
Autonomous agencies do not come close to this volume of work and the issues and situations they
encounter are mostly isolated to the agency itself providing more control and manageability as
opposed to DOA which needs to work with 46 individual agencies to resolve respective issues.
Despite the obvious disparity in workload DOA can proudly present six year of consecutive
unqualified audits and crossing another milestone in Guam's financial history as well as that of the
insular areas by presenting the first CAFRreport in 2013. Deserving more recognition is the fact that
our very first attempt at producing a CAFRreport also yielded the "Certification of Excellence in
Financial Reporting Award".

• 223 governmental funds
• Process invoices for 46 agencies and semi-autonomous agencies
• 5367 general ledger accounts
• 3085 revenue accounts
• 8,101 appropriation accounts
• 75 checking and savings accounts and 70 bond bank accounts.

DOA oversees:

The Central Accounting Act (Public Law 13-096) established the Division of Accounts as the central
financial division overseeing all accounting, internal controls, and financial reporting for the entire
government. Management Analysts (MAs) of the Division ofAccounts provide the direction and carry
out the directive for the processing and reporting of a considerable amount of financial information
for the government as a whole opposed to the workload of MAsfrom autonomous agencies.

We ask you to consider the amount of added duties that have been mandated or directed to the
Division of Accounts since 2008 that directly affect the workload and expertise of the Management
Analysts of the Division of Accounts. More importantly, we ask for justification and seek equal
compensation for the disparity of pay for the same position compared to autonomous agencies.

Buenasyan Ha/aAdai! As per §6303 (c) of Chapter 6 of Title 4 of the Guam Code Annotated, we
humbly ask for your favorable decision of our request for the re-reclassification of the current Hay
Study pay grade for DOA, Division of Accounts Management Analysts (MA)positions assessed in FY'
2008 to Financial Management Analysts (FMA).

Subject:

From:

Director of Administration
!fman Resource Administrator

~ial Manager, Division of Accounts

Justification of Pay Reclassification - Financial Management Analyst (FMA)

To:

July 30,2015

Anthony C. Blaz
Director
vacant

Deputy Director

Eddie Baza Calvo
Governor

Ray S. Tenorio
Lieutenant Governor

Department of Administration
(DIPA TTAMEN TON A TEMENS TRASIaN)
DIVISION OF ACCOUNTS

(DIBIS/ON KUENTA)
Post Office Box 884 Haqatfia, Guam 96932

Tel: (671) 475-1260/1169 Fax: (671) 472-8483



Section 3. Authorization to Pay and Prioritize the
Payment of Tax 8 Refunds by Enacting an Income Tax
Payment System. (a) Prioritization of Additional Child
Tax Credit (ACTC)Reimbursements. The Provisional
Set Aside for tax refunds includes the Additional Child
Tax Credit (ACTC),which is a refundable tax credit that
is reimbursed to Guam by the Federal Government
after refund payments are made to Guam taxpayers
that claim the ACTC.Lack of prioritization of ACTC
refund payments creates lost opportunity for Guam to
receive reimbursed ACTCfunds that can then be used

DOA to pay more refunds or support the operations of the
I 3(a) Requirement government.

(b) Prioritization of Earned Income TaxCredit Data. For
future planning purposes, by December 31, 2012, the
Director of the Department of Revenue and Taxation
shall provide a report to IMaga'iahen Guahan and the
Speaker of I Liheslaturan Guahan certifying the total
amount of EITCpaid for each tax year and fiscal year
dating back to Fiscal Year 2003. The report shall
include the total number of EITCrecipients categorized

DOA within the standard income brackets used by the IRS
I 3(b) Requirement for reporting purposes.

(c) Prioritization of Tax Refund Payments. Tax Year
DOA 2012 and prior A Status Returns up to One Hundred

I 3(c) Requirement Million Dollars ($100,000,000).
Section 4. Prioritization of Revenue Collections in
Excess of Monthly Collections. (a) Income Tax Refunds.
(1) Within thirty (30) days upon enactment of this Act,
the Department of Revenue and Taxation shall provide
a full accounting of the total income tax liability of the

DOA government, and shall be submitted to I Maga'lahen
I 4(a)(1) Requirement Guahan and the Speaker of I Liheslaturan Guahan.

Examples of a few of these mandates are as follows:

Further adding to the DOAworkload are changes to GAAP and other accounting policies. To add
legislative mandates and administrative directives have flooded the workload most of which offer no
funding or additional manpower to complete the task. The current accounting staff absorbs this
work and the bulk of the burden falls on the shoulders of the Management Analysts.

It is disheartening to know that people maintaining fewer accounts and deal with less bureaucracy
in terms of decision making make considerably more money than DOApersonnel even at the full
implementation of the Hay Plan. The members of the DOAteam feel abandoned by the leaders of
this government. The workload alone should merit at least equal compensation with MAs from the
autonomous agencies. It is already an accepted fact that Guam loses a large percent of its best and
brightest college graduates to greater opportunities and salaries in the mainland but to see this
materialize between government agencies?

FMA Re-reclassification
DOA, Division of Accounts
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Section 5. Prior Year Obligations and Future Obligation
Proposals. (a) Excess Available General Fund Tax
Revenues. Notwithstanding any other provision of law,
quarterly revenue collections in excess of the revenue
budget in Chapter I, Section 4(a)(2) of this Act from the
categories defined in Chapter I, Section 5(c) ofthis Act
as General Fund tax revenues shall be appropriated for
the payment of Prior Year Obligations and Future
Obligation Proposals as defined and prioritized below:

DOA
Requirement5(a)

DOA Report Fiscal Year

(6) Thirty (30) days after the close of the current fiscal
year, the Department of Administration shall provide a
detailed reconciliation of the payment of income tax
refunds through available excess revenues for the
current fiscal year to I Maga'lahen Guahan and the

Close of Speaker of ILiheslaturan Guahan.
4(a)(6)

(5) The identification and recordation of available
excess revenues shall be performed by the
Department of Administration, in coordination with
the Bureau of Budget and Management Research and
the Department of Revenue and Taxation.DOA

Requirement4(a)(5)

(4) Available excess General Fund tax revenues are
available for expenditure when no third party claims,
pledges, encumbrances, appropriations, or liens exist
against such excess General Fund tax revenues. If any
outside party asserts claims over such resources, the
matter shall be resolved at the appropriate legal
jurisdiction.

DOA
Requirement4(a)(4)

(3) Notwithstanding any other provision of law,
quarterly revenue collections in excess of the revenue
budget in Chapter I, Section 4(a)(2) of this Act from the
categories defined in Chapter I, Section 5(b) of this Act
as income tax revenues are hereby appropriated for
the payment of tax liabilities defined as: (A) Individual
Income Tax Refund and Interest payment; and (8)
Corporate Income Tax Refund and Interest payment,
and hereby prioritized according to Chapter I,Section
3(c) of this Act.

DOA
Requirement4(a)(3)

(2) The Director of the Bureau of Budget and
Management Research shall create a General Fund
twelve (12) month revenue budget based on the
revenue estimates in Chapter I, Section 2, relative to a
statistical weighting of historical collections by month
by collection category in the General Fund Combined
Comparative Statement of Revenues report. The
report shall be submitted to IMaga'lahen Guahan and
the Speaker of I Liheslaturan Guahan within thirty (30)
days upon enactment of this Act.

DOA
Requirement4(a)(2)

FMA Re-reclassification
DOA, Division of Accounts
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(c)ExcessBusinessPrivilegeTaxrevenuesareavailable
for expenditure when no third party claims, pledges,
encumbrances, appropriations, or liens exist against
suchexcessGeneral Fundtax revenues.If any outside
party asserts claims over such resources,the matter
shall be resolved at the appropriate legaljurisdiction.

(4) Fivepercent (5%)of all excesscollectionsidentified
in Chapter I, Section s(c) of this Act shall be
appropriated for payment of principal and interest of
prior year obligations to all other claimants identified
in the report in Chapter I,Section5(f) of this Act.

(3) Fivepercent (5%)of all excesscollectionsidentified
in Chapter I, Section s(c) of this Act shall be
appropriated for payment of principal and interest of
prior year obligations to any employees identified in
the report in Chapter I, Sections(f) of this Act.

