F for detailed information on the 
determination of reasonable costs

OMB Circular A-87



• Types of Costs
o Allocable Costs

• A cost is allocable to a particular cost objective if the 
goods or services involved are chargeable or assignable to 
such cost objective in accordance with relative benefits 
received

 Refer to Appendix G for more information on 
determination of allocable costs

o Applicable Credits
• Receipts or reduction of expenditure-type transactions that 

offset or reduce expense items allocable to Federal awards 
as direct or indirect costs.

 Refer to Appendix H for more information on 
determination of applicable credits

OMB Circular A-87



• Types of Costs
o Direct Costs

• Costs that can be identified specifically with a particular 
final cost objective

 Refer to Appendix I for more information on the 
determination of direct costs 

o Indirect Costs
• Incurred for a common or joint purpose benefitting more 

than one cost objective
 Refer to Appendix J for information on the determination 

of indirect costs

OMB Circular A-87



• Examples of Unallowable Costs
o Airfare costs in excess of the customary standard 

commercial airfare (coach or equivalent), Federal 
Government contract airfare (where authorized and 
available), or the lowest commercial discount airfare; 
exceptions when such accommodations:
• Require circuitous routing
• Require travel during unreasonable hours
• Excessively prolong travel
• Result in additional costs that would offset the transportation 

savings
• Offer accommodations not reasonably adequate for the traveler’s 

medical needs
• Governmental unit must justify and document these conditions on a 

case-by-case basis

OMB Circular A-87



• Examples of Unallowable Costs
o Legal expenses for prosecution of claims against the 

Federal government
o Contributions or donations rendered
o Costs of entertainment – includes amusement, 

diversion, and social activities and any costs directly 
associated with such costs

o Capital expenditures for general purpose 
equipment, buildings, and land (except where 
approved in advance by the awarding agency)

o Capital expenditures for improvements to land, 
buildings, or equipment that materially increases 
their value or useful life

OMB Circular A-87



• Examples of Unallowable Costs
o General costs of government

• Salaries and other expenses of the Office of the Governor 
and of the State Legislature

• Costs of the judiciary branch – including prosecutorial 
activities unless treated as a direct cost to a specific 
program if authorized by program statute or regulation

• Costs of other general types of government services 
normally provided to the general public unless provided 
for as a direct cost under a program statute or regulation

 Refer to Appendix K for more examples of 
unallowable costs

OMB Circular A-87



OMB CIRCULAR     
A-102



OMB Circular A-102
• Purpose

o Establishes consistency and uniformity among 
Federal agencies in the management of grants and 
cooperative agreements with State and local 
governments

• Authority
o Budget and Accounting Act of 1921
o Budget and Accounting Procedures Act of 1950
o Reorganization Plan No. 2 of 1970
o E.O. 11541 
o Chief Financial Officers Act, 31 U.S.C. 503



OMB Circular A-102
• Relevance to GovGuam

departments/agencies
o All agencies/departments that 

administer Federal programs 
that involve grants and 
cooperative agreements must 
follow this Circular’s policies



OMB Circular A-102
• Pre-Award Policies

o Use of grants and cooperative agreements
o Advance Public Notice and Priority Setting
o Standard Forms for Applying for Grants and 

Cooperative Agreements
o Debarment and Suspension
o Awards and Adjustments
o Carryover Balances
o Special Conditions or Restrictions
o Waiver of Single State Agency Requirements
o Patent Rights
o Metric System of Measurement

 Refer to Appendix L for detailed information on pre-
award policies



OMB Circular A-102
• Post-Award Policies

o Cash Management
o Grantee Financial Management Systems
o Financial Status Reports
o Contracting With Small and Minority Firms, Women’s 

Business Enterprises and Labor Surplus Area Firms
o Program Income
o Site Visits and Technical Assistance
o Infrastructure Investment
o Resource Conservation and Recovery Act
o Procurement of Goods and Services
o Conditional Exemptions

 Refer to Appendix M for detailed information on post-award 
policies



OMB Circular A-102

• After-the-Grant Policies
o Grant Closeout Period
o Annual Reconciliation of Continuing 

Assistance Awards
Refer to Appendix N for detailed 

information on each policy



COST PLANS



• Purpose:  To explain the process in 
determining  indirect cost rates to be applied 
to federal grants and agreements.  
• The Bureau of Budget and Management Research 

prepares a Central Service Cost Allocation Plan 
(CAP) and Indirect Cost Rate Proposal 
(IDC/ICRP)  for negotiation with the Federal 
Government utilizing OMB Circular A-87 

• The CAP and IDC/ICRP  are means by which 
costs are identified for reimbursement under 
federal grants and agreements.  

Cost Plans



• A narrative description of the methods for which 
allowable administrative costs of supportive service 
units (central costs) are identified and allocated to the 
departments that benefit from the services

• Used to distribute the cost of supportive services 
provided by centralized departments to the operating 
departments conducting federal programs

• Identifies, accumulates, and distributes allowable central 
support costs to all benefitting departments

• Includes the description of each central service 
maintained in support of departments

• Includes the description of how each central service cost 
is allocated to each department

Central Service Cost Allocation Plan (CAP)



• Departments include:
o Department of Administration (DOA)

• Division of Accounts, Federal Grants Accounting, 
Treasurer’s Office, Data Processing, GSA, Human 
Resources

o Department of Public Works (DPW)
• Building Maintenance Division

o Bureau of Budget and Management Research 
(BBMR)

o Civil Service Commission (CSC)
o Retirement Fund

Central Service Cost Allocation Plan (CAP)



• Basis for Cost Distribution
o Total Expenditures – DOA’s Division of Accounts, 

Treasurer’s Office, Data Processing
o Total Accounts Established – Federal Grants 

Accounting
o Requisitions Processed – GSA
o Number of Employees – DOA Human Resources, 

BBMR, CSC
o Total Square Footage – DPW’s Building 

Maintenance Division
o Number of Contributing Members – Retirement 

Fund

Central Service Cost Allocation Plan (CAP)



Example:
DOA’s Federal 
Grants Division

Central Service Cost Allocation Plan (CAP)



Central Service Cost Allocation Plan (CAP)

Example:
DOA’s Federal 
Grants Division



Central Service Cost Allocation Plan (CAP)

Example:
DOA’s Federal 
Grants Division



Central Service Cost Allocation Plan (CAP)



• Establishes the procedure for determining 
what proportion of allowable administrative 
costs, including the allocated central service 
costs,  each program within the organization 
should bear

• Expressed as a rate and is the ratio between 
the indirect or administrative costs and a 
selected direct cost base 

• Utilized FY2011 expenditures to prepare the 
proposed rates for FY2013  (Fixed carry forward 
rate)

Indirect Cost Rate Proposal (IDC/ICRP)



Indirect Cost Rate Proposal (IDC/ICRP)

Agency for Human Resources and Development Guam Energy Office

Bureau of Statistics and Plans Guam Environmental Protection Agency

Department of Agriculture Guam Public Library

Department of Mental Health and Substance 
Abuse

Office of the Governor

Department of Military Affairs Office of the Attorney General – Child Support 

Department of Parks and Recreation Office of the Attorney General – Crime Victims 
Assistance Program

Department of Public Health and Social 
Services

Department of Revenue and Taxation

Department of Public Works Guam Police Department

Department of Integrated Services for Persons 
with Disabilities

Department of Labor

Department of Youth Affairs

Guam Council of the Arts and Humanities

• Indirect Cost Rates are prepared for the following departments:



• The total expenditures is determined for each department

Department 
Example:
Military 
Affairs

Indirect Cost Proposal (IDC/ICRP)



Indirect Cost Proposal (IDC/ICRP)
• Departmental Costs are summarized to include the CAP allocation

Department 
Example:
Military 
Affairs



Indirect Cost Rate Proposal (IDC/ICRP)

Computation Sheet:
• The base in calculating the 

indirect cost rate includes 
direct salaries and wages; 
excludes fringe benefits

• The calculation is a fixed 
carry-forward rate



• The CAP and IDC/ICRP are submitted to the National 
Business Center (NBC) (Department of Interior). 

• BBMR and NBC go through a negotiation (review 
process) for the acceptance of the proposed rates.

• The indirect cost rate is used in budgeting for indirect 
costs

• Approved rates are used by the Department of 
Administration to charge indirect costs to the Federal 
grants

• IDC rates will be accepted by all federal agencies 
unless prohibited specifically by statute, meaning an 
entity can use the negotiated rate to take on new 
programs/grants from all federal agencies

Summary



EXECUTIVE 
ORDER               

NO. 2012-01



• Governor’s Executive 
Order relative to 
establishing Guidelines in 
support of fiscal 
stabilization, deficit 
reduction, cost-
containment and 
improved efficiency in 
government operations

• Implementation Date
o Signed and promulgated 

January 25, 2012

Executive Order No. 2012-01



• General Cost-Containment Measures
o Power Usage and Consumption 

• The requirement of agency wide conservation 
practices is mandatory and electricity usage shall be 
maintained at a minimum level

o Maximized Use of Office Space
• Minimum standard floor space requirements shall be 

determined by each entity leasing office space and 
shall identify excess lease space and negotiate leases 
accordingly

Executive Order No. 2012-01



• General Cost-Containment Measures (cont.)
o Reorganization

• Organizational design and restructuring best suited 
to meet the operational needs of an agency shall be 
developed

o Fuel Consumption
• Trends in the price of fuel, require departments 

and agencies to employ conservation practices 
throughout the government, and reduce current 
fuel consumption by two to five percent

Executive Order No. 2012-01



• General Cost-Containment Measures (cont.)
o Government Procurement 

• Procurement requests monitored by BBMR and DOA to 
identify excessive acquisition and storage practices or 
stock-piling tendencies

o Consolidated Training and Staff Development 
• Staff development and training programs are to be offered 

without full regard for maximized delivery and 
participation

o Fleet Management and Maintenance 
• Reducing fuel costs associated with vehicle fleet 

maintenance and operations

Executive Order No. 2012-01



• Personnel Actions and Initiatives
o Filling of Vacancies (requirements)

• Position is critical to agency operation
• Position is vital to providing essential government 

functions directly related to public health, safety, 
or welfare

• Federally funded position is in accordance with the 
federal grant award as evidenced by federal 
granting authority

Executive Order No. 2012-01



• Personnel Actions and Initiatives (cont.)
o Filling of Vacancies (requirements) 

• Position is essential to the collection of government 
revenue

• Position is mandated by local or federal law or a 
contract

• Position is necessary to reduce personnel or 
operational costs such as accrual of overtime and/or 
special pay

Executive Order No. 2012-01



• Personnel Actions and Initiatives (cont.)
o Promotions

• Must be submitted to BBMR for review and approval 
provided that the criteria established for the filling of vacant 
positions are met

o Authority to Detail Employees
• Director of BBMR has final approval of all planned detail 

appointments within and between Executive branch 
programs and departments including General, Federal, and 
Special Fund programs consistent with the Rules and 
Regulations, applicable statutes, guidelines, and terms and 
conditions of federal grant awards

Executive Order No. 2012-01



• Travel Requests
o BBMR Approval (Requirements)

• All travel request must be submitted at least fifteen (15) working 
days prior to commencement date of travel

• Travel is essential to the conduct of important governmental 
business, including the accompanying of patients or inmates to 
off-island institutions

• Travel will result in securing additional revenues for the 
government of Guam, achieve current or future cost-savings for 
government operations and programs, or relate to the agency’s 
priority work program activities

• Travel is required pursuant to existing contracts, public law, rule, 
or federal program

• Travel is paid by a federal grant

Executive Order No. 2012-01



• Travel Requests (cont.)
o Travel to Participate in Personnel Certification, 

Training and Staff Development or Educational 
Programs

o Travel to Participate in Personnel Certification, 
Training and Staff Development or Educational 
Programs
• Government agencies must promote, host, or sponsor a 

person, business, institution, or qualified entity to conduct 
educational and training programs on island

• Must maximize the number of employee participants who 
can benefit from available educational and training 
opportunities on island

Executive Order No. 2012-01



• Travel Requests (cont.)
o Travel to Participate in Personnel Certification, 

Training and Staff Development or Educational 
Programs (cont.)
• Must eliminate redundant travel request by employees who 

are repeat participants in certain educational and training 
opportunities which do not provide optimal cost-benefit 
return to departments/agencies

• Must consolidate costs of travel by one or more government 
entities to fund local training opportunities that foster 
greater employee participation and benefits

• Must allow department and agency heads to afford greater 
scrutiny of travel requests and recommend to BBMR where 
greater cost-benefit impacts can be attained

Executive Order No. 2012-01



• Overtime and Night Differential Pay
o Executive branch agencies must minimize work 

schedule of employees to reduce the accrual of 
overtime or night differential payment which shall 
be compensated 
• Only allowable if such expenditures are documented, 

approved and submitted for processing within two weeks of 
the date on which the work is performed

o Each agency with overtime appropriations must 
adopt an overtime plan
• Due before overtime is incurred and funds allotted

o Overtime shall be an optional management tool or 
measure of last resort

Executive Order No. 2012-01



• Contracts
o Office Space – contracts or renewals shall not be 

approved unless the following requirements are met:
• Adequate space is unavailable at any public building
• Space requested is determined the minimum space 

required
• Lowest possible bidder is selected
• Funding is allocated for the entire length of the 

contract
• Space is in compliance with the American Disabilities 

Act

Executive Order No. 2012-01



• Contracts (cont.)
o Procurement – contract must be submitted to 

BBMR and accompanied by:
• A copy of the bid specifications
• A copy of prior year’s agreement, if applicable
• Evidence of funding to meet the obligations
• Justification showing that the procurement 

from the supplier is the most cost-effective 
means

Executive Order No. 2012-01



• Contracts (cont.)
o Off-Island Recruitment and Consultant 

Contracts
• All contracts must be submitted to BBMR before 

recruitment
• Contracts must comply with the laws and 

regulations of Guam applicable to recruitments
• Departments, agencies, bureaus, and other 

instrumentalities of the government  of Guam shall 
provide proof that funding is available throughout 
the entire contract

Executive Order No. 2012-01



• Contracts (cont.)
o Services and Contractual Agreements –

agencies must submit proposals to BBMR 
for approval
• Must indicate the inability to perform the services 

sought in-house
• Must provide a cost-savings analysis or assessment
• Must indicate that funding is available throughout 

the entire contract

Executive Order No. 2012-01



• Contracts (cont.)
o Multi-year Contracts

• Agency must submit proposed contract requiring 
multiple fiscal year expenditures or appropriations 
to the Director of BBMR for approval before
commencement of respective fiscal year

• Submittal must occur no less than 30 days prior to 
the proposed commencement date of the contracts 
unless otherwise accepted by the Director of 
BBMR for justifiable circumstance

Executive Order No. 2012-01



• Contracts (cont.)
o Multi-year Contracts (cont.)

• Submittal is required to have the signature of 
the Director of BBMR to enable any 
department or agency to issue notice to 
proceed

• Failure to meet BBMR review requirements 
established shall result in the non-release of 
funds for payment of contracts that are not in 
compliance

Executive Order No. 2012-01



• Indirect Cost Recapture (Federal Sourced 
Programs):
o Any personnel who manages or oversees federally 

funded programs must comply with Guam State 
Clearinghouse mandates and applicable federal 
program provisions concerning the recapture of 
indirect cost outlay

o Formal documentation and application for indirect 
cost reimbursement to respective federal funding 
entities is a standard requirement (annually) of 
federally funded program recipients

Executive Order No. 2012-01



• Indirect Cost Recapture (Federal Sourced 
Programs) (cont.):
o The recapture of indirect cost entitlements that are 

authorized by federal law are monitored by Guam 
State Clearinghouse
• GSC reports the total Indirect Cost applied for by 

department and program

o Departments/agencies who do not apply for 
Indirect Cost shall submit evidence of Grantor 
notification
• Must indicate the reason Indirect Cost will not be 

reimbursed/funded

Executive Order No. 2012-01



• Authorization to Release Funds
o The Director of BBMR will make appropriation 

releases to government of Guam entities only upon 
compliance with Executive order requirements

• Monitoring of Non-General Fund Sourced 
Entities
o All Executive branch agencies must submit a quarterly 

financial statement and quarterly staffing pattern to 
BBMR

o Such agencies, departments, bureaus, and other 
instrumentalities must submit copies of their current 
fiscal year’s budget and other fiscal information as 
requested to BBMR

Executive Order No. 2012-01



• Non-Compliance
o Any non-compliance with the requirements 

through this executive order, inclusive of 
deadlines, shall result in the immediate 
return/disapproval of such requests

o All departments/agencies are liable and 
responsible for the accuracy and compliance with 
all rules/regulations and policies governing the 
respective requests/expenditures

o BBMR/DOA shall promptly return/disapprove 
such requests once identified

Executive Order No. 2012-01



DOCUMENT 
REVIEWS



• Establishment/Modification of Account
• Appropriation/Allotment Modification
• Personnel Action GG1
• Work Request
• Travel Authorization
• Overtime Plan
• Contract
• Appropriation Projection

Document Review – Table of Contents



REQUEST FOR 
ESTABLISHMENT/ 
MODIFICATION OF 

ACCOUNT



• Purpose
o To create an appropriation account number to 

expend and encumber funds pursuant to 
law/Federal grant/etc.

• Process
o Conducted during the Execution Phase of the 

Budget Process
o Account must be established before the 

appropriation and allotment amounts can be 
loaded and released in the AS400 Financial 
Management System (FMS)

Request for Establishment/Modification of Account



• Process (cont.)
o Departments/Agencies are held responsible 

to complete and submit the following for 
BBMR’s review and approval:
o Local – General and Special Fund

– Request for Establishment/Modification of Account (EOA) (Form ACC-
EOA001)

– Budget Allotment Schedule (BAS) (BBMR-F6)
– Copy of Department/Agency Budget in the General Appropriation Act

o Federal Grants 100%
– Request for Establishment/Modification of Account (EOA) (Form ACC-

EOA001)
– Budget Allotment Schedule (BAS) (BBMR-F6)
– Grant Award & Terms and Conditions
– Approved Budget Breakdown (In Grant Award or Grant Application)

Request for Establishment/Modification of Account



• Process (cont.)
o Departments/Agencies are held responsible 

to complete and submit the following for 
BBMR’s review and approval (cont.):
o Federal/Local Matching Grants

– Combine requirements for Local – General and Special Fund and Federal 
Grants 100%

– Ensure that local match has been appropriated
– Use formula to check if minimum match is appropriated

o Non-Federal/Non-Profit Grants
– Request for Establishment/Modification of Account (EOA) (Form ACC-

EOA001)
– Budget Allotment Schedule (BAS) (BBMR-F6)
– Contract/Award & Terms and Conditions
– Approved Budget Breakdown (Award or Grant Application)
– Copy of Check or Printout from DOA of Wire Transfer  

Request for Establishment/Modification of Account



• Process (cont.)
o Allocation of funds in the Budget Allotment Schedule 

(BAS) is dependent on how funds are appropriated in 
the General Appropriation Act/Budget Law/Federal 
grant etc.
• Department/Agency should attach a copy of their Budget as 

approved in the General Appropriation Act, Federal grant award, 
etc.

o EOA and BAS documents will be routed to the 
Department of Administration, Division of Accounts 
for approval
• Routed only after the BBMR Director approves the 

Establishment of Account (EOA) Request and the Budget 
Allotment Schedule (BAS)

Request for Establishment/Modification of Account



• Process (cont.)
o Upon establishment of account by DOA, 

appropriation amounts are loaded and released in 
the AS400 FMS

o Department/agency can begin expending funds 
according to its approved budget/financial plan 
upon availability of funds in the AS400 FMS

Request for Establishment/Modification of Account



• When to use Request for EOA/MOA (Form ACC-
EOA001)
o Department/agency receives a local appropriation or 

grant award notification (federal, non-federal, non-
profit, etc.)

• Accompanied with the Budget Allotment Schedule (BBMR-
F-6)

o Department/agency receives amendment(s) to 
increase or decrease funding

• Accompanied with an Appropriation/Allotment Modification 
form

o Grant period modification (i.e. change in obligation 
end date)

Request for Establishment/Modification of Account



• When to use request for EOA/MOA (Form 
ACC-EOA001) (cont.):
o To add/delete object class/category 
o Local/Federal Participation Ratio 

Modification
o Catalog Number Change – Federal
o Grant Number Change – Federal
o Appropriation Period Modification - Local

Request for Establishment/Modification of Account



• Fund Types
• General Fund
• Special Revenue Fund
• Federal Fund (100% and Matching)

Request for Establishment/Modification of Account



o A – Local Appropriation 
Annual

o B – Federal Local Match 
Annual

o C – Local Continuing
o D – Local CIP
o E – Federal 100% Annual
o F – Federal CIP

o G – Federal Match Continuing
o H – Federal 100% Continuing
o J – Sub-grants 
o X – Reimbursable 

Appropriations
o Z – Work Request
o Other

•Appropriation Account Types

Request for Establishment/Modification of Account



• Process (cont.)

o Forms can be found on BBMR’s 
Email (Website) Link
o http://bbmr.guam.gov

Request for Establishment/Modification of Account



Form [ACC-EOA001]:
Instructions for 
completing the 
EOA/MOA is available 
to assist the depts./ 
agencies

Request for Establishment/Modification of Account



Example:
EOA Request 
Form
(ACC-EOA-
001)

111 Salary 220 Travel 270 Worker's Comp Benefits 363 Utilities - Telephone

112 Overtime/Premium Pay 230 Contractual 271 Drug Testing 450 Captial Outlay

113 Benefits 233 Office Space Rental 290 Miscellaneous 700 Indirect - Local

114 Health Benefit 240 Materials / Supplies 361 Utilities - Power 701 Indirect - Federal

115 Life Benefit 250 Equipment 362 Utilities - Water

Form ACC-EOA001 * APPLICABLE ONLY TO FEDERAL ACCOUNTS
Revised 09/2012

LOCAL FEDERAL - AUTHORIZED (Cumulative) FEDERAL - AWARDED

other

APPROPRIATION ACCOUNT NUMBER TOTAL FUNDS

 

AUTHORITY / * GRANT NO. / PL NO. CATALOG NUMBER START DATE EXPIRATION DATE

REVIEWED BY DATEREVENUE ACCOUNT

DIVISION OF ACCOUNTS - FEDERAL BRANCH USE ONLY
REQUESTED BY DATE APPROVED BY

DRAW TYPE DRAW ACCT SUB-ACCT

** LOCAL MATCH ACCOUNT NUMBER ** NOTE       

REPORTING REQ

DIVISION OF ACCOUNTS

DATE APPROVED BY DATE

REQUESTOR: BBMR

JOB ORDER ASSIGNED
IF LOCAL MATCH ACCOUNT DOES NOT EXIST, PLEASE 
ATTACH SEPARATE E.O.A. REQUEST.