(2) Forty percent (40%) of all excess collections
identified in Chapter I, Sections(c) of this Act shall be
appropriated for payment to the Internal Revenue
Service Make Work Pay Overpayment liability
pursuant to the May 29, 2009 Memorandum of
Understanding between the Department of Revenue
andTaxation and the Internal RevenueService.

(1) Fifty percent (50%) of all excess collections
identified in Chapter I, Section5(c)of this Act shall be
appropriated for payment of principal and interest
obligations pursuant to GuamFederationof Teachers
v. Government of Guam, et. aI., Superior Court Case
No.SP0009-07.

(b) Income Tax and Withholding Tax revenues are
defined as revenues reported by the Department of
Administration on a cash basisfor the General Fund.
Available revenues for the purpose of this Act
represent cash or cash instruments with a maturity
term of less than ninety (90) days that are available
and earned by the government of Guamwithin the
current fiscal year.

DOA
Requirement

Definition

DOA
Requirement

DOA
Requirement

DOA
Requirement

DOA
Requirement

s( c)

5(b)

5(a}(4)

5(a)(3)

5(a)(2)

5(a)(1)

FMA Re-reclassification
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DOA
Requirement6(b)

Section6. Additional ChildTaxCreditReimbursements.
(a) No less than ninety percent (90%) of all AcrC
reimbursements receivedby the government of Guam
shall be deposited directly into the IncomeTaxRefund
Efficient Payment Trust Fund of Chapter 51, Title 11
GCA,andapplied to "A" Statusreturns. Interestearned
in the Fundmaybe usedto hire seasonalemployeesto
assistwith income tax processing.

DOA
Requirement6(a)

(f) Thirty (30) days after the close of the current fiscal
year, the Department of Administration shallprovidea
detailed report to the Speakerof I LiheslaturanGuahan

of delineating all recorded unpaid prior year obligations
Fiscal from fiscal years prior to September30, 2012.

Close
the
YearS(f)

(e)Thirty (30) daysafter the closeofthe current fiscal
year, the Department of Administration shallprovidea
detailed reconciliation of the paymentof the prior year

of obligations through excessGeneral Fundrevenuesfor
the current fiscalyear to I Maga'lahenGuahanand the
Speakerof lliheslaturan Guahan.

(d) The identification and recordation of excess
revenues shall be performed by the Department of
Administration, and shall provide any additional
reports requested by the Office of FinanceandBudget
shouldthe reporting requirements outlined in Chapter
I, Section 4(a)(S) of this Act not provide adequate
information to ascertain excess General Fund tax
revenues. Excess revenues identified in Chapter I,
Section 5(c) of this Act shall be disbursed by the
Department of Administration in accordancewith the
priorities outlined in Chapter I, Section5(a)of this Act
for payment of the prior year obligations.

Close
the
YearDOAReportS(e)

DOAReport

(b) No more than ten percent (10%) of a" AcrC
reimbursements received by the government of Guam
shall be deposited into the General Fund and are
hereby appropriated from the General Fund to fund
vacancies and overtime for the Department of
Revenue and Taxation (DRT) Income Tax Processing
and Income Tax Enforcement Divisions and to fund
DRT related data processing activities, services,
inclusive of the Motor Vehicle Division for drivers
licenseand vehicle registration issuance.

Fiscal

Finance
and
Budget

requested
by the
Office of

As

DOAReport

SId)

FMA Re-reclassification
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(4) Support of Child in Custody (19 GCA § 5116). The
sum of Six Hundred Forty-Nine Thousand Nine
Hundred Sixty-Two Dollars ($649,962) is appropriated
from the General Fund to the Department of
Administration (DOA) for Fiscal Year 2013 for the sole
purpose of paying orders of the court pursuant to §
5116 of Chapter 5, Title 19 GCA.

(2) Department of Administration Appropriations for
Fiscal Year 2013. The sum of Eight Million Nine
Hundred Forty-Four Thousand Four Hundred Ninety­
Four Dollars ($8,944,494) is appropriated to the
Department of Administration for its operations for
Fiscal Year 2013. This sum is composed of Seven
Million Seven Hundred Fifty-Six Thousand Seven
Hundred Seventy-Eight Dollars ($7,756,778) from the
General Fund and One Million One Hundred Eighty­
Seven Thousand Seven Hundred Sixteen Dollars
($1,187,716) from Special Funds.

Section 11. DPHSSCarry-Over Authorization for MIP
and Medicaid. The unexpended balance of
appropriations from the General Fund and Special
Funds to the DPHSSfor MIP and Medicaid in Fiscal Year
2012 shall not revert to the General Fund and shall be
available until fully expended for the original purposes
of said appropriations. The Director of DPHSS shall
submit a report to the Speaker of I liheslaturan
Guahan regarding the allocation, demographics and
expenditures of the appropriations contained herein
no later than thirty (30) days after the end of each
quarter, and post the same on DPHSS'swebsite. The
Director of Administration shall pay MIP and Medicaid
vendors on a first-in first-out basis.

(5) Residential Treatment Fund. The sum of One
Million One Hundred Thousand Dollars ($1,100,000) is
appropriated from the General Fund to the DOA in
Fiscal Year 2013 to pay for the expenses of persons
under the jurisdiction of the Superior Court of Guam
who require residential care because of physical,
mental or emotional disabilities, or severe emotional
disturbances. All such persons and their escorts
referred off-Guam for treatment and care shall submit
to the Director of DOA appropriate documentation to
justify and receive reimbursement of their travel
expenses. The Director of DOA shall submit reports, in
a Microsoft Excel file and written report, to I
Maga'lahen Guahan and the Speaker of I Liheslaturan
Guahan describing all expenditures made pursuant to
this appropriation no later than thirty (30) days after

DOAApprop

DOAApprop

DOA
Requirement

DOA Report Quarterly1(g)(5)

1(g)(4)

1(g)(2)

11

v

v

v

III
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audit.

(8) Single Audit Report on the Tourist Attraction Fund.
The sum of Eighteen Thousand Dollars ($18,000) is
appropriated from the Tourist Attraction Fund to the
DOA for the Fiscal Year 2012 Audit of the Government
of Guam's Tourist Attraction Fund Financial Statement
and Single Audit Report. The Public Auditor shall
administer said funds and shall oversee the annual

DOAApprop1(g)(8)v

(7) Government of Guam's General Purpose Financial
Statement and Single Audit Report. The sum of Three
Hundred Seventy-Seven Thousand Dollars ($377,000)
is appropriated from the General Fund to the DOA for
the Fiscal Year 2012 Audit of the Government of
Guam's General Purpose Financial Statement and the
Single Audit Report. The Public Auditor shall
administer said funds and shall oversee the annual
audit.DOAApprop1(g)(7)v

(6) Government Claims Fund. The sum of One Hundred
Thousand Dollars ($100,000) is appropriated from the
General Fund to the DOA for the Government Claims
Fund for payment of approved government claims in
Fiscal Year 2013. The Director of DOA shall, no later
than thirty (30) days after the close of each quarter of
Fiscal Year 2013, submit a report to the Speaker of I
liheslaturan Guc'ihan, in a Microsoft Excel file and
written report, describing expenditures made
pursuant to this appropriation, and post the same on

DOA Report Quarterly the Department's website.1(g)(6)v

the end of each quarter of Fiscal Year 2013, and post
the same on the DOA website.

FMA Re-reclassification
DOA, Division of Accounts
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(b) The sum of Three Million Seven Hundred Nine
Thousand Seven Hundred Thirty-Nine Dollars
($3,709,739)is appropriated from the GuamHighway
Fundto the Department of Administration to paythe
Guam Power Authority for the operation of public
streetlights in FiscalYear2013.

Section 2. Public Streetlights Appropriations. (a)
SpecialFundAppropriations. The sum ofThree Million
Five Hundred Ninety Thousand Two Hundred Sixty­
One Dollars ($3,590,261) is appropriated from the
Streetlight Fund to the Department of Administration
to paythe GuamPowerAuthority for the operation of
public streetlights in FiscalYear2013.