*FEDERAL SHARE PERCENTAGE * LOCAL SHARE PERCENTAGE OBLIGATION END DATE EXPENDITURE END DATE

Local Operation [A]

Federal Local Match [B]

Local Continuing [C]

Local CIP [D]

Federal CIP [F]

Federal 101 [E]

RESPONSIBLE DEPARTMENT/DIVISION:

OBJECT CLASS(ES) REQUIRED:

Federal 101 Continuing [H]

Subgrants [J]

Reimbursable Appropriations [X]

Work Request [Z]

Other:

APPROPRIATION TYPE:

Federal Match Continuing [G]

Grant Award [Original] - Federal Appropriation [Original] - Local

FROM:

ACCOUNT TITLE:

Grant Number Change - Federal Appropriation Type Change

Appropriation Period Modification

Grant Award [Supplement] - Federal Appropriation [Supplemental] - Local

PURPOSE:

REQUEST FOR ESTABLISHMENT/MODIFICATION OF ACCOUNT

TO: DEPARTMENT OF ADMINISTRATION - DIVISION OF ACCOUNTS

VIA: BUREAU OF BUDGET & MANAGEMENT RESEARCH

Local/Federal Participation Ratio Modification Other [specify] :

Catalog Number Change - Federal

Grant Period Modification - Federal

Object Class(es) - Add / Delete

Request for Establishment/Modification of Account



Example: 
Budget
Allotment 
Schedule –
Two Page 
Form

BBMR-F6
Sign Requestor: Date:

Department / Division: FY 2013 Dept. Head:  
Program Title: SUMMARY BUDGET ALLOTMENT Sign Approved: Date:
Public Law/Section: SCHEDULE      1/ BBMR Director: John A. Rios
AS400 Account Number: ------  Sign Loaded: Date:

Analyst:   

Appropriation Reserve Release

111   Regular  Salaries $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

112 Overtime $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

113 Benefits $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

Sub $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

220 Travel $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

230 Contractual $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

233 Office Space Rental $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

240 Supplies $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

250 Equipment $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

270 Workers Comp. $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

271 Drug Testing $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

280 Sub-Recipient / Grants $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

290 Miscellaneous $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

Sub $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

361 Power $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

362 Water $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

363 Telephone $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

Sub $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

450 Capital  Outlay $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

Sub $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

701 Indirect Cost $0.00 $0.00 $0.00 Oct. $0.00 Jan. $0.00 April $0.00 July $0.00
Nov. $0.00 Feb. $0.00 May $0.00 Aug. $0.00
Dec. $0.00 Mar. $0.00 June $0.00 Sept. $0.00

Sub $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

GRAND TOTAL $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

FOOTNOTE:
1/:  Not to be used for P.L. 31-233 appropriations.  Use new FY 2013 Allotment Schedule specifically for such appropriations.  Consult respective BBMR Analyst if clarification is required.

Request for Establishment/Modification of Account



APPROPRIATION/ 
ALLOTMENT 

MODIFICATION



• Entails the adjustments in funding and 
allotment affecting AS400 FMS appropriation 
accounts based on:
o Local laws or regulations
o Local policies
o Federal award notices or modifications
o Reprogramming of appropriations to meet 

program goals/objectives
o Reconciliation due to incorrect loading or 

system/program glitches

Appropriation/Allotment Modification



• Initiated by Department/Agency head 
through the program/fiscal support staff

• Performed during the authorized 
budget/ project period
o Fiduciary responsibility
o Change in objectives/priorities
o Account maintenance
o Account reconciliation

Appropriation/Allotment Modification



• Entails the transfer of funds from specific 
accounts in order to meet cost objectives
o Allowable based on conditions stipulated in the 

fund authorization
o Availability of funds

• Impacts department/agency budget
o A budget projection may be requested to 

support requests for transfer of funds
o Predicated on appropriation reconciliation 

update (i.e. continuing accounts)

Appropriation/Allotment Modification



• AS400 FMS Object Class/Categories:

o 111 – Salaries 
o 112 – Overtime
o 113 – Fringe Benefits
o 220 – Travel Expense
o 230 – Contractual 

Expense
o 240 – Supplies
o 250 – Equipment
o 270 – Workers 

Compensation

o 271 – Drug Testing
o 280 – Work Requests/

Sub-Grants
o 290 – Miscellaneous Expense
o 361 – Power Expense
o 362 – Water Expense
o 363 – Telephone Expense
o 450 – Capital Outlay
o 701 – Indirect Cost

Appropriation/Allotment Modification



• Modification Requirements:
o Department and Section
o Type of Modification

• Appropriation + Allotment/Allotment Only
o Account Number + Object Category
o Quarter/Month being modified
o Current Appropriation Level
o Requested Modification
o Revised Appropriation/Allotment Level

 WHEN MOVING FUNDS, THE MONTH MUST 
BE INDICATED IN REGARDS TO ADDING 
AND SUBTRACTING THE ALLOTMENT OF 
FUNDS

Appropriation/Allotment Modification



Request No.: BBMR - F12
Date Prepared:

         REQUEST FOR APPROPRIATION / ALLOTMENT MODIFICATION

DEPARTMENT:

Division / Section:

TYPE: APPROPRIATION  &  ALLOTMENT      [ X ] ALLOTMENT  ONLY      [   ]

Description of Action:

CURRENT Requested REVISED 
AS 400 Account Number Qtr. / Mo. Approp. / Allot. Modification(s): Approp. / Allot.

Level(s): [ +   or  - ] Level(s):

---- $0.00 $0.00 $0.00

---- $0.00 $0.00 $0.00

---- $0.00 $0.00 $0.00

---- $0.00 $0.00 $0.00

---- $0.00 $0.00 $0.00

---- $0.00 $0.00 $0.00

---- $0.00 $0.00 $0.00

Net $0.00

$0.00 $0.00 $0.00

$0.00 $0.00 $0.00

$0.00 $0.00 $0.00

APPROPRIATIONS

Allotments

Appropriation/Allotment Modification



Appropriation/Allotment Modification



Appropriation/Allotment Modification



Appropriation/Allotment Modification



Appropriation/Allotment Modification



Appropriation/Allotment Modification



Appropriation/Allotment Modification



Appropriation/Allotment Modification



Appropriation/Allotment Modification



Appropriation/Allotment Modification



Appropriation/Allotment Modification



Appropriation/Allotment Modification



Appropriation/Allotment Modification



REQUEST FOR 
PERSONNEL ACTION     

(GG-1)



Request for Personnel Action (GG-1)
• Purpose

o Form used for the following purposes:
• Recruitments; Promotions; Transfers; Resignations; 

Terminations; Separations; Unclassified; Temporary; Part-
Time; Limited Term;  Detail Appointments; and 
Service/Age Retirement Actions; etc.

• Review Process
o Ensure funding is available for all personnel 

actions requested 
o Ensure action is in compliance with all mandates, 

regulations, and policies



• Guidance for Review
o Current General Appropriations Act and 

other public laws, Federal grant award 
regulations

o Approved Local, Federal, and Federal 
Matching Staffing Patterns

o Executive Order 2012-01 and other 
Executive Orders, Policies, Rules and Laws

o Government of Guam Personnel Rules and 
Regulations

Request for Personnel Action (GG-1)



4.  Date Requested

18.  Approved By (releasing Dept. Head - For transfers only)

ACTION BY DATE

FCN 2-0-7
Revised 7/62
(old GG-1)

CLEARED BY:

19.  CLEARANCES - ITEMS BELOW TO BE COMPLETED BY OFFICES CONCERNED
TO

CERTIFYING OFFICER, 

DATE:

16.  For Additional Information Call (name and tel. No.)

        

15.  Requested By (Signature and title)

17.  Approved By (S ignature, title and department)

  10.  Dept. or Agency

  9.  Pay Range, Step

       Salary or Range

EMPLOYMENT

MANAGEMENT SECTION

OVERSEAS

RETIREMENT

CLASSIFICATION

RECORDS

BUDGET SECTION

CARLOS P. BORDALLO

Director, BBMR
DATE:

5.  Request Number

BUDGET ACCOUNT NO.: 
JOB ORDER NO.: 

  13.  Position Number

FROM

14.  Remarks (continue in item 21, if necessary)

2.  Date of Birth1.  NAME  (Mr., Miss., Mrs., First, Middle Initial, Last)

  11.  Section

REMARKS:

 

DESCRIPTION

  8.  Position Title

GOVERNMENT OF GUAM
AGANA, GUAM

7.  Nature of Action (Use standard terminology)

3.  Payroll Number

TO

6.  Effective Date

REQUEST FOR PERSONNEL ACTION

 BBMR-PA-1 Form 
(Checklist) must 
be completed and 
attached to GG1 
Form

Request for Personnel Action (GG-1)



Request for Personnel Action (GG-1)
BUREAU OF BUDGET AND MANAGEMENT RESEARCH 

REQUEST FOR PERSONNEL ACTION (GG-1) CHECKLIST 
 
 

Requesting Dept./Agency: ___________________________________    Division/Program:______________________________
Current Department Personnel Level: _________________________      Current Program Personnel Level:_________________
Date Received by BMMR: ___________________________________    Date Reviewed: _______________________________  
Position Title: _____________________________________________    Position Number: ______________________________
Account No. to be charged: __________________________________ 
 
                       Department                        BBMR  
                     Yes       No                      Yes       No 
 

1. Is the vacant position budgeted and consistent with current  
budget law? ____    ____                    ____    ____       
 

2. Will filling this position result in exceeding the department’s 
authorized budget level? ____   ____ ____    ____ 
 

3. Is this position specifically identified in the Department’s Budget 
Document this fiscal year? ____  ____ ____    ____ 
 

4. Does this position provide for the reclassification of existing  
personnel? ____  ____ ____    ____ 
 

5. Is the filling of this vacancy essential to the health and safety of the  
general public? ____  ____ ____    ____ 
 

6. Is the filling of this vacancy vital to the achievement of departmental 
goals and objectives? ____  ____ ____    ____ 
 

7. If the answer is “Yes” to items 3 and 4, is the requesting  
Department/agency’s justification demonstrating this need attached? ____  ____ ____    ____ 
 

8. How many similar positions exist in this organization? ____  ____ ____    ____ 
 
9. Can the responsibilities of this position be absorbed by other  

positions in the organization? ____  ____ ____    ____ 
 

 
10. How long has this position been vacant? Date:  _________________________                    
 
11. Is the position an established position by the Civil Service Commission? ____  ____ ____    ____ 

 
12. If request is for promotion above two-step minimum requirement, 

is detailed justification attached? ____  ____ ____    ____ 
 

13. Is the pay range / step & salary indicated consistent with Civil Service 
Commission’s Classification & Compensation Plan & Pay Schedule? ____  ____ ____    ____ 
 

14. Is this an above-step recruitment request? ____  ____ ____    ____ 
 
15. If answer in item 14 is “Yes,” is documentation of Civil Service  

Commission’s approval attached? ____  ____ ____    ____ 
 

16. Was the GG-1 request properly certified by the  
department’s/agency’s officially designated Certifying Officer? ____  ____ ____    ____ 
 

Responses to the following questions are necessary for vacant positions 
partially or totally funded by Federal monies (in addition to questions above): 
 
1. Is there documentation showing the level of Federal commitment to  

this position? ____  ____ ____    ____ 
 

2. Did the department/agency attach a copy of the grant award against 
which payroll costs are chargeable? ____  ____ ____    ____ 
 

3. Is the vacant position reflected in the department’s /agency’s approved 
application for Federal funds? ____  ____ ____    ____ 

 
DEPARTMENT: 

 
Prepared By: ________________________________________   Date: ___________________________   
Approved By (Dept. Head): ____________________________ Date: ___________________________ 

 
 
BBMR ACTION: 

 
Analyst Recommendation:                        Approval 

                                                       
Disapproval     __________________________    _____________
 (Analyst)                                      (Date) 

COMMENTS: 
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
                                                                                                                                                                



1. Name
• If applicable (i.e. recruitments)

2. DOB
• Applicable to named GG-1s only

3. Payroll Number
• Usually Social Security Number

4. Date of Request
5. Request Number
6. Effective Dates

• i.e. “ASAP” or other as applicable
7. Nature of Action

• i.e. Recruitments; Promotions; Terminations
8. Position Title
9. Pay Grade and Step
10. Department/Agency
11. Division

12. Section
13. Position Number
14. Remarks
15. Requested By
16. Additional Info.
17. Approved By Appointing 

Authority
18. Approved By Releasing 

Dept. Head
• For transfers only

19. Clearances
20. Separation Data
21. Remarks

• Required information on GG-1 Form:
Request for Personnel Action (GG-1)



• Remarks Category (Item #14) 
o Certification of funding by designated 

Certifying Officer or alternate 
o Account Number(s) to be charged
o Estimated cost impact

o e.g. lump sum payment of annual and/or 
sick leave

o Public law references

Request for Personnel Action (GG-1)



• Remarks Category (Item #14) Requirements (cont.):
o If Personnel Action is Federally funded, the GG-1 

should note “Subject to the Availability of Federal 
Funds”

o Due to current salary increment freeze, the following 
should be cited:
• “The Salary of __________ shall be used as the Appropriate 

compensation relative to this Action. This pay setting is a result 
of the Executive Order 2011-14 and Reorganization Advisory 
No. 7, which put into effect a freeze on all Salary increment 
effective 10-10-11.  The incumbent received a non-compensable 
salary increment on__________. This non-compensable 
increment is not to be used for compensation determination.”

Request for Personnel Action (GG-1)



• Limited Term Appointments:
oDetermine eligibility of applicant 

through an “Applicant Profile” by 
DOA Human Resources (HR) 
Division should be attached

oOnly appropriate if DOA 
determines that there is NO current 
“Open-Active” list

Request for Personnel Action (GG-1)



• Temporary Appointments
o When an “Open-Active” List exists, a 

Temporary Appointment may be 
requested

• Resignations/Terminations
o Copy of the resignation letter signed 

and dated by the affected employee 
should be provided

Request for Personnel Action GG-1



• Separation (Death) or Change of Name 
(Marriage/Other)
o Certified copy of certificate attached

• Promotions
o Initial Recruitment GG1 must be attached with a 

certification from DOA that indicates the selection 
from the listing of certified eligibles

• Pay Grade Reassignment
• Pay Grade Reclassification

Request for Personnel Action GG-1



• Detail Appointments:
oPrior to detail assignments, a Request for 

Detail Appointment Pre-Approval Form 
[BBMR-F-16] must be approved by BBMR 
Director 

oEffective date of Detail Appointment should 
be no earlier than the date of BBMR’s pre-
approval 
• Supported with the requesting department(s) head’s 

detail assignment letter
oShall not exceed a period of 90 days

• An exemption may be requested by the CSC for an 
additional 90 day extension

Request for Personnel Action GG-1



• Detail Appointments (Example)
o A. 4/23/13 (Detail Appointment)
o B. 7/21/13 (Termination of Detail Appointment)

• Both the “FROM” and “TO” columns should be filled out to 
reflect  the Current Salary on both columns plus the annual 
differential as a result of the Detail appointment

• On Item 14. Remarks – An example of the following should be 
noted:
Compensation while being detailed as a Statistician I  pursuant to 

DOA Rules, Chapter 6, Section 6008 , DOA, Gov’t of Guam Rules and 
Regulations.  This pay is equivalent to Pay Grade Grade I-12, $34,368 
per annum. This detail shall not exceed 90 Calendar days from the 
effective date of Appointment.

Request for Personnel Action GG-1

FROM
Data Control Clerk I

A. E-17; $31,787 per annum
B. E-17; $31,787 per annum

Plus: $2,581 per annum

TO
Data Control Clerk I

A. E-17; $31,787 per annum
Plus: $2,581 per annum

B. E-17; $31,787 per annum



Pre-Approval Detail Appointment Form           
[BBMR-F-16]

Employee Name:
Current Position Title:
Current Grade & Step:
Current Salary Per Annum: 36,526.60$   Per hr. 17.56$                      

Proposed Detail Position Title:
Proposed Grade & Step:
Proposed Salary Per Annum 39,326.10$   Per hr. 18.91$                      

Pay Differential Per Hour: 1.35$                        

90-Day Detail Pay Salaries Impact 969.06$                   
90-Day Detail Pay Benefits Impact 305.64$                   

Total Funding Impact 1,274.70$                

DETAIL JUSTIFICATION (specific to the need for the delivery of critical services):

Certified Funds Available:

(Signature of Certifying Officer)

Date:   _____________________

Account No.: ______________________
Approved

APPROVED: Disapproved

(Signature of Department Head) (Signature - BBMR) 

Date:   _____________________ Date:   _____________



• Promised Compensation
o Type of “Nature of Action” used for payment of an individual who was 

owed compensation for a period of time absent the approved GG1
• Example: An employee who was detailed to an acting capacity in the 

absence of an approved Detail Appointment action by BBMR
o In most cases used for payment of any compensation incurred in prior 

fiscal year(s)
• Prior year obligation payment can only be paid if there is authorization 

given in the current General Appropriations Act to pay Prior Year 
Obligations, otherwise, payment can only be compensated for the 
current fiscal year
 Agency head would have to provide an updated projection analysis to 

determine that the estimated prior year payment would not negatively 
impact on its current operational budget

 For example, in FY13 BBMR is required to also certify no negative 
impact

Request for Personnel Action (GG-1)



• Supporting Documents:
oAS400 FMS Printout
oCurrent Projection Analysis to indicate 

sufficient funding to support GG-1
oCertificates –If applicable
oRetirement Eligibility – If applicable
oCopy of public law, DOA memo for 

extension of detail, profile, re-class, etc.
Attachment of the above mentioned 

documents will facilitate the review 
process 

Request for Personnel Action (GG-1)



WORK REQUESTS & 
MEMORANDUM OF 
UNDERSTANDING/ 

AGREEMENT (MOU/MOA)



• Purpose
o To facilitate the accomplishment of tasks/work 

services between two entities and the accounting of 
funds related to a specific project

o Commonly used in local and Federal programs
• (Ref: DOA Circular 94-22 and 98-026)

o Typically submitted in two scenarios:
• Original Request
• Amendment Request

Work Request & MOU/MOA



• Process
o Determine if request is allowable through an attached 

approved Memorandum of Understanding/Agreement 
(MOU/MOA) or Federal Grant scope of work

o Request over $5,000 must be accompanied by an 
MOU/MOA

o Work Request and MOU/MOA are signed by both the 
originating & accepting department heads and funds 
certified by the requesting department

o MOU/MOA must also be approved by the Attorney General 
and Governor

Work Request & MOU/MOA



• Process (cont.)
o Determine if the amount is consistent with 

the MOU/Federal Grant
o Determine if the “Desired Completion Date” 

and “Obligation End Date” are consistent 
with the MOU/Federal Grant

o Determine if the “Expenditure End Date” is 
three months after the “Obligation End 
Date”

Work Request & MOU/MOA



• Process (cont.)
o Determine if request is covered by available funds in 

control account

o Determine the funding source for the work request
• If request is federally funded, an approved sub-grant budget must 

be attached
o Determine if Work Request is filled out completely 

and properly:
• Funds are certified
• Cost breakdown is provided and consistent with total amount 

authorized
• All required signatures are affixed
• Account printout is attached

Work Request & MOU/MOA



• Form Contents
o Work/Source Description/Amendment Justification

• Brief description of the work being done through the work 
request

o If Work Request is an amendment, required 
components include:
• Approval from the Grantor
• Copy of previously approved Work Request and MOU
• AS400 FMS printout of control account and sub-accounts

o Cases that require Work Request amendments
• Indication of the increase/decrease in amount
• Change in completion date (i.e. extensions)
• Transfer of funding from one object category to another

Work Request & MOU/MOA



Work Request & MOU/MOA



Work Request & MOU/MOA - Checklist
BUREAU OF BUDGET AND MANAGEMENT RESEARCH 

WORK REQUEST (WR) CHECKLIST 
 
 

 
Requesting Dept./Agency: _________________________________    Division/Program:________________________________ 
Date Received by BMMR: ________________________________     Date Reviewed: __________________________________  
Work Request Title: ______________________________________    Accepting Dept. / Agency:_________________________ 

 
 
 

 
Account Number 

 
Object Category 

Current Funds 
Available (AS400) 

 
Date of Printout 

Control Account No.:    
 

Subsidiary (“Z”) Account No.*:    

* Indicate for WR Amendments / Modifications only 
 
 
 

PURPOSE / JUSTIFICATION FOR WORK REQUEST: 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 
 

 
     
         Department      BBMR 
         Yes        No   Yes        No 
 
1.  Is Intra-Department WR Form and MOU attached?  ____      ____  ____      ____ 

 
2. Is WR consistent with the control account objective? ____      ____  ____      ____ 
 
3. Is WR form completely and properly filled out (including 
       all required signatures)? ____      ____  ____      ____ 
 
4. Is WR covered by available funds in control account?  ____      ____  ____      ____ 

 
5. If WR is federally funded, is applicable section of approved  
       sub-grant budget attached? ____      ____  ____      ____ 
 
6.    Is the subject WR an Amendment?  If “Yes,” indicate  

Amendment Number.                                                                         Amendment No.: __________________ 
 
7.    Is the required AS400 printout (of account to be charged) 
       attached?  ____      ____  ____      ____ 

 
DEPARTMENT: 
 
Prepared By: ________________________________________   Date: ___________________________  
Approved By (Dept. Head): ____________________________ Date: ___________________________ 

 
BBMR ACTION: 
 
Analyst Recommendation:                        Approval 
                                                                                 
 Disapproval     __________________________    ____________ 
 (Analyst)                                      (Date) 
 
COMMENTS: 
 
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 



TRAVEL REQUEST & 
AUTHORIZATION (TA)



• Purpose
o To facilitate travel for the conduct of important 

government business
• Training/Conference/Staff development
• Accommodating patients/inmates to off-island 

institutions
• Travel will result in additional revenues for the 

government
• Relates the agency’s priorities, work programs, or 

activities
• Travel paid by the Federal grant 
• Travel is required pursuant to existing contracts, public 

law, rule or Federal program

Travel Request & Authorization (TA)



Travel Request & Authorization (TA)
• 15-working day requirement 

o TA must be submitted at least fifteen (15) 
working days prior to the commencement date of 
travel

• Outstanding travel receivables 
o DOA and BBMR joint memorandum dated Jan 

2008 prohibits travel if individual has 
outstanding travel receivables



• Funding: 
oAS400 Account Number(s):

• Ensure account numbers are accurate, 
unexpired and funds are sufficient (ref. Ch. 
14, 4GCA – Certifying Officers)

oFunding Source:
• Is the source of funding local or federal?  

Note: greater restrictions apply to locally 
funded TA’s in accordance with Executive 
Order 2012-01 and other governing directives 
(i.e., Gov. Cir. 2003-0015)

Travel Request & Authorization (TA)



• Funding (cont.) 
oAirfare:

• For official government business 
only

• Must be at the lowest possible 
cost per E.O. 2012-01

• Based on (unrestricted) price 
quoted on travel itinerary

Travel Request & Authorization (TA)



• Funding (cont.) 
oPer Diem:

• Number of official days based on travel itinerary
• Authorized based on the number of conference/training days plus 

1-day prior  
• Rates are based on the current Joint Travel Regulation published 

by the Federal Government (ref. Ch. 23, 5GCA)
• 130% of the basic per diem rate (i.e. Governor, Lt. Governor, etc.)
 5 GCA, Section 23104

• 125% of the basic per diem rate (i.e. Director, Dep. Director, 
Members of a Board or Commission, etc.)
 5 GCA, Section 23104

oGround Transportation:
• Costs for taxi, bus, shuttle, train, etc. covered by per diem
• Car Rental – GovGuam Travel and Transportation Manual requires 

the Governor’s explicit approval prior to commencement of travel

Travel Request & Authorization (TA)



• Other
o Cabinet-level travel:

• TA must be accompanied with an approved Memo for the 
Governor’s signature designating a person to serve in an Acting 
Capacity during the Director’s absence and Administrative Leave 
Application

o Multiple Travelers:
• Written justification must be provided for multiple travelers in 

accordance with E.O. 2012-02
o “No Cost” Travel Authorizations

• Requires BBMR review with all supporting documents including 
travel itinerary, conference/meeting agenda, schedule of events 
etc.
Affidavit to waive the government of all travel expenses related 

to particular travel

Travel Request & Authorization (TA)



• Amendments
o Must reference a prior approved TA  
o All supporting documentation must be included 

to substantiate adjustments  
• Reimbursement

o Dept/Agency submits a Memo to BBMR which 
includes signature block for the Bureau’s 
approval 
• Funds must be certified
• Receipts incurred for lodging, meals etc. must be 

included  (Ch. 23, 5GCA)

Travel Request & Authorization (TA)



Travel Request & Authorization (TA)



Travel Request & Authorization (TA)
 

BUREAU OF BUDGET AND MANAGEMENT RESEARCH 
TRAVEL REQUEST & AUTHORIZATION (TA) CHECKLIST 

 
 
 

Requesting Dept./Agency:____________________________________________   Division:_____________________________ 
Date Received by BBMR:____________________________________________   TA Number: __________________________ 
Account No. to be charged:___________________________________________    TA Amount:__________________________ 
 