Section5. PublicSafetyandSocialEducationPrograms.
The sum of Four Hundred Sixteen Thousand Eight
HundredSixtyDollars($416,860) isappropriated from
the General Fund to the MCOG,with each village to
receive Fifteen Thousand Dollars ($15,000),and with
the remaining funds, if any to the MCOGfor FiscalYear
2013, to be expended in accordance with plans
approvedby the MCOGor respectiveVillageMunicipal
Planning Council, and filed with the Director of
Administration, to fund public safety and social
education programs that enforce alcohol regulations,
reduce underage drinking, support traffic safety,
reduce drug-related violence and abuse, to support
government of Guam substance abuse prevention
programs, and to support organized sports programs
in the community.

(9) Single Audit Report on the Guam Highway Fund.
The sum of Eighteen Thousand Dollars ($18,000) is
appropriated from the Guam Highway Fund to the
DOAfor the FiscalYear2012Audit of the Government
of Guam's Highway Fund Financial Statement and
Single Audit Report. The Public Auditor shall
administer said funds and shall oversee the annual
audit.
(10) Training. The sum of Thirty Thousand Dollars
($30,000) shall be allocated from the Indirect Cost
Fund appropriation in Subsection (g)(2) for the
purposesof training.

XI 2(b) DOAApprop

XI 2(a) DOAApprop

DOA
VIII 5 Requirement

V 1(g)(10) DOAApprop

V 1(g)(9) DOAApprop

FMA Re-reclassification
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Section 7. Appropriation for Costof living Allowance
(COLA).(a) I Maga'li1ihenGui1ihanshall provide, by a
single lump sum payment, a Costof living Allowance
(COLA)of OneThousandOneHundredDollars($1,100)
to each retiree of the GGRFwho is retired as of
September 30, 2012, or his survivor, no later than
November 1, 2012. The sum of Six Million Seven
Hundred Seventy Thousand Five Hundred Dollars
($6,770,500) isappropriated from the GeneralFundto
the DOAto pay saidCOLA.

(e) For FiscalYear 2013, the Guam Power Authority,
the A.B. Won Pat International Airport Authority, the
Guam Economic Development Authority, the Guam
Housing Corporation, the Government of Guam
Retirement Fund, the Jose D. leon Guerrero
CommercialPort, the GuamWaterworksAuthority and
the Guam Visitors Bureau shall remit to DOA an
amount equal to the number of retirees eligible
pursuant to Subsection (a) hereof who have retired
from that entity multiplied by Four Thousand Two
Hundred Thirty-Eight Dollars ($4,238). Said
remittances shall be paid in two (2) equal installments
on or before October 10, 2012, and April 15, 2013,
respectively. Saidremittances shall not be subject to I
Maga'iahen GUi1ihan'stransfer authority.

(c) The Director of DOA shall coordinate with the
Director of the Government of GuamRetirement Fund
(GGRF)and shall disburse to the retirees or their
survivors, the supplemental annuity benefits provided
for in Subsection (a) of this Section. The GGRFshall
provide the Director of DOA with the information
needed to affect disbursement. To realize savings
associatedwith the cost of preparing separate checks
and mailing separate checks for the supplemental
annuity for retirees, the Director of DOAmay enter
into aMemorandum of Understanding(MOU)with the
GGRF in which the Director of DOA remits the
supplemental annuity payments to the GGRFfor
disbursement to the retiree at the same time the
regular annuity check is issued, or by including the
supplemental annuity in the regular annuity check
issuedby the GGRF.
(d) Funds held in the SupplementalAnnuity Benefits
SpecialFundshallnot becommingledwith the General
Fundor any other fund, shallbeheld in aseparatebank
account that shall continue to be administered by the
Director of DOA, and shall not be subject to I
Maga'li1ihenGui1ihan'stransfer authority.

DOA
Requirement

DOA
Requirement

DOA
Requirement

DOA
Requirement

XI 7(a)

XI 3(e)

XI 3( d)

XI 3( c)
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Section8. Appropriation to Department of Education
for GPAPromissoryNote. (a) The sum of One Million
Four Hundred Thirty-Two Thousand Seven Hundred
Fifty-Three Dollars ($1,432,753) is hereby
appropriated from the Territorial Education Facilities
Fundto the Department of Administration to pay the
Guam Power Authority for the Guam Department of
Education Promissory Note (the agreement between
the GDOEand the Guam Power Authority signed on
July 20, 2004, and referred to as the "installation
payment agreement for the past due electrical
service") in FiscalYear2013.DOAApprop
(c) The Office of the Attorney General and the Public
Defender Service Corporation are authorized to
contract with attorneys as independent contractors to
provide servicesin areasin which it is impracticableor
impossible for the office to proceed. Suchcontracts
shall be let in accordancewith the procurement laws
of Guam. No such independent contractor hired
pursuant to this Section may receive from the
government of Guam any remuneration in any form
other than in payment for the position into which such
personishired. TheOffice of the Attorney Generaland
the ExecutiveDirector of the Public Defender Service
Corporation shall file a copy of every such contract
with the Chief Procurement Officer and the Director of
Administration together with a written certification

DOA stating why it is impracticable to handle the matter
Requirement within the office asotherwise constituted.

8(a)

Section 19. Monthly Income Tax Refund Efficient
Payment Trust Fund Bank Statements. A new (c) is
herebyaddedto §51106of Chapter51,Title 11GCAto
read: "(c) Beginning with the month ended August
2012, the Director of Administration shall submit the
Income Tax Refund Efficient Payment Trust Fund
monthly bank statements to the Speaker of I
Liheslaturan Gucihanand the Office of Financeand
Budget no later than twenty-five (25) days after the
end of each month. The Director of Administration
shall submit the IncomeTax RefundEfficient Payment
Trust Fundbankstatements for the months of January
2011through July2012 to the Speakerof I Liheslaturan
Guahanand the Office of Financeand Budgetno later

DOAReport Monthly than ten (10)daysafter the enactment of this Act."

(f)TheDirector of Administration shall submit a report
on a quarterly basis to the Speakerof I liheslaturan
Gucihanof the revenuesand interest earned,collected,
and expended from the Fund, and shall post such

DOAReport Quarterly report on the Department's website.

XII 19

XII 18(f)

XII 15 ( c)

XI
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Section 31. Creation of Mental Health and Substance
AbuseServicesFund.A new §86111isherebyaddedto
Chapter86 ofTitle 10of the GuamCodeAnnotated to
read as follows: "§ 86111. Mental Health and
SubstanceAbuse ServicesFund. (a) There is hereby
created, separate and apart from other funds of the
government of Guam, a fund known as the Mental
Health and Substance Abuse Services Fund
(hereinafter Fund). The Fund shall be separate and
apart from all other funds of the government of Guam,
shall be kept in separate bank account, and shall not
be subject to any transfer authority of I Maga'lahen
Guahanor any inter-fund transfers.

(c) The Department of Administration shall provide a
written report to I liheslaturan Guahandetailing the
actual amount of the telecommunications contract,
the amount of any savingsrealized from saidcontract
through reductionsto appropriation levelsidentified in
Subsection (b), and validation that said savingswere
allocated toward the payment of tax refunds.

Section 22. Host Community Fund. §511006of Article
10 of Chapter 51, Title 10 Guam CodeAnnotated, is
hereby amended to read: "§511006. HostCommunity
Fund Management. The management of the Host
Community Fund shall be the responsibility of the
Department of Administration. No expenditure shall
be made from the Fund that is not approved by
resolution of the Host Community Municipal Planning
Councils.TheHostCommunity Fundshallbesubject to
periodic audit by the Office of Public Accountability,
and not subject to any transfer authority."

Section 31. Creation of Mental Health and Substance
AbuseServicesFund.A new §86111isherebyaddedto
Chapter86 of Title 10 of the GuamCodeAnnotated to
read as follows: "§ 86111. Mental Health and
Substance Abuse Services Fund. (e) The Director of
Administration shall submit a report on a quarterly
basis to the Speakerof I liheslaturan Guahanof the
revenuesand interest earned, collected andexpended
from the Mental Health andSubstanceAbuseServices
Fund and shall post such report on the Department's
website."