 
                       Department            BBMR  
                       Yes       No                       Yes      No 
 

1.  Is travel essential to the conduct of important government business?   ____    ____                    ____    ____ 
 

2. Will travel result in securing additional revenues for our island, achieve 
current or future cost-savings for government operations, programs, or  
relate to the Dept. / Agency’s priority work program activities? ____   ____ ____    ____ 
 

3. Is travel required per existing contracts, law, or rule?  If “Yes,” attach 
documentation.   ____  ____ ____    ____  
 

4. Is the travel federally funded and approved by grantor agency and reflected  
in approved grant application?  If “Yes,” attach documentation. ____  ____ ____    ____ 
      

5. a.)  Are the number of per diem days computed correctly? ____  ____ ____    ____ 
 
b.)  Are the number of per diem days justified and reasonable? ____  ____ ____    ____ 
 
c.)  Are per diem rate and number of days indicated on the TA’s per diem line? ____  ____ ____    ____ 
  

6. Is appropriate account number reflected?  ____  ____ ____    ____ 
 

7. Is airfare the lowest fare possible? ____  ____ ____    ____ 
  

8. Is more than one traveler attending the same conference, seminar,   
 workshop, or meeting?  If “Yes,” attach Dept. / Agency justification. ____  ____ ____    ____ 
 
9. Is TA signed by all appropriate signatories? ____  ____ ____    ____ 

 
10. Are funds certified as available in compliance with applicable Certifying 

Officer mandates? ____  ____ ____    ____ 
 
11. Are all computations accurate?  ____  ____ ____    ____ 

 
12. Is AS400 printout attached? ____  ____ ____    ____ 

 
13. Is the brochure of conference / training attached? ____  ____ ____    ____ 

 
14. Is copy of airline itinerary attached? ____  ____ ____    ____ 
 
15. If travel is for “meeting”, is documentation from meeting official    

indicating times, dates, and purpose of meeting attached? ____  ____ ____    ____ 
 

16. Is TA being submitted 15 working days prior to travel commencement date?  ____  ____ ____    ____ 
If “No,” please provide explanation.   
 

 
 
DEPARTMENT: 

 
Prepared By: ________________________________________   Date: ___________________________   
Approved By (Dept. Head): ____________________________ Date: ___________________________ 

 
 
 
BBMR ACTION: 

 
Analyst Recommendation:                        Approval 

                                                       
Disapproval     __________________________    _____________ 
 (Analyst)                                      (Date) 

COMMENTS: 
 
_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________ 



Travel Request & Authorization (TA)

Change 
sample



Travel Request & Authorization (TA)

Change 
sample



Travel Request & Authorization (TA)



Travel Request & Authorization (TA)



OVERTIME PLAN



• Executive Order Nos. 2012-01, 2007-02
o Directs all Executive branch departments/agencies 

to minimize the accrual of overtime and related 
costs, such as night-differential & hazardous pay 

o Requires all Executive branch 
departments/agencies with overtime 
appropriations or in anticipation of overtime 
expenditures (i.e. Federal), to develop and adopt 
an overtime plan for approval by the Bureau  

o Emphasizes that overtime shall be an optional 
management tool or measure of last resort 

Overtime Plan



• BBMR Circular Nos. 07-06, 07-05, and 07-02
o Provides previous communications or references 

on overtime policies  
• Introduces to Departments/agencies the OT Plan 

Form [BBMR F-15A] which should be prepared 
based on its overtime appropriation or approved 
budget (i.e. Federal) for the current fiscal or 
program year 

o Release of  overtime allotment is dependent on the 
submission and approval of  the OT Plan 

Overtime Plan



• Executive Order Nos. 95-11 & 2005-28
o Defines & designates that employees employed in a 

“bonafide executive, administrative, or professional 
capacity” as defined in 29 CFR, Part 541, and as set by 
§6201 of Title 4, Guam Code Annotated  are ineligible
or exempt for payment of overtime or compensatory 
time

o Exception of rule includes employees:
• Performing tasks that are not part of their job 

specifications 
• Granted a waiver via executive order by the Governor 

of Guam. (See DOA Organizational Circular No. 05-
022, Re: Fair Labor Standards Act (FLSA), Subsection 
(b) of Section 46006 of the Government Code) 

Overtime Plan



Sample:
Overtime Plan 

Form –
[BBMR F-15A]

Overtime Plan
Section:

Program:

PERIOD COVERED From: To:
# of Pay Periods

JUSTIFICATION FOR OVERTIME WORK REQUIRED:  

A B E
Number Total

of O.T. Hours
Position Title Pay Authorized

Periods
(B x C x D)

0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0

GRAND TOTAL 0

Total Overtime Funding Projected:
Total Estimated Benefits (x 27.46%): CERTIFIED FUNDS AVAILABLE:

Total Amount Projected:
 

Account Number to be Charged: 1
Account Number to be Charged: 2
Account Number to be Charged: 3

Approved APPROVED:
Per E.O. 2007-02
Disapproved 

(Date)

  (Department Head's Signature)
(BBMR Authorized Official Signature)

(Date)

NOTE:  Attach allotment schedule or allotment modification supporting this Overtime Plan.

-$                       
-$                       

(Certifying Officer's Signature)

(Date)

0 0 -$                       -$                       -$                       

-$                       

-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       
-$                       -$                       

Each PayPeriod        Rate    Rate    Need
(F x 1.5) (E x G)

Number of Authorized      Regular     O.T.   Total
Positions Each Position      Hourly   Hourly Funding

C D F G H
  O.T Hours Average Average

(pay period ending) (pay period ending)Change 
sample



CONTRACTS



A contract is a binding agreement 
between two or more persons/parties

• Executive Order 2012-01, Section 5 
o All contracts with any Executive Branch 

agency shall require the review and 
approval of BBMR

o All contracts shall be submitted to BBMR at 
least thirty (30) days prior to its effective 
date

Contracts



• Executive Order 2012-01, Section 5 (cont.)
o All contracts must comply with legal provisions and 

regulations of Guam including the merit system laws 
and rules
• Title 4 GCA, Government Code
• DOA Personnel Rules and Regulations
• CSC Classification & Compensation Plan
• Title 5 GCA, Government Code

o Contractual Agreements include, but are not limited 
to:
• Office Space Lease
• Unclassified Service Employee
• Consultant
• Off-island Recruitment
• Capital Improvement Projects (CIPs)
• etc.

Contracts



• Types of Contracts
o Office Space – The following criterion must be met

• Adequate space is not available at any public building
• The space requested is determined the minimum space 

required
• The lowest responsible bidder is selected
• Funding is allocated for the entire length of the contract
• The space is in compliance with American Disabilities Act 

(ADA)

Contracts



• Types of Contracts (cont.)
o Procurement Contracts

• Copy of bid specifications
• Copy of prior year’s agreement, if 

applicable
• Justification showing that the 

procurement from the supplier is the most 
cost-effective

Contracts



• Types of Contracts (cont.)
o Off-Island Recruitment & Consultant

• The department must make every effort to document that 
there is a lack of qualified people on island before they seek 
to recruit off-island 
 Government shall provide transportation cost for household effects 

not to exceed 1250 pounds (single) and 2500 pounds (married) [4 GCA, 

§6213]

• The position title and salary must be consistent with the 
CSC Classification and Compensation Plan

• The Request for Personnel Action (GG-1) is attached to the 
Contractual Agreement (Off-island recruitment & 
employment)

Contracts



• Types of Contracts (cont.)
o Off-Island Recruitment & Consultant

• The Consultant is called for when services are as an 
independent contractor  
 A Consultant has no employment benefits such as retirement, 

leave, health plan and are usually employed for a specific 
period of time

• Contracts shall not be used as a substitute for the merit 
system employment
 Departments/agencies shall not contract for personnel 

services which normally are performed by employees under 
the Merit System

o Multi-Year
• Requires certification of funds (BBMR Form CFF)
• Copy of the previous approved contractual agreement

Contracts



• Types of Contracts (cont.)
o Capital Improvement Projects (CIPs) –

items included as support documentation:
• Cover memorandum from issuing 

department/agency
• Chronology of contract events
• Memorandum of A/E selection process
• List of firms (A/E & Construction) responding to 

Bid
• Letter to firm selected

Contracts



• Types of Contracts (cont.)
o Capital Improvement Projects (CIPs) – items 

included as support documentation:
• Documentation of contractor/firm:
 Business License
 Certificate of Business
 Copy of Bonding Requirement
 Copy of Major Shareholder Affidavit

• Copy of Scope of Work/Services
• Copy of Fee Schedule
• Contractor Agreement

Contracts



• Contract Review
o Are funds available?
o Is the contract in compliance with federal 

regulations?
o Is clause ‘Subject to Availability of Funds’ 

incorporated?
o Signature blocks reflected 

o (i.e. Contractor, BBMR, AG, Governor)

o Account number & amount reflected under 
Certification of Funds block?

o Are Funds certified?

Contracts



Contracts - Checklist
BUREAU OF BUDGET AND MANAGEMENT RESEARCH 

CONTRACT REVIEW CHECKLIST 
 
 

Requesting Dept./Agency: ___________________________________    Division/Program:______________________________ 
Date Received by BMMR: ___________________________________    Date Reviewed: _______________________________   
Contract / Project Title: _____________________________________     P.L. / Grant Award No.:_________________________ 
Account No. to be charged: __________________________________ 
 
 
                      Department            BBMR  
                       Yes       No                       Yes      No 
ALL CONTRACTS (INCLUSIVE OF CIPs & LEASE AGREEMENTS)  

1. Are funds available?      ____    ____                    ____    ____     
 
2. If federal funds are utilized: 

 
a.)  Is contract in compliance with federal requirements?   ____    ____         ____    ____ 
 
b.)  Is the clause “Subject to the Availability of Federal Funds” indicated? ____    ____         ____    ____ 
 

3. Are appropriate signature blocks reflected?  
(Department Head, Contractor, Attorney General , BBMR, etc.) ____    ____ ____    ____ 
 

4. Are appropriate signatures affixed (present)? ____    ____ ____    ____ 
 

5. Are both the account number(s) and contract amount reflected under the  
        “Certification of Funds” block? ____    ____ ____    ____ 

 
6. Are funds certified as available in compliance with applicable Certifying  

Officer mandates? ____    ____ ____    ____ 
 

7. Was the Attorney General’s model contract used (for Personal Services)?  ____  ____ ____    ____ 
 

8. Are documents required under E.O. 87-02, 95-01, and 98-33 attached? ____  ____ ____    ____ 
 

 
 CAPITAL IMPROVEMENT PROJECT (CIP) CONTRACTS / LEASE AGREEMENTS 

Are the following items included as contract support documentation: 
 

1. Cover memorandum from issuing department / agency? ____    ____ ____    ____ 
 

2. Chronology of contract events? ____    ____ ____    ____ 
 

3. Copies of Request For Proposals (RFP) / Bid advertisements? ____    ____ ____    ____ 
 

4. Memorandum of A / E selection process? ____    ____ ____    ____ 
 
5. List of firms (A / E & Construction) responding to RFP / Bid? ____    ____ ____    ____ 

 
6. Letter to firm (A / E and Construction) selected? ____    ____ ____    ____ 
 
7. Documentation of A/E or Construction firm: ____    ____ ____    ____ 

 Business License 
 Certificate of Business 
 Copy of Bonding Requirement 
 Copy of Major Shareholder Affidavit 

 
8.     Copy of Scope of Work / Services? ____    ____ ____    ____ 

 
9. Copy of Fee Schedule? ____    ____ ____    ____ 
 
10. Consultant / Contractor agreement? ____    ____    ____    ____ 
 
 
 
DEPARTMENT: 

 
Prepared By: ________________________________________   Date: ___________________________  
Approved By (Dept. Head): ____________________________ Date: ___________________________ 

 
 
 
BBMR ACTION: 

 
Analyst Recommendation:                        Approval 

                                                       
Disapproval     __________________________    _____________ 
 (Analyst)                                      (Date) 

COMMENTS: 
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
                                                                                                                                                                



Upon BBMR’s completion of its 
review and approval, all 
contracts shall then be submitted 
to the Attorney General’s Office 
for its disposition pursuant to its 
Procurement Circular 03-001.