DOA
Requirement

DOA
Requirement

DOAReport Quarterly

DOAReport NoDate

XII 31(e)

XII 31(a)

XII 25

XII 22
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Section37. Establishmentof the Environmental Public
Health Officer Position Series of the Division of
Environmental Health, Department of PublicHealth&
SocialServices.(f) ExistingDivision of Environmental
Health employeeswho do not possessthe minimum
education standards of §6233(c), or the substitute
standardsof §6233(e),shall remain in his/her current
position until such time the Department of Public
Health and Social Services and the Department of
Administration complete an evaluation of the
employee in determining whether he/she possesses
the capabilities to perform the duties and
responsibilities of an Environmental Public Health
Officer, and

Section37. Establishmentof the Environmental Public
Health Officer Position Series of the Division of
Environmental Health, Department of PublicHealth &
SocialServices.(d)TheDirector of Administration shall
reclassify existing Environmental Health Specialists,
Engineers and Public Inspectors of the Division of
Environmental Health in the Environmental Public
HealthOfficer seriesin the following manner:

DOA
XII 37 (d) Requirement

DOA
XII 37 (b)(f) Requirement

DOA
XII 37 (b)(d) Requirement

Section37. Establishmentof the Environmental Public
Health Officer Position Series of the Division of
Environmental Health, Department of Public Health &
SocialServices.(b) § 6233of Article 2,Chapter6 ofTitle
4, GuamCodeAnnotated, is hereby amended to read
as follows: "§6233. Establishment of the
Environmental Public Health Officer Series. The
Director of Administration in collaboration with the
Department of Public Health and SocialServicesshall
establish a new series of positions, called
Environmental Public Health Officers, within the
Division of Environmental Health to replace the
Division's Environmental Health Specialist, Engineer,
and PublicHealth Inspector positions.

DOA
Requirement

Section37. Establishmentof the Environmental Public
Health Officer Position Series of the Division of
Environmental Health, Department of Public Health&
Social Services. (d) Timely Implementation. The
Department of Administration shall fully implement
the provisionsof this Act within forty-five (45) daysof
its enactment, and failure to do so shall authorize the
Department of Public Health and Social Servicesto
implement the provisionsof this Act where possible,as
amended, and shall seeknecessaryretroactive actions
from the Department of Administration, including, but
not limited to, compensation and personnel action.

XII 37 (b)

FMA Re-reclassification
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Section39. A new §22109.1 is hereby addedto Article
1, Chapter 22 of Title 5 GCAto read: "§22109.1. On­
line ElectronicAccessto BankAccount Information. All
banks receiving government funds for deposit in a
government bank account established at said bank
shall provide "READ ONLY" access to such bank
accountsvia saidbank'son-line bankingwebsite or via
electronic accessvia other accesssource provided to
the Department of Administration, to the Office of
Finance and Budget, and to the Office of Public
Accountability."
Section 1. Deficit Reduction. All unpaid prior year
obligations, including obligations for tax refunds;
vendor payables; back pay for employees or other
obligations resulting from judgments or awards
approved prior to FiscalYear 2013 by any regulatory
body, court or administrative authority, which remain
unpaid at the beginning of FiscalYear 2013, unless
otherwise authorized, shall be paid from the un­
appropriated General Fund revenues collected in
excess of appropriations and reserved for deficit
reduction pursuant to §22436of Chapter22,Article 4,
Title 5 GCA.Theobligations shall be paid in the order
of when they were incurred, with the longest
outstanding obligation being paid first and so forth.
The Department of Administration shall transmit a
copy of the cumulative prior year obligations on a
quarterly basisto IMaga'iahenGuahan,the Speakerof
I LiheslaturanGucihan,and the Office of Financeand
Budget.

DOAAccess

DOAReport QuarterlyXIII 1

XII 39
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Section7. RevenueTrackingReport.The Director of
the Bureauof Budgetand ManagementResearch,in
collaboration with the Director of Revenue and
Taxation and the Director of the Department of
Administration,shalldetermine,after the endof each
month of the fiscalyear,the revenuetracking for the
balance of the fiscal year, based upon the actual
collections of the precedingmonth, and prepare a
statement comparing "actual" and "projected"
revenues.Saidstatement shall be certified as to its
accuracybyeachof the aforementionedDirectors,and
submitted to the Speakerof I LiheslaturanGuahan,in
a Microsoft Excelfile and a written report, no later
thanthirty (30)daysafterthe endof eachmonthof the
fiscalyear.Saidstatementsshallbepostedmonthlyon
the Bureau of Budgetand ManagementResearch's
website.TheSpecialEconomicServiceshallmeet and
approvethe format of the reportno later than October
IS, 2012for FiscalYear2013reporting.TheBureauof
Budget and ManagementResearch,in collaboration
with the Director of Revenueand Taxation and the
Director of the Departmentof Administration shall
retroactively re-issue the monthly reports for the
previous twelve (12) months basedon any changes

Endof the made by the SpecialEconomicServicefor FiscalYear
DOAReport Month 2013reporting.

Section 8. Prior Year Appropriations Report. I
liheslaturan Guahan finds that in order to work
effectively to reduceand managethe deficit of the
government of Guam, it will need to repeal or de­
appropriate past appropriations, which remain
outstandingbut not expended.Toassistin this effort,
the Department of Administration shall submit a
report to the Speakerof I liheslaturan Guahanon
JanuaryI, 2013of all opencontinuingappropriations
from all fiscalyearsprior to 2012,whichhavenot been
encumberedor fully expendedas of the date of the
report. Thereafter, quarterly updates to the report
shall be submitted until unexpendedappropriations
from prior fiscal years are eliminated by repeal or

DOAReport Quarterly other operationof law.XIII 8

XIII 7

FMA Re-reclassification
DOA, Division of Accounts
Page 14



Section 11. Facilities Insurance Requirements. Every
department and agencyof the government of Guam,
through the Department of Administration, shall only
expendsuch sums as necessaryfrom the department
or agency'sappropriations for operationscontained in
this Act, for insurance of government24 owned
facilities, built or repaired with FEMAgrant funds,
where such insurance is required by FEMA.

Section 10. Special Fund Transfer. Unlessotherwise
specified in this Act, IMaga'iahenGuahanisauthorized
to transfer to the GeneralFundanycashavailablefrom
any appropriated Special Fund to fund the
appropriations authorized by this Act. All cash
amounts from SpecialFundstransferred to cover the
appropriations authorized by this Act or any other act
or law authorizing appropriations shall be promptly
reimbursed to the Special Fund from which it was
withdrawn within sixty (60) daysafter receipt of said
funds. I Maga'lahen Guahanshall submit a report to
the Speakerof I Liheslaturan(]uahanon the fifth (5th)
day of every month on all transfers and
reimbursements made pursuant to this Section. Said
report shall enumerate the amount of each transfer,
identify the funds to and from which the transfer was
made,the object classreducedbythe transfer out and
the object class receiving the transfer and state the
purpose of each transfer. Notwithstanding any other
provision of law, no funds shall be transferred out of
the Chamorro Land Trust Operations Fund and the
Guam Department of EducationOperations Fund for
FiscalYear 2013 SpecialFundappropriations made to
the GuamDepartment of Educationandthe Chamorro
LandTrust Commission.

Section 9. Exemption from BBMRAllotment Release
Control.§1303of Chapter1,Article 3,Title 5GCA,shall
not apply to lliheslaturan Guahan (includingthe Office
of Financeand Budget), the Public Defender Service
Corporation, the Unified Judiciary of Guam, the
Mayors' Council of Guam, and the Office of the
Attorney General.Saidentities may draw against their
respective appropriations as needed to meet their
obligations in accordancewith a drawdown schedule
that said entities shall submit to the Director of
Administration, no later than October31,2012.Failure
to submit suchdrawdown scheduleshall subject such
entity to the allotment releasecontrol by the Bureau
of BudgetandManagement Research.

DOA
Requirement

DOA Approp
Control

DOAReport Monthly

XIII 11

XIII 10

XIII 9

FMA Re-reclassification
DOA, Division of Accounts
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Section 21. Quarterly Statement of Revenues,
ExpendituresandChangesin FundBalanceReport.The
Director of the Department of Administration shall
submit a Quarterly Statement of Revenues,
Expendituresand Changesin FundBalanceReport to I
Maga'iahen Guahanand the Speakerof I Liheslaturan
Guflhan,in a Microsoft Excelfile andwritten report no
later than thirty (30) days after the end of each
quarter. Each quarterly report shall itemize: (a) the
Revenuesby (1) Individual IncomeTaxes,(2)Corporate
Taxes, (3) Withholding Taxes, (4) Interest and
Penalties, (5) Business Privilege Taxes, (6) Federal
Sources,(7) Useof Money and Property, (8) licenses,
Feesand Permits, (9) Department Charges,and (10)
Other Revenues;(b) the Expendituresby Department
by Object Class; and (c) Other Sources (Uses) by
Transfers In, TransfersOut, Other Sources,and Other
Uses. The Transfers In shall be itemized by Fund
transferred from, and TransfersOut shall be itemized
by Fund transferred to. Eachmonthly report shall be
postedon the Department of Administration's website
as a Microsoft Excelfile no later than thirty (30) days

DOAReport Quarterly after the end of eachquarter.

(b) No later than thirty (30)daysafter the end of each
quarter of Fiscal Year 2013, the Director of the
Department of Administration shall post the
government wide line agencystaffing pattern on the
bit.guam.gov portal on the budget website, in a
Microsoft Excelfile and written report. The format of
the report shall be the current staffing pattern in the
format of the ExecutiveBranchFiscalYear2013Budget
Call,as of the previous quarter's ending. Saidstaffing
pattern shall include,at aminimum, the nameof every
current employee and his position title, most recent
hire date, salary, increment costs and benefit costs,
the funding source for his salaryand benefits, and the

DOAReport Quarterly grosssalaryand benefits paid for during the quarter.

XIII 21

XIII 20(b)

FMA Re-reclassification
DOA, Division of Accounts
Page 16



t::!~
DOA- Financial Manager

Senseramente,

Should you have any questions, please feel free to contact me at 475-1211.

Through your authority we humbly ask that the DOApositions of Management Analysts I through IV
be reclassified to Financial Management Analyst I(grade L-1) through Financial Management Analyst
Supervisor (grade P-1). We believe that this request is commensurate to the duties and
responsibilities of a FMAand will not only prevent the migration of talent from the executive branch
to the autonomous agencies but encourage future financial management analysts to remain with the
executive branch as well.

XIII 25

Section 25. Posting to Financial Management System.
If any Cost Accounts created by this Act require
existing automated postings within the Government of
Guam Financial Management System to be manually
duplicated to conform to the requirements in this Act
the Department of Administration may instead report
the details of the Cost Account outside the Financial
Management System.

DOA
Requirement

Section 22. Monthly Cash Balance Reports for General
and Special Funds. The Director of the Department of
Administration shall submit a monthly report of
beginning cash balances, cash deposits, cash
withdrawals, and ending cash balances of the
government of Guam General, Special Funds and Trust
Funds and Accounts to I Maga'lahen Guahan and the
Speaker of I liheslaturan Guahan, in a Microsoft Excel
file and written report, no later than twenty (20) days
after the end of each month. The Director shall prepare
the report in the format that was prescribed and
prepared by the Office of Finance and Budget in Fiscal
Year 2012. Each monthly report shall itemize all
General Fund and Special Fund cash balances by bank,
by bank account name, by bank account number, and
by fund name. Each monthly report shall itemize all
General Fund and Special Fund cash balances by bank,
by bank account name, by bank account number, and
by fund name.DOAReport MonthlyXIII 22

FMA Re-reclassification
DOA, Division of Accounts
Page 17
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classification methods and salary administration to the extent he deems
appropriate. The unified pay schedule, either by the Hay Group or any other
experts in classification and pay, shall be administered by the Director of
Administration and by the Judicial Council for the Judicial Branch.

(b) The Director of Administration and the Judicial Council may
reassign pay grades as they deem necessary. Reassignment shall be based
upon the calculation of Hay points or points established by other experts and
shall be performed by technical staff trained in the classification and
compensation evaluation system for the sake of consistency and uniformity
of results. The technical staffs of the Human Resources Division in the
Executive Branch, and the Judiciary Human Resources Office, shall
coordinate their efforts in implementing the Hay methodology or any other
classification and pay system.

(c) The Director of Administration and the Judicial Council shall
establish appropriate policies and procedures for implementing the
provisions of this Article for their respective jurisdictions.

SOURCE: GC §4113. Repealed and reenactedbyP.L. 21-59:7. AmendedbyP.L. 28-
68:IV:45 (Sept. 30,2005). Repealed and reenacted byP.L. 28-112:6 (Apri114, 2006).

§6303..Creation of PositioJi~.
(a) Creation of Positions in the JUdiciary. New positions maybe created

by the Administrator of the Courts for the Judicial Branch, when necessary
for the efficient performance of the duties and functions of the Judiciary. The
Administrator 04f the Courts shall submit to the Judicial Council the
position descriptions for the positions within thirty (30) calendar days after
creation and post the position descriptions on the Judiciary website. The
positions shall be terminated unless approved by the Judicial Council within
ninety (90) days after submission. No newly created position shall be filled
in the absence of appropriations to pay the salary of the proposed position.

(b) This Section shall not apply to positions required by law to be filled
by persons confirmed by I Liheslaturan Gudhan.

(c); (1) The petition Of the hea~J(Department Head):gfa line agency-or
dePartment to create a position shalHiiclude:

(A} the justification for the riew'position;

(a) .the essential details concerning the creation. 'of the
position;

4 GCA PUBLICOFFICERS& EMPLOYEES
CH. 6 COMPENSATIONOFPUBLICEMPLOYEES
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(A) the justification for the new position;

(B) the essential details concerning the creation of the
position;

(C) an analysis of the similarities and differences between the
position to be created and positions listed pursuant to 4 GCA §
4101.1(d);

(D) the position description;

(E) the proposed pay range and demonstration of compliance
with § 630 I of this Title;

(C) an analysis of the similarities and differences between the
position to be created and positions listed pursuant to 4 GCA §
41Ol.l(d);

(D) the position description;

(E) the proposed pay range and demonstration of compliance
with § 6301 of thIs Title;

(F) a fiscal note as that term is described ill2 GCA §9101 et
seq.; and any other pertinent information.

(2).The Department Head and the Director ofAclIniAi~trlj.tiQlr~haJl
po~!;-th¢ petit}on btl their respective ~ehsit~ 'for t~n:(lO) days
(S.a.tl!rdays, -Su~days -lll!il g()v~p:1Ip.el)t'of _GUMl1'liolidl!:Ys excepted).
1\f!e~ tlie ROSti,n'g,the DJrec~c5rof Adrr~jrii_strati61(~aI1.forward the
petition ",\th_ ni_~reyoimnendatiQ.nto;l Maga 'lah! who,. if he approves
the}s~~,. s~a.Uso m.~icate-fl!lClfile. Ji.for,r~cot4 with the -Director' of
AQiIillj~st@tionand 'the Legisiaifve Seqetary;

(3) NQ,~ewposition may'"~be_filled until after compliance wiW.the
prQv!s!ons 'of 4 qCA-§ 6303.P~dJhis· ~~tion ariltJiir1)T(3.Q)days
have elapsed from thedate of filing with'the Leglslative$e~"r~iaiy.

(d) Creation of Positions in the Autonomous Agencies and Public
Corporations.

(I) The petition of the head of an agency, department or public
corporation listed in § 4105(a) of this Title to create a position shall
include:

4 GCA PUBLIC OFFICERS &EMPLOYEES
CU. 6 COMPENSATION OF PUBLIC EMPLOYEES



COL372014

37

SOURCE:_Added bYP.L. 28:112:1O(ApriI14, 2006).

§ 6304. Differential Pay.

The Director of Administration and the Judicial Council shall establish
and implement uniform differential pay policies. All statutes, rules,
regulations, and policies which are not covered by or inconsistent with the
policies set forth herein, are hereby repealed upon establishment of uniform
pay policies.