Contracts



Contracts



Contracts



Contracts



Contracts



Contracts



Contracts



Contracts



Contracts

Procurement Circular 
No 2012-01:
Revises Procurement 
Checklist



APPROPRIATION 
PROJECTION



• Purpose
o Utilized as a guide to determine if Agency’s budget is 

tracking according to current and approved FY 
budget and fiscal policy directives

o Used to discern if agency has, or will have, funding 
available to request approval for unanticipated 
expenditures that were not indicated, budgeted 
beforehand, etc. in current FY’s budget, such as:
• Personnel Actions
• Contracts
• Travel expenses
• Equipment/supply purchase(s)
• Utilities price increase adjustment (e.g. litigious action 

filed by current FY13 telephone bid awardee)
• Prior Year Obligations

Projection Analysis



• Process
o AS400 FMS printouts, “Statement of Appropriations, Allotment, 

Outstanding Encumbrance, and Expenditures”, are used for 
reference to complete a projection

o Information on AS400 FMS printouts that BBMR examines to 
ensure an projection for each agency includes:
• Approved FY Appropriation and Reserves
• Expenditures & Encumbrances

 Appropriation Records; enter applicable appropriation account
 Print all applicable object categories listed on screen; use data 

indicated under titles “YTD Expenditures” and “O/S 
Encumbrances” for respective column listed in projection analysis

• Labor Costs (111 & 113)
 Enter appropriation account number and include the object 

category
 Verify account number and object category
 Ascertain last two most recent (2) pay periods for data under entry 

code:  490 (Payroll/Labor Distribution)

Projection Analysis



• Components
o Column A – Account Code and Title (i.e. object category)
o Column B – Approved budget appropriation
o Column C – Reserve
o Column D – Allotments (resulting deduction of reserve 

from budgeted appropriation amount)
o Column E – Year-to-date expenditures + encumbrances
o Column F – Only applicable to personnel object categories

• Current staffing pattern pay period (PP) requirement (total 
amount of appropriation[Column B] / 26 pay periods (PPs))

o Column G – Only applicable to personnel object categories
• Actual staffing pattern PP requirement (Column F) 

multiplied by remaining PPEs
 Staffing patterns should be updated on a regular basis

Projection Analysis



• Components (cont.)
o Column H & I – Actual labor costs for the past two (2) pay 

periods
o Column J – The average of the last two pay periods
o Column K – Projected necessary personnel requirement for 

remaining PPs 
• Column J multiplied by remaining PPEs

o Column L – Other requirements
• Expected departmental costs that have not been encumbered/expensed 

to date
• Example: Contracts, rental expenses, equipment/supplies

o Column M – Projected Lapse/(Shortfall) of funds
• Projected lapse amounts are the remaining authorizations for 

expenditure
• Projected (shortfall) amounts are deficit expenditures to be addressed 

through additional appropriations or transfers

Projection Analysis



Appropriation Projection Form



MANAGEMENT 
OF 

APPROPRIATIONS



Management of Appropriation 
• Management Tools

o The Annual Appropriation Act/Federal Grants
o Appropriation Accounts

• Establishment of Accounts for existing and new 
accounts

• Allotment schedules
• Account numbers

 Annual Accounts (A)
 Continuing Accounts (C )
 Matching Federal Accounts (B, G)
 Local Match Account
 Federal Account 100% (E, H, etc,)

• Availability of Funding



Management of Appropriations
Management Tools (cont.)

oProjection Analysis of Available 
Funding
• Appropriation Projection Form by 

Section, Division and Department
 Identify lapsed funding
 Identify shortfalls



Management of Appropriations
• Management Evaluation – What is my 

objective?
o Appropriation Shortfalls and Unforeseen Operational 

Requirements
• Need to identify shortfalls
• Need to identify lapsed funding
• Need to identify existing encumbrances for possible de-

obligation
• Maximize all fund sources

 Transfer of expenditures from the General Fund to Special 
Revenue Funds that have been appropriated to the department for 
the same purpose

 Applicable to Federal Grants



Management of Appropriations
• Management Evaluation – How do I 

accomplish such fund movements?
o De-encumbrance of existing encumbrances (i.e. 

cancelling purchase orders, contracts, etc.)
o Advance release of allotments (from September, 

August, July, etc. to an earlier month)
o Adjusting accounting entries between divisions of 

a department and between funding sources (i.e. 
journal vouchers) 

o Governor’s Transfer Authority per 
administrative provisions of the Annual Budget 
Act



Management of Appropriations
• Management Evaluation – How Do I Address 

Operational Shortfall?
o Prepare and submit appropriate documents to 

BBMR and/or DOA
• Allotment modification form with justification
• Copy of projection analysis
• DOA Journal Voucher Form
 De-encumbrance
 Accounting entries

• Confirmation or approval of requested changes
 See AS400 FMS appropriation account



CLOSING REMARKS
BBMR Contact Information:

Phone: 475-9412
Fax: 472-2825
Website: http://bbmr.guam.gov
Email: admin@bbmr.guam.gov



APPENDICES       
A~N



• Appendix A
o Budget Digest Instructions

• Appendix B
o Staffing Pattern Instructions

• Appendix C
o Federal Program Inventory Instructions

• Appendix D
o Equipment/Capital Listing & Space Requirements

• Appendix E
o General Criteria for Allowable Costs

• Appendix F
o Determination of Reasonable Costs

• Appendix G
o Determination of Allocable Costs

Appendices – Table of Contents



• Appendix H
o Determination of Applicable Credits

• Appendix I
o Direct Costs

• Appendix J
o Indirect Costs

• Appendix K
o Unallowable Costs

• Appendix L
o Pre-Award Grant Policies 

• Appendix M
o Post-Award Grant Policies

• Appendix N
o After-the-Grant Policies

Appendices – Table of Contents



APPENDIX A

BUDGET DIGEST
INSTRUCTIONS



Budget Call – Budget Digest Form 
Completion Instructions

• Columns A, D, G
o Information should reflect the total expenditures and 

encumbrances of the program for the previous fiscal year
• Columns B, E, H

o Information should reflect appropriations for each 
program for the current fiscal year

o Includes public law appropriations and subsequent 
amendments to the General Appropriations Act of the 
current fiscal year

• Column C
o Information should reflect the agency’s next fiscal year’s 

General Fund request for the program inclusive of 
General Fund matching requirements



Budget Call – Budget Digest Form 
Completion Instructions

• Column F
o Should reflect the agency’s FY 14 Special Fund 

request for the program and should be specified by 
fund source

• Column I
o Should reflect the agency’s FY 14 Federal Fund(s) 

matching requirements
• Columns J, K, L

o Should reflect the agency’s Grand Total for ALL 
Funds for the program

o Grant Total should be the sum of amounts for each 
respective fiscal year: 2012, 2013, 2014



APPENDIX B

STAFFING PATTERN
INSTRUCTIONS



Budget Call – Agency Staffing Pattern Form Instructions
• General

o Departments are to prepare the next fiscal year’s 
Proposed Staffing Patterns during every Budget 
formation period

o All departments are required to submit the current 
fiscal year’s Current Staffing Patterns with their next 
fiscal year’s budget packages, both in a hard copy & 
an electronic format

• Program
o Budget entity within an agency that provides services 

to GovGuam and its citizens
• Fund

o Identify source of funding by fund type
o If program has more than one fund source, a summary 

and subsidiary staffing pattern needs to be prepared



Budget Call – Agency Staffing Pattern Form Instructions
 Columns A through J are to be inputted by the 

agency
• Column A – Position Number

o Identify all positions with a corresponding position 
number

• Column B – Position Title
o Identify all positions with the corresponding position 

title
• Column C – Name

o Identify names of employees
• Column D – Grade/Step

o Identify all positions with the corresponding 
Grade/Step as required under the Unified Pay Plan



Budget Call – Agency Staffing Pattern Form Instructions

• Column E – Salary
o Indicate salary for all positions as required 

under the Unified Pay Plan
• Column F – Overtime

o Indicate amount of overtime estimated to be 
incurred by employee in accordance with 
Executive Order No. 2005-28, DOA Circulars 
05-22 and 07-32 and BBMR Circular 07-06

• Column G – Special
o Includes night differential, hazardous pay, etc.



Budget Call – Agency Staffing Pattern Form Instructions

• Column H – Increment Date
o Indicate increment date to employee as 

required under the current Unified Pay Plan
• Column I – Increment Amount

o Indicate increment amount to employee as 
required under the current Unified Pay Plan

• Column J – Subtotal
o Reflect the sum total of Columns E, F, G, and I



Budget Call – Agency Staffing Pattern Form Instructions

• Columns K, M through O
o Columns based on formulas
o If the employee is not receiving benefits under 

these columns, input “0.00” in each respective 
column on the staffing pattern

• Column K – Retirement
o GovGuam’s contribution rate for retirement 

benefits - i.e. 30.09% during FY 13 (Current 
SP) and 31.02% during FY 14 (Proposed SP)

o Next fiscal year’s retirement rate is subject to 
legislative change



Budget Call – Agency Staffing Pattern Form Instructions

• Column L – Retirement (D.D.I.)
o GovGuam’s contribution for retirement 

benefits for the Death and Disability Insurance 
– i.e. FY 14 rate is $19.02 bi-weekly
• Contribution rate is subject to change every fiscal year

o Employee’s contribution towards the Defined 
Contribution Plan – i.e the D.D.I. is $19.02 bi-
weekly or $495.00 annually for FY 14
• Contribution rate is subject to change every fiscal year

o Contributions for other than non-base should 
be calculated appropriately



Budget Call – Agency Staffing Pattern Form Instructions
• Column M – Social Security

o If applicable, the social security rate shall be 
applied to Column J

• Column N – Medicare
o GovGuam’s contribution for Medicare
o Medicare rate shall be calculated based on the 

employee’s gross salary and applicable to all 
employees hired after March 31, 1986

• Column O – Life Insurance
o Life Insurance annual premium
o Must budget for all employees



Budget Call – Agency Staffing Pattern Form Instructions
 Columns P and Q are to be inputted by the agency
• Column P – Medical

o Medical costs shall reflect the employee’s appropriate 
medical annual premium

o Example: Annualized costs (GovGuam/Employer 
share) for FY 13
• Select Care HSA2000 

(FY12 rates carried-over 
into FY13)
Class 1 - $1,683
Class 2 - $2,579
Class 3 - $2,171
Class 4 - $3,607

• Select Care 1500 (FY12 
rates carried-over into 
FY13)
Class 1 - $2,401
Class 2 - $4,809
Class 3 - $3,781
Class 4 - $6,517



Budget Call – Agency Staffing Pattern Form Instructions
• Column Q – Dental

o Costs shall reflect the employee’s appropriate dental 
annual premium

o Example: Annualized costs (GovGuam/Employer 
share) for FY 13, based on carried-over FY 12 rates:
• Class 1 - $266
• Class 2 - $278
• Class 3 - $224
• Class 4 - $375

• Column R – Total Benefits
o Reflects the sum total of Columns K through Q

• Column S – Grand Total
o Reflects the sum total of Columns J and R



Budget Call – Agency Staffing Pattern Form Instructions
• Special Pay Category Spreadsheet

o Below Form SP-1 is a spreadsheet to determine the 
various types of special pay that applies to those 
departments incurring special pay expenditures

o In order to complete the form, agency must:
• Manually input: a) Position Number, b)Position Title, and c) 

Employee’s Name
• Fill in the appropriate special pay category as it applies to 

the department
o Column K of this spreadsheet is formulated to 

total the special pay categories that have been 
filled out and completed
• The total amount per employee is then linked to the 

corresponding Special Pay Column G on the Primary 
Staffing Pattern Spreadsheet



APPENDIX C

FEDERAL PROGRAM 
INVENTORY 

INSTRUCTIONS



• Column A – Federal Catalog Number
o Identify the section from the CFDA (Catalog of 