SOURCE: GC §4115; Repealed and reenacted by P.L. 21-59:7.

(F) a fiscal note as that term is described in 2GCA § 9101 et
seq.; and any other pertinent information.

(2) The petition shall be posted on the agency, department or
public corporation's website for ten (10) days (Saturdays, Sundays and
government of Guam holidays excepted). After the posting, the head
shall forward the petition, along with evidence of his compliance with 5
GCA § 6303.1(a), to the governing board or commission who, if they
approve the same, shall approve the petition by resolution and file the
petition and resolution for record with the Director of Administration
and the Legislative Secretary.

(3) No new position may be filled until after compliance with the
provisions of this Section and thirty (30) days have elapsed from the
date of filing with the Legislative Secretary.
SOURCE: GC §4114. Repealed and reenacted by P.L. 21-59:7. Amended byP.L. 22-
144:5 (12/27/94), P.L. 24-327:16, P.L. 28-68:IV:45 (Sept. 30,2005). Subsection (a)
amended by P.L. 28-112:7 (Apri114, 2006). Subsections (c) added by P.L. 28-112:8
(Apri114, 2006). Subsection (d) added by P.L. 28-112:9 (ApriI14, 2006).

§6303.1.Transparency and Dlselesure,
(a)ProIIlpfl!otiCeoftheposti,ngi;req$ed by4GCA§§ 62Q5 and6g0~

shall be provided to ea~hnewspaper of gen~mi circulation a_ndbroadcasting
station which airs a regular local news program within Guam.

0>),The petitions required'by ~ pCN §§ 62Q~an(F63,Ql are public
documents for the purposes of 5 GCA,·Ch. 10, Art 1. (The SooshiIie Law.')

(c) }\p.y .a~empted creation gf a position or :~bove-steJ;:r~il;!nent}lOt
ip·compliancewith.thepioVisions otA ocA §f6205,.6303, and 6303.-1(a) is
vd~d.

4 GCA PUBLICOFFICERS& EMPLOYEES
CH. 6 COMPENSATIONOFPUBLICEMPLOYEES
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(b) Investigate conditions of government employment as he deems
necessary, and report his fmdings thereon to I Maga 'lahen Gudhan and
1Liheslaturan Gudhan annually;

(c) Administer the Equal Employment Opportunity Program for
the Executive Branch of the government of Guam;

(d) Maint~n, post and keepcurrent ,Qn,tile Department' swebsite ~
list Of ail clas!!~fiedand unclassified PQsitiop';sinthe execptiv~ 1?ranch,
inclu4itig autopomous 'agencies-aP,tl puplic,~orPohltio:Qs',sl1Qwmg1Ji¢
job, description and'pey range aSslgQ-edto each,position;

(e) Make an annual report on July 1 on the status of the unified
pay schedule required by § 6302 of this Title to I Maga 'lahi and the
Speaker of 1Liheslatura and post the report on the Department's
website;

(f) Establish and maintain, in coordination with the Attorney
General, a panel of hearing officers;

(g) Take cognizance of compliance with the provisions of 4 GCA
§ 4101;

(h) Coordinate the fielding of necessary computer software and the
training of personnel to allow the agencies, departments and public
corporations listed in § 4105(a) of this Title to assess and update the
unified pay schedule required by § 6302(a) of this Title;

(i) Delegate, at the Director's discretion, such authority under such
terms as are appropriate, to the agencies, departments and public

2013 NOTE: Pursuant to P.L. 31-254: (Dec. 11, 2012), the Department of
Administration was required to implement amendments to Subsection (c) by December
11,2013.

§4101.1.Responsibilities of the Director ofAdministration Regarding
Personnel Policy of the Gov~rlinient.

The Director of Administration shall perform the following functions:

(a) Maintain and from time to time modify a general personnel
policy for all government of Guam line agencies through the adoption
of rules and regulations pursuant to the Administrative Adjudication
Law;

4GCA PUBLIC OFFICERS & EMPLOYEES
Cn 4 PERSONNEL POLICY ANDTHE CIVIL SERVICE COMMISSION
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MINIMUMKNOWLEDGE.SKILLSANDABILITIES:

Assist in the closing and opening of quarters and fiscal years on the financial management
system within DOAand outside DOA, to include the mass liquidation of encumbrances and
adjustments and clearance of "unposted transactions."

Analyze and update routine transaction records affecting assigned departments/agencies
under supervision of senior analyst.

Assist in the formulation of recommendations under supervision for approval/disapproval
of use of funds based on funding capabilities and established administrative policies and
priorities.

Gather principle data relevant to the creation or update of Requests for Proposals (RFPs)
and Requests for Information (RFIs) required by the division, including but not limited to
banking services, audit services and actuary services.

Perform routine data mining procedures to produce specific reporting as requested by
management, the Legislature and the Governor's Office.

Assist in the preparation of moderately technical query(s) within the government's
financial system.

Assist in the collection of data regarding duties and responsibilities performed by each
employee and provide technical recommendations.

Assist in the collection of data, prepare flow chart(s) for new requirements and processes
to be performed by the division.

ILLUSTRATIVEEXAMPLESOFWORK: (These examples do not list all the duties which may
be assigned; anyone position may not include all the duties listed.)

Employees in this class perform financial and administrative management analysis. Work
includes supervised assessment and development of financial and accounting policies and
procedures in the government's financial management system. Employees often assist
senior analyst in training/ leading a team or group on assigned projects and activities
which affect interrelated organizational units.

This involves routine work involving analyzing and developing improved managerial
policies and procedures in workflow as well as data management involving the
government's financial system.

NATUREOFWORKIN THIS CLASS:

FINANCIAL MANAGEMENT ANALYST I



ACCOUNTABILITY:

PROBLEMSOLVING:

KNOWHOW:HAYEVALUATION:

LPAYGRADE:

ESTABLISHED:

Possession of a valid Driver's License.

NECESSARYSPECIALQUALIFICATIONS:

(A) Anyequivalent combination of experience and training in research and analysis which
provides the minimum knowledge, skills and abilities and Graduation from a
recognized college or university with a Bachelor's Degree in Public or Business
Administration

MINIMUMEXPERIENCEANDTRAINING:

Abilityto communicate effectively, orally and in writing;

Abilityto work effectivelywith the public and employees;

Abilityto understand input on best practices of similar governmental entities and make
recommendations to Management;

Abilityto learn the application of Governmental accounting principles and procedures in
relation to physical work flow and data flowwithin the financial management system.

Abilityto provide input on the management practices, rules, regulations, and operating
procedures based on the tasks performed by the employees of the division for the purpose
of improving employee-management relations;

Abilityto provide input on the creation/update of the Standard Operating Procedures
(SOPs)and flow charts for approval by the supervisor;

Ability to understand account and account structures and the relationship and function in
relation to the various data tables on the government financial system.

Ability to understand the principles, practices and techniques of Governmental Accounting
such as Appropriation, Accounts Payable, Revenue Reporting, Contracts and Travel;

Abilityto use office equipment, computers, Microsoft OfficeSoftware, accounting software
or other similar products and the ability to learn new updates or versions of such products.

FINANCIAL MANAGEMENT ANALYST I
PAGE 2



Anthony C. Blaz
Director, Department of Administration

TOTAL POINTS:

FINANCIAL MANAGEMENT ANALYST I
PAGE 3



Make recommendations under supervision for approval/disapproval of use of funds based
on funding capabilities and established administrative policies and priorities.

Gather principle data relevant to the creation or update of Requests for Proposals (RFPs)
and Requests for Information (RFIs) required by the division, including but not limited to
banking services, audit services and actuary services.

Analyze and perform moderately complex technical adjustments within the financial
management system under supervision for users who are receiving error statements on data
entry and adjusting transactions.

Assist in the research and development of processes and procedures to accommodate
legislative mandates effecting fiscal processes.

Assist in the creation of moderately complex technical query(s) to simplify reporting
processes within the government's financial system.

Assist in the review of duties and responsibilities performed by employee(s) and provide
recommendations.