Federal Domestic Assistance) or enabling 
authority applicable to the program

• Column B – Grant Award Number
o Reflect the grant award number for each 

respective grant
• Column C – Match Ratio

o Reflect the approved ratio of Federal and 
Local funds as a percentage based of CFDA or 
match ratio authorized by the grantor agency

Budget Call – Federal Program Inventory Form Instructions



• Column D – Total Program Funds for 
current fiscal year 
o Reflect the agency’s total program funding 

request for the current fiscal year
• The aggregate amount of local and federal funds

• Column E – Total Estimated Funds for next 
fiscal year
o Reflect the agency’s total program funding 

request for the next fiscal year
• The aggregate amount of local and federal funds

Budget Call – Federal Program Inventory Form Instructions



• Column F – Local Matching Funds
o Reflect the total local match fund request

• Column G – Federal Matching Funds
o Reflect the total federal match fund request

• Column H – 100% Federal Grants
o Reflect the program’s 100% federally funded amount

• Column I – Grant Period
o Reflect the authorized grant period

 More information on Catalog of Federal Domestic 
Assistance and programs available to agencies can be 
found at www.cfda.gov/

Budget Call – Federal Program Inventory Form Instructions



APPENDIX D
EQUIPMENT LISTING/

CAPITAL LISTING/
SPACE REQUIREMENTS

INSTRUCTIONS



Equipment/Capital Listing
• Description

o Provide a description of each equipment/capital item assigned 
and/or used by each department or agency program

• Quantity
o Reflect the number of each type of item(s)

• Percentage of Use
o Reflect the percentage of use per equipment/ capital whether 

the item(s) is(are) to be partially or fully used by the program
o Example: If a computer is to be used exclusively for Program 

A, reflect 100% in the respective field
• If computer is to be shared with Program B, 50% should be 

reflected in the respective field

Budget Call – Equipment Listing/Capital Listing and               
Space Requirements [BBMR EL-1]



Equipment/Capital Listing
• Comments

o Column is available to provide specific details on 
respective items
• Use if necessary

• Equipment Threshold
o Pursuant to Title 5, Ch. IV, §4117, Equipment is 

defined as:
• “items having a purchase price of $5,000 or less”

o Items having a purchase price in excess of $5,000 are 
defined as capital outlay

Budget Call – Equipment Listing/Capital Listing and               
Space Requirements [BBMR EL-1]



Space Requirement (Sq. Ft.)
• Description

o Provide a description of personnel and/or 
equipment/capital requiring occupancy of 
department/agency space  
• Include Rental space

• Total Program Space
o Reflect each program’s total occupied and 

unoccupied space (in sq. ft.)

Budget Call – Equipment Listing/Capital Listing and               
Space Requirements [BBMR EL-1]



Space Requirement (Sq. Ft.)
• Total Program Space Occupied

o Reflect the total program occupied space 
defined as workspace used for:
• personnel
• computers 
• copiers 
• file cabinets

o Unoccupied Space may be defined as space 
used for storage, vacant rooms and other non 
work-related areas

• library
• break/lounge rooms
• other work-related areas 

including parking space

Budget Call – Equipment Listing/Capital Listing and               
Space Requirements [BBMR EL-1]



Space Requirement (Sq. Ft.)
• Square Feet

o Reflect total space requirement (in Sq. Ft.) for 
personnel and/or office equipment/capital 
items

o Total square footage is computed by 
multiplying width by length

o Example:
• An office 10 feet in width and 10 feet in length 

occupies a total area of 100 square feet (10 ft. X 10 ft. 
= 100 sq. ft.)

Budget Call – Equipment Listing/Capital Listing and               
Space Requirements [BBMR EL-1]



Space Requirement (Sq. Ft.)
• Percent of Total Program Space

o Percent is computed by dividing the square feet for 
each item listed by the total program space

o Example
• Total program space is 1000 sq. ft. and the item occupies 

100 sq. ft.
• Percent of Total Program Space value is .10 or 10% (100 sq. 

ft. ÷ 1000 sq. ft.)

• Comments
o Column is available to provide additional 

information
• Use if necessary

Budget Call – Equipment Listing/Capital Listing and               
Space Requirements [BBMR EL-1]



APPENDIX E
OMB Circular A-87

General Criteria for Allowable Costs 



• General criteria for allowable costs:
o Be necessary and reasonable for proper and efficient 

performance and administration of Federal awards
o Be allocable to Federal awards under the provisions 

of this Circular
o Be authorized or not prohibited under state or local 

laws or regulations
o Conform to any limitations or exclusions set forth in 

these principles, Federal laws, terms and conditions 
of the Federal award, or other governing regulations 
as to types or amounts of cost items

OMB Circular A-87



• General criteria for allowable costs:
o Be consistent with policies, regulations, and 

procedures that apply uniformly to both Federal 
awards and other activities of the governmental 
unit

o Be accorded consistent treatment
• Cost may not be assigned to a Federal award as a direct cost 

if any other cost incurred for the same purpose in like 
circumstances has been allocated to the Federal award as an 
indirect cost

o Be determined in accordance with generally 
accepted accounting principles

OMB Circular A-87



• General criteria for allowable costs:
o Cannot be included as a cost or used to meet 

cost sharing or matching requirements of 
any other Federal award in either the 
current or a prior period, except as 
specifically provided by Federal law or 
regulation

o Must be the net of all applicable credits
o Must be adequately documented

OMB Circular A-87



APPENDIX F
OMB Circular A-87

Determination of Reasonable Costs 



• Determination of Reasonable Costs
o Cost is generally recognized as ordinary and 

necessary for the operation of the 
governmental unit or the performance of the 
Federal award.

o Restraints or requirements imposed by:
• Sound business practices
• Arms-length bargaining
• Federal, State, and other laws and regulations
• Terms and conditions of the Federal award

OMB Circular A-87



• Determination of Reasonable Costs (cont.)
o Market prices for comparable goods or services
o Whether the individuals concerned acted with 

prudence in the circumstances considering their 
responsibilities to the governmental unit, its 
employees, the public at large, and the Federal 
Government

o Significant deviations from the established 
practices of the governmental unit which may 
unjustifiably increase the Federal award’s cost

OMB Circular A-87



APPENDIX G
OMB Circular A-87

Determination of Allocable Costs 



• Allocable Costs 
o All activities which benefit from the governmental unit’s 

indirect cost, including unallowable activities and 
services donated to the governmental unit by third 
parties, will receive an appropriate allocation of indirect 
costs

o Any cost allocable to a particular Federal award of cost 
objective under the principles provided for in the 
Circular may not be charged to other Federal awards to 
overcome fund deficiencies, to avoid restrictions imposed 
by law or terms of the Federal awards

o An accumulation of indirect costs will ultimately result 
in charges to a Federal award
• Cost allocation plan will consequently be required

OMB Circular A-87



APPENDIX H
OMB Circular A-87

Determination of Applicable Credits 



• Applicable Credits
o Receipts or reduction of expenditure-type 

transactions that offset or reduce expense 
items allocable to Federal awards as direct or 
indirect costs.

o Examples include:
• Purchase discounts
• Rebates or allowances
• Recoveries or indemnities on losses
• Insurance refunds or rebates
• Adjustments of overpayments or erroneous charges

OMB Circular A-87



• Applicable Credits (cont.)
o Credits accrued or received that relate to allowable 

costs shall be credited to the Federal award either as a 
cost reduction or cash refund, as appropriate

o Amounts received from the Federal Government to 
finance activities or service operations of a 
governmental unit should be treated as applicable 
credits if:
• The concept of netting such credit items should be 

recognized in determining the rates or amounts to be 
charged to Federal awards
 Including any amounts used to meet cost sharing or 

matching requirements

OMB Circular A-87



APPENDIX I
OMB Circular A-87

Determination of Direct Costs



• Direct Costs
o Costs that can be identified specifically with a particular 

final cost objective
o Typical direct costs chargeable to Federal awards:

• Compensation of employees for the time devoted and identified 
specifically for the purpose of those awards

• Costs of materials acquired, consumed, or expended specifically 
for the purpose of those awards

• Equipment and other approved capital expenditures
• Travel expenses incurred specifically to carry out the award

o Direct costs considered to be “Minor Items”
• Any direct cost of a minor amount may be treated as an indirect 

cost for reasons of practicality where such accounting treatment for 
that item of cost is consistently applied to all cost objectives

OMB Circular A-87



APPENDIX J
OMB Circular A-87

Determination of Indirect Costs



• Indirect Costs
o Incurred for a common or joint purpose benefitting 

more than one cost objective
o Not readily assignable to the cost objectives 

specifically benefitted, without effort 
disproportionate to the results achieved

o Cost pools are established to facilitate equitable 
distribution of indirect expenses to the cost 
objectives served
• Should be distributed to benefitted cost objectives on bases 

that will produce an equitable result in consideration of 
relative benefits derived

OMB Circular A-87



APPENDIX K
OMB Circular A-87
Unallowable Costs



• Examples of Unallowable Costs
o Alcoholic beverages
o Bad debts – includes loses arising from uncollectable 

accounts and other claims, related collection costs, and related 
legal costs

o Contingency provisions – includes contributions made for 
events where the occurrence cannot be foretold with certainty 
as to time, intensity, or assurance of their happening

o Costs incurred in defense of any civil or criminal fraud 
proceeding or similar proceeding

o Costs incurred by a contractor in connection with any 
criminal, civil, or administrative proceedings commenced 
by the United States or a local government

OMB Circular A-87



• Examples of Unallowable Costs
o Goods or services for personal use
o Cost of idle facilities – unless they are necessary to meet 

fluctuations in workload; were necessary when acquired and are 
now idle because of changes in program requirements

o Cost of Insurance or of contributions to any reserve covering 
the risk of loss of, or damage to, Federal Government 
property – unless approved by awarding agency

o Actual losses which could have been covered by permissible 
insurance – unless expressly provided for in the Federal award

o Costs of commercial insurance that protects against the costs 
of the contractor’s own defects in materials or workmanship

OMB Circular A-87



• Examples of Unallowable Costs
o Costs incurred for interest on borrowed capital or 

the use of a governmental unit’s own funds – unless 
authorized by Federal legislation

o Interest attributable to fully depreciated assets
o Costs of certain influencing activities associated with 

obtaining grants, contracts, cooperative agreements, 
or loans – including Executive lobbying costs

o Costs of membership in organizations substantially 
engaged in lobbying

OMB Circular A-87



• Examples of Unallowable Costs
o Cost of preparing disclosures, reports, and 

other documents and of searching the art to 
the extent necessary to make disclosures not 
required by federal award

o Costs in connection with filing and prosecuting 
any US/foreign patent application, where the 
Federal award does not require conveying title 
or a royalty-free license to the Federal 
Government

OMB Circular A-87



• Examples of Unallowable Costs
o Advertising and public relations costs that do not reflect:

• Recruitment of personnel required under the Federal  award
• Procurement of goods and services required under the Federal 

award
• Disposal of scrap or surplus materials acquired in the performance 

of the Federal award
• Other specific purposes necessary to meet the requirements of the 

Federal award
• Communicating with the public and press pertaining to specific 

activities or accomplishments which result from performance of 
Federal awards

• Conducting general liaison with new media and government public 
relations officers, as long as activities are limited to necessary 
public information on matters of public concern

OMB Circular A-87



• Examples of Unallowable Costs
o Advertising and public relations costs that are 

distinctly unallowable:
• Cost of meetings, conventions, and convocations
• Cost of displays, demonstrations, and exhibits
• Cost of meeting rooms, and hospitality suites
• Salaries and wages of employees engaged in setting up and 

displaying exhibits, making demonstrations, and providing 
briefings

• Cost of promotional items and memorabilia
• Cost of advertising and public relations designed solely to 

promote the governmental unit

OMB Circular A-87



• Examples of Unallowable Costs
o Selling and Marketing
o Termination costs applicable to sponsored agreements that 

continue after termination due to the negligent or willful 
failure of the governmental unit to discontinue such costs

o Costs incurred from facility rental expenses that include 
amounts paid for profit, management fees, and taxes that 
would not have been incurred had the governmental unit 
purchased the facility

o Equipment and other capital expenditures as indirect costs
o Fines and penalties
o Fundraising and investment management costs

OMB Circular A-87



• Examples of Unallowable Costs
o Airfare costs in excess of the customary standard 

commercial airfare (coach or equivalent), Federal 
Government contract airfare (where authorized and 
available), or the lowest commercial discount airfare; 
exceptions when such accommodations:
• Require circuitous routing
• Require travel during unreasonable hours
• Excessively prolong travel
• Result in additional costs that would offset the transportation 

savings
• Offer accommodations not reasonably adequate for the traveler’s 

medical needs
 Governmental unit must justify and document these conditions 

on a case-by-case basis

OMB Circular A-87



• Examples of Unallowable Costs
o Legal expenses for prosecution of claims against the 

Federal government
o Contributions or donations rendered
o Costs of entertainment – includes amusement, 

diversion, and social activities and any costs directly 
associated with such costs

o Capital expenditures for general purpose 
equipment, buildings, and land (except where 
approved in advance by the awarding agency)

o Capital expenditures for improvements to land, 
buildings, or equipment that materially increases 
their value or useful life

OMB Circular A-87



• Examples of Unallowable Costs
o General costs of government

• Salaries and other expenses of the Office of the Governor 
and of the State Legislature

• Costs of the judiciary branch – including prosecutorial 
activities unless treated as a direct cost to a specific 
program if authorized by program statute or regulation

• Costs of other general types of government services 
normally provided to the general public unless provided 
for as a direct cost under a program statute or regulation

 Refer to Appendix K for more examples of 
unallowable costs

OMB Circular A-87



APPENDIX L
OMB Circular A-102 
Pre-Award Policies



OMB Circular A-102
• Pre-Award Policies

o Use of grants and cooperative agreements
• A grant or cooperative agreement shall be used only when the principal 

purpose of a transaction is to accomplish a public purpose of support or 
stimulation authorized by Federal statute

• Contracts shall be used when the principal purpose is acquisition of 
property or services for the direct benefit or use of the Federal 
Government

o Advance Public Notice and Priority Setting
• Public shall be notified in advance of intended funding 

priorities for discretionary assistance programs unless 
funding priorities are established by Federal Statute
 Public has opportunity to provide comments on intended funding priorities
 Discretionary grant awards in excess of $25,000 shall be reviewed by a 

policy level official for consistency with agency priorities



OMB Circular A-102
• Pre-Award Policies (cont.)

o Standard Forms for Applying for Grants 
and Cooperative Agreements
• SF-424 Facesheet
• SF-424a Budget Information (Non-Construction)
• SF-424b Standard Assurances (Non-Construction)
• SF-424c Budget Information (Construction)
• SF-424d Standard Assurances (Construction)



OMB Circular A-102
• Pre-Award Policies (cont.)

o Debarment and Suspension
• Federal assistance is not awarded to applicants that are debarred or 

suspended, or otherwise excluded from or ineligible for participation in 
Federal assistance programs under E.O. 12549

• Agencies shall establish procedures for the effective use of the List of 
Parties Excluded from Federal Procurement or Non-procurement 
programs to assure that they do not award assistance to listed parties in 
violation of the Executive Order

• Agencies shall also establish procedures to provide for effective use 
and/or dissemination of the list to assure that their grantees and 
subgrantees (including contractors) at any tier do not make awards in 
violation of the nonprocurement debarment and suspension common 
rule



OMB Circular A-102
• Pre-Award Policies (cont.)

o Awards and Adjustments
• Awards shall be made at least ten days prior to the beginning of the 

grant period
• Agencies shall notify grantees immediately of any anticipated 

adjustments in the amount of an award 
 Notice shall be provided as early as possible in the funding period
 Reductions in funding shall apply only to periods after notice is provided
 Whenever an agency adjusts the amount of an award, it shall also make an 

appropriate adjustment to the amount of any required matching or cost sharing

o Carryover Balances
• Agencies shall be prepared to identify to the amounts of carryover 

balances 
– (e.g., the amounts of estimated grantee unobligated balances available for carryover 

into subsequent grant periods)

• Agencies shall detail the fiscal and programmatic (level of effort) impact 
in the following period



OMB Circular A-102
• Pre-Award Policies (cont.)

o Special Conditions or Restrictions
• Agencies may impose special conditions or restrictions on awards to 

"high risk" applicants/grantees 

o Patent Rights
• Agencies shall use the standard patent rights clause specified in "Rights 

to Inventions made by Non-profit Organizations and Small Business 
Firms" (37 CFR Part 401), when providing support for research and 
development

o Metric System of Measurements
• The Metric Conversion Act of 1975, as amended, declares that the 

metric system is the preferred measurement system for U.S. trade and 
commerce

• Agencies must use this system to conduct their measurements



OMB Circular A-102
• Pre-Award Policies (cont.)

o Waiver of Single State Agency Requirements
• Requests to agencies from the Governors, or other duly constituted State 

authorities, for waiver of "single" State agency requirements in accordance 
with section 31 U.S.C. 6504, "Use of existing State or multi-member 
agency to administer grant programs," shall be given expeditious handling 
and, whenever possible, an affirmative response

• When it is necessary to refuse a request for waiver of "single" State agency 
requirements under section 204 of the Intergovernmental Corporation Act, 
the Federal grantor agency shall advise OMB prior to informing the State 
that the request cannot be granted. The agency shall indicate to OMB the 
reasons for the denial of the request

• Legislative proposals embracing grant-in-aid programs shall avoid 
inclusion of proposals for "single" State agencies in the absence of 
compelling reasons to do otherwise. In addition, existing requirements in 
present grant-in-aid programs shall be reviewed and legislative proposals 
developed for the removal of these restrictive provisions



APPENDIX M
OMB A-102 

Post-Award Policies



OMB Circular A-102
• Post-Award Policies

o Cash Management
• Agency methods and procedures for transferring funds shall 

minimize the time elapsing between the transfer to 
recipients of grants and cooperative agreements and the 
recipient's need for the funds 

• Such transfers shall be made consistent with program 
purposes, applicable law and Treasury regulations contained 
in 31 CFR Part 205, Federal Funds Transfer Procedures

• Where letters-of-credit are used to provide funds, they shall 
be in the same amount as the award



OMB Circular A-102
• Post-Award Policies

o Grantee Financial Management Systems
• In assessing the adequacy of an applicant's financial 

management system, the awarding agency shall 
rely on readily available sources of information, 
such as audit reports, to the maximum extent 
possible. If additional information is necessary to 
assure prudent management of agency funds, it 
shall be obtained from the applicant or from an on-
site review.



OMB Circular A-102
• Post-Award Policies

o Financial Status Reports
• Federal agencies shall require grantees to use the SF-269, Financial Status 

ReportLong Form, or SF-269a, Financial Status Report-Short Form, to report 
the status of funds for all non-construction projects or programs

• Federal agencies shall not require grantees to report on the status of funds by 
object class category of expenditure (e.g., personnel, travel, equipment)

• If reporting on the status of funds by programs, functions or activities within the 
project or program is required by statute or regulation, Federal agencies shall 
instruct grantees to use block 12, Remarks, on the SF-269, or a supplementary 
form approved by the OMB under the Paperwork Reduction Act of 1980.

• Federal agencies shall prescribe whether the reporting shall be on a cash or an 
accrual basis
 If the Federal agency requires accrual information and the grantee's 

accounting records are not normally kept on an accrual basis, the grantee 
shall not be required to convert its accounting system but shall develop 
such accrual information through an analysis of the documentation on hand



OMB Circular A-102
• Post-Award Policies

o Program Income
• Agencies shall encourage grantees to generate program 

income to help defray program costs. However, Federal 
agencies shall not permit grantees to use grant-acquired 
assets to compete unfairly with the private sector. 

• Federal agencies shall instruct grantees to deduct program 
income from total program costs as specified in the grants 
management common rule, unless agency regulations or the 
terms of the grant award state otherwise. Authorization for 
recipients to follow other alternatives shall be granted 
sparingly. 



OMB Circular A-102
• Post-Award Policies

o Site Visits and Technical Assistance
• Agencies shall conduct site visits only as warranted by program or 

project needs. 
• Technical assistance site visits shall be provided only 

– in response to requests from grantees
– based on demonstrated program need 
– when recipients are designated “high risk”

o Contracting with small and Minority Firms, Women’s 
Business Enterprises, and Labor Surplus Area Firms
• It is national policy to award a fair share of contracts to small and 

minority business firms. Grantees shall take similar appropriate 
affirmative action to support of women's enterprises and are encouraged 
to procure goods and services from labor surplus areas. 



OMB Circular A-102
• Post-Award Policies

o Infrastructure Investment
• Agencies shall encourage grantees to consider the provisions of the 

common rule at Section __. 31 and Executive Order 12803 
("Infrastructure Privatization")

• Includes reviewing and modifying procedures affecting the management 
and disposition of federally-financed infrastructure owned by State and 
local governments, with their requests to sell or lease infrastructure 
assets, consistent with the criteria in Section 4 of the Order 

• Related guidance contained in Executive Order 12893 ("Principles for 
Federal Infrastructure Investments") requiring economic analysis and 
the development of investment options, including public-private 
partnership, shall also be applied 

• On March 7, 1994, OMB issued guidance on Executive Order 12893 in 
OMB Bulletin No. 94-16



OMB Circular A-102
• Post-award Policies

o Resource Conservation and Recovery Act
• Agencies shall implement the Resource Conservation and 

Recovery Act of 1976 (RCRA) (42 U.S.C. 6962)
• Any State agency or agency of a political subdivision of a State 

which is using appropriated Federal funds must comply with 
Section 6002 of RCRA

• Section 6002 requires that preference be given in procurement 
programs to the purchase of specific products containing recycled 
materials identified in guidelines developed by the Environmental 
Protection Agency (EPA)

• Current guidelines are contained in 40 CFR Parts 247-253
• State and local recipients of grants, loans, cooperative agreements 

or other instruments funded by appropriated Federal funds shall 
give preference in procurement programs to the purchase of 
recycled products pursuant to the EPA guidelines.



OMB Circular A-102
• Post-award Policies

o Procurement of Goods and Services
• Agencies should be aware of and comply with the 

requirement enacted in Section 623 of the Treasury, Postal 
Service and General Government Appropriations Act, 1993, 
and reenacted in Section 621 of the fiscal year 1994 
Appropriations Act

• This Section requires grantees to specify in any 
announcement of the awarding of contracts with an 
aggregate value of $500,000 or more, the amount of Federal 
funds that will be used to finance the acquisitions



OMB Circular A-102
• Post-award Policies

o Conditional Exemptions
• OMB authorizes conditional exemption from OMB 

administrative requirements and cost principles circulars for 
certain Federal programs with statutorily-authorized 
consolidated planning and consolidated administrative 
funding, that are identified by a Federal agency and 
approved by the head of the Executive department or 
establishment

• Federal agencies may exempt covered, State-administered, 
non-entitlement grant programs from certain OMB grants 
management requirements when said grant programs have 
specific statutorily-authorized consolidated planning and 
consolidated administrative funding



APPENDIX N
OMB Circular A-102

After-the-Grant Policies



OMB Circular A-102
• After-the-grant Policies

o Closeout
• Federal agencies shall notify grantees in writing before the 

end of the grant period of final reports that shall be due, the 
dates by which they must be received, and where they must 
be submitted. Copies of any required forms and instructions 
for their completion shall be included with this notification. 
The Federal actions that must precede closeout are:
 Receipt of all required reports
 Disposition or recovery of federally-owned assets (as distinct from 

property acquired under the grant)
 Adjustment of the award amount and the amount of Federal cash 

paid the recipient



OMB Circular A-102
• After-the-grant Policies

o Annual Reconciliation of Continuing Assistance 
Awards
• Federal agencies shall reconcile continuing awards at least 

annually and evaluate program performance and financial reports. 
Items to be reviewed include:
 A comparison of the recipient's work plan to its progress reports and 

project outputs
 the Financial Status Report (SF-269)
 Request(s) for payment
 Compliance with any matching, level of effort or maintenance of effort 

requirement
 A review of federally-owned property (as distinct from property 

acquired under 
 the grant)