Assist in the review and data collection of public laws and executive orders to provide
interpretation to affected staff of the division; provide input in the recommendation of
standard operating procedures, create flow charts for new requirements and processes to
be performed by the division.

ILLUSTRATIVEEXAMPLESOFWORK:(These examples do not list all the duties which may
be assigned; anyone position may not include all the duties listed.)

Employees in this class perform technical professional financial and administrative
management analysis. Work includes supervised assessment and development of financial
and accounting policies and procedures, as well as implementation of improved technical
management offinancial data maintained in the government's financial management system.
Employees often assist senior analyst in leading a team or group on assigned projects and
activities which affect interrelated organizational units.

This is a technical work involving analyzing and developing improved managerial policies
and procedures in workflow as well as technical data management involving the
government's financial system. Maybe assigned as supervisor or project leader for special
projects

NATUREOFWORKINTHISCLASS:

FINANCIAL MANAGEMENT ANALYST II



Ability to communicate effectively, orally and in writing;

Abilityto work effectively with the public and employees;

Ability to provide input on best practices of similar governmental entities and make
recommendations to Management;

Knowledge of the application of Governmental accounting principles and procedures in
relation to physical work flow and data flowwithin the financial management system.

Abilityto provide input on the management practices, rules, regulations, and operating
procedures based on the tasks performed by the employees of the division for the purpose
of improving employee-management relations;

Abilityto provide input on the creation/update of the Standard Operating Procedures
(SOPs)and flow charts for approval by the supervisor;

Understanding of account and account structures and the relationship and function in
relation to the various data tables on the government financial system.

Understanding of the principles, practices and techniques of Governmental Accounting
such asAppropriation, Accounts Payable, Revenue Reporting, Contracts and Travel;

Ability to use office equipment, computers, Microsoft OfficeSoftware, accounting software
or other similar products and the ability to learn new updates or versions of such products.

MINIMUMKNOWLEDGE.SKILLSANDABILITIES:

Assist in the development of standard accounting forms and publications used in operations
and proposes revisions to existing forms and publications according to the needs of the
division for review of senior analyst.

Assist in the training of department or agency personnel on the practical use and navigation
of the government's financial system to minimize errors and assure the integrity of the data
maintained in the system.

Assist in the closing and opening of quarters and fiscal years on the financial management
system within DOAand outside DOA,to include the mass liquidation of encumbrances and
adjustments and deletion of "unposted transactions."

Analyze and update routine transaction records affecting assigned departments/agencies
and accounting files for appropriations modifications on the financial management system
with minimal supervision.

FINANCIAL MANAGEMENT ANALYST II
PAGE 2



Anthony C.Blaz
Director, Department of Administration

TOTALPOINTS:

ACCOUNTABILITY:

PROBLEMSOLVING:

KNOWHOW:HAYEVALUATION:

MPAYGRADE:

ESTABLISHED:

Possession of a valid Driver's License.

NECESSARYSPECIALQUALIFICATIONS:

(B) Any equivalent combination of experience and training in financial research and
analysis which provides the minimum knowledge, skills and abilities and a Bachelor's
Degree in Public or Business Administration.

(A) Two (3) years of experience as a Financial Management Analyst I and graduation
from a recognized college or university with a Bachelor's Degree in Public or Business
Administration, or closely related field; or

MINIMUMEXPERIENCEANDTRAINING:

FINANCIAL MANAGEMENT ANALYST II
PAGE 3



Provides analysis to senior staff of executive policies and legislative intent pertaining to the
use of appropriations, transfers of funds and related budgetary matters for departments
not subject to BBMR'sreviews ...AG'soffice,MCOGetc.

Provide technical data and input in the establishment of procurement documents such as
Requests for Proposals (RFPs)and Requests for Information (RFls) required by the
division, including but not limited to banking services, audit services and actuary services.

Perform data mining procedures to produce specific reporting as requested by
management, the Legislature and the Governor's Office.

Analyze and perform technical adjustments within the financial management system for
users who are receiving error statements on data entry and adjusting transactions.

Research and assist in the development of processes and procedures to accommodate
legislative mandates effecting fiscal processes.

Develop technical query(s) and simplify financial reporting processes within the
government's financial system.

Review and analyze duties and responsibilities performed by specific employee(s) and
provide technical recommendations. Provide written recommendations for review and
evaluation by senior analyst.

Review public laws and executive orders to provide interpretation to affected staff of the
division; provide standard operating procedures, flow chart for new requirements and
processes to be performed by the division.

ILLUSTRATIVEEXAMPLESOFWORK:(These examples do not list all the duties which may
be assigned; anyone position may not include all the duties listed.)

Employees in this class perform moderately complex professional financial and
administrative management analysis under review of senior analyst. Work includes
independent assessment and development of financial and accounting policies and
procedures, as well as implementation of improved technical management of financial data
maintained in the government's financial management system for review of senior analyst.
Employees often work as a team or group on assigned projects and activities which affect
interrelated organizational units.

This is moderately complex technical work involving analyzing and developing improved
managerial policies and procedures in workflow as well as technical data management
involving the government's financial system. May be assigned as supervisor or project
leader for special projects

NATUREOFWORKINTHISCLASS:

FINANCIAL MANAGEMENT ANALYST III



Understanding of budget and management procedures for department/agencies exempted
from the oversight of the Bureau of Budget and Management Research (BBMR);

Knowledge of the application of Governmental accounting principles and procedures in
relation to physical work flow and data flowwithin the financial management system.

Ability to evaluate the management practices, rules, regulations, and operating procedures
based on the tasks performed by the employees of the division for the purpose of
improving employee-management relations;

Ability to interpret public laws and executive orders affecting the division and
create/update the Standard Operating Procedures (SOPs)and flow charts for approval by
the Financial Manager;

Knowledge on account and account structures and the relationship and function in relation
to the various data tables on the government financial system.

Knowledge of the principles, practices and techniques of Governmental Accounting such as
Appropriation, Accounts Payable, Revenue Reporting, Contracts and Travel;

Proficient in the use of office equipment, computers, Microsoft OfficeSoftware, accounting
software or other similar products and the ability to learn new updates or versions of such
products.

MINIMUMKNOWLEDGE.SKILLSANDABILITIES:

Reviews and tracks requests for access to the government financial system by users.

Develops standard accounting forms and publications used in operations; designs new
forms and proposes revisions to existing forms and publications according to the needs of
the division.

Train department and agency personnel on the use and navigation of the government's
financial system to minimize errors and assure the integrity of the data maintained in the
system.

Researches and prepares fiscal notes and comments in response to proposed legislation
specific to the government's fiscal duties alongwith analysis and comments.

Assist in the closing and opening of quarters and fiscal years on the financial management
system within DOAand outside DOA,to include the mass liquidation of encumbrances and
adjustments and deletion of "unposted transactions."

Analyze and update records affecting assigned departments/agencies and accounting files
for appropriations/allotment modifications on the financial management system.

FINANCIAL MANAGEMENT ANALYST III
PAGE 2



Anthony C.Blaz
Director, Department of Administration

TOTALPOINTS:

ACCOUNTABILITY:

PROBLEMSOLVING:

KNOWHOW:HAYEVALUATION:

NPAYGRADE:

ESTABLISHED:

Possession of a valid Driver's License.

NECESSARYSPECIALQUALIFICATIONS:

(B) Any equivalent combination of experience and training in financial research and
analysis which provides the minimum knowledge, skills and abilities and a Bachelor's
Degree in Public or Business Administration.

(A) Three (3) years of experience as a Financial Management Analyst II and graduation
from a recognized college or university with a Bachelor's Degree in Public or Business
Administration, or closely related field; or

MINIMUMEXPERIENCEANDTRAINING:

Ability to communicate effectively, orally and in writing;

Ability to work effectively with the public and employees;

Ability to research best practices of similar governmental entities and make
recommendations to Management;

FINANCIAL MANAGEMENT ANALYST III
PAGE 3



Reviews prepared fiscal notes and comments in response to proposed legislation as well as
composes proposed legislation specific to the government's fiscal duties along with
analysis and comments.

Make recommendations for approvalJ disapproval of use of funds based on funding
capabilities and established administrative policies and priorities.

Advise department and agencies of executive policies and legislative intent pertaining to
the use of appropriations, transfers of funds and related budgetary matters for
departments not subject to BBMR'sreviews ...AG'soffice,MCOGetc.

Coordinate and improve training program for the departments and agencies on the division
of accounts policies and procedures and on the use and navigation of the government
financial system.

Update or create Requests for Proposals (RFPs)and Requests for Information (RFIs)
required by the division, including but not limited to banking services, audit services and
actuary services.

Supervise the implementation of technical adjustments within the financial management
system to improve system management and adjusting transactions.

Review and analyze reports prepared by subordinate staff pertaining to the duties and
responsibilities performed by specific employee(s) and provide technical
recommendations. Conferwith department/agency heads and other top level management
on personnel and management issues.

Implement GASBupdates, OMBCirculars, public laws and executive orders, to provide
interpretation to affected staff of the division; provide standard operating procedures, flow
chart for new requirements and processes to be performed by the division.

ILLUSTRATIVEEXAMPLESOFWORK:(These examples do not list all the duties which may
be assigned; anyone position may not include all the duties listed.)

Employees in this class perform complex professional financial and administrative
management analysis. This includes independent work in the assessment and
development of financial and accounting policies and procedures, as well as
implementation of improved technical management of financial data maintained in the
government's financial management system. Employees often serve as team or group
leaders on assigned projects and activities which affect interrelated organizational units.

This is a complex technical work involved in analyzing and developing improved
managerial policies and procedures in workflow as well as technical data management
involving the government's financial system.

NATUREOFWORKINTHISCLASS:
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Represent the division at executive meetings, legislative public hearings, and judicial court
hearings related to accounting topics and issues;

Ability to create Requests for Proposals (RFPs)and Requests for Information (RFIs)
required by the division, including but not limited to banking services, audit services and
actuary services;

In depth knowledge of the application of Governmental accounting principles and
procedures in relation to physical work flow and data flowwithin the financial
management system.

Ability to create or update the SOPsof the division as needed to ensure continuous and
efficient operations;

Ability to evaluate the management practices, rules, regulations, and operating procedures
based on the tasks performed by the employees of the division for the purpose of
improving employee-management relations;

Ability to interpret public laws and executive orders affecting the division and
create/update the Standard Operating Procedures (SOPs)and flow charts for approval by
the Financial Manager;

In depth knowledge on account and account structures and the relationship and function in
relation to the various data tables on the government financial system

In depth knowledge ofthe principles, practices and techniques of Governmental
Accounting such as Appropriation, Accounts Payable, Revenue Reporting, Contracts and
Travel;

Proficient in the use of office equipment, computers, Microsoft OfficeSoftware, accounting
software or other similar products and the ability to learn new updates or versions of such
products.

MINIMUMKNOWLEDGE.SKILLSANDABILITIES:

Reviews and tracks requests for access to the government financial system by users.

Coordinates the set up of accounts and develop financial account structures in the
government financial system in accordance with current account tables and guidelines.

Directs the development of standard accounting forms and publications used in operations;
designs new forms and proposes revisions to existing forms and publications according to
the needs of the division.

Develop, coordinate, and improve training programs for the departments and agencies on
the division policies and procedures and on use and navigation of the government financial
system.
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Anthony C.Blaz
Director, Department of Administration

TOTALPOINTS:

ACCOUNTABILITY:

PROBLEMSOLVING:

KNOWHOW:HAYEVALUATION:

oPAYGRADE:

ESTABLISHED:

Possession of a valid Driver's License.

NECESSARYSPECIALOUALIFICATIONS:

(B) Any equivalent combination of experience and training in financial research and
analysis which provides the minimum knowledge, skills and abilities and a Master's
Degree in Public or Business Administration.

(A) Four (4) years of experience as a Financial Management Analyst III and graduation
from a recognized college or university with a Bachelor's Degree in Public or Business
Administration, or closely related field; or

MINIMUMEXPERIENCEANDTRAINING:

Ability to communicate effectively, orally and in writing;

Ability to work effectively with the public;

Ability to research a variety of topics and issues, some of which include best practices of
similar governmental entities and make recommendations to Management;

Supervise, execute and manage budgets for department/agencies exempted from the
oversight of the Bureau of Budget and Management Research (BBMR);
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Reviews prepared fiscal notes and comments in response to proposed legislation as well as
composes proposed legislation specific to the government's fiscal duties along with
analysis and comments.

Supervise the coordination of the closing and opening of quarters and fiscal years on the
financial management system within DOA and outside DOA. To include the mass
liquidation of encumbrances and adjustments and deletion of "unposted transactions"

Approvalj disapproval of use of funds based on funding capabilities and established
administrative policies and priorities relevant but not exclusive to policy and budgetary
matters for departments not subject to BBMR'sreviews ...AG'soffice,MCOGetc.

Supervises subordinate analysts in advising department and agencies of executive policies
and legislative intent pertaining to the use of appropriations, transfers of funds and related
budgetary matters for departments not subject to BBMR'sreviews ...AG'soffice,MCOGetc.

Supervise subordinate analysts on the update or development of Requests for Proposals
(RFPs) and Requests for Information (RFIs) required by the division, including but not
limited to banking services, audit services and actuary services.

Supervise development of technical query(s) and simplify financial reporting processes
within the government's financial system.

Collaborate with systems analyst in the design and implementation of management
information systems to comply with updates in general accounting procedures and
legislative mandates affecting the fiscal records of the government.

Administer and Review GASBupdates, OMBCirculars, public laws and executive orders to
provide interpretation to affected staff of the division; Review and establish standard
operating procedures, flow chart for new requirements and processes to be performed by
the division.

ILLUSTRATIVEEXAMPLESOFWORK:(These examples do not list all the duties which may
be assigned; anyone position may not include all the duties listed.)

Employees in this class perform complex professional financial and administrative
management analysis. This includes the supervision of subordinates independent work in
the assessment and development of financial and accounting policies and procedures, as
well as implementation of improved technical management of financial data maintained in
the government's financial management system.

This is a complex supervisory work involved in the supervision of subordinates involved in
analyzing and developing improved managerial policies and procedures in workflow as
well as technical data management involving the government's financial system.

NATUREOFWORKINTHISCLASS:
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(A) Four (4) years of experience as a Financial Management Analyst IVand graduation
from a recognized college or university with a Bachelor's Degree in Public or Business
Administration, or closely related field; or

MINIMUMEXPERIENCEANDTRAINING:

Abilityto communicate effectively, orally and in writing;

Abilityto work effectively with the public

Supervise, execute and manage budgets for department/agencies exempted from the
oversight of the Bureau of Budget and Management Research (BBMR);

Represent the division at executive meetings, legislative public hearings, and judicial court
hearings related to accounting topics and issues;

In depth knowledge of government procurement

In depth knowledge of the application of Governmental accounting principles and
procedures in relation to physical work flow and data flowwithin the financial
management system.

Abilityto make decisions in accordance with laws, rules and other program guidelines and
requirements

Abilityto interpret public laws and executive orders affecting the division and
create/update the Standard Operating Procedures (SOPs)and flow charts for approval by
the FinancialManager;

Abilityto learn and apply the principles and techniques of automating financial processes.

Proficient in the use of office equipment, computers, Microsoft OfficeSoftware, accounting
software or other similar products and the ability to learn new updates or versions of such
products.

MINIMUMKNOWLEDGE.SKILLSANDABILITIES:

Coordinates the set up of accounts and develop financial account structures in the
government financial system in accordance with current account tables and guidelines.

Directs the development of standard accounting forms and publications used in operations;
designs new forms and proposes revisions to existing forms and publications according to
the needs of the division.

Supervise the development and coordination of improvements to training programs for the
departments and agencies on the division policies and procedures and on use and
navigation of the government financial system. '
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Anthony C.Blaz
Director, Department of Administration

TOTALPOINTS:

ACCOUNTABILITY:

PROBLEMSOLVING:

KNOWHOW:HAYEVALUATION:

PPAYGRADE:

ESTABLISHED:

Possession of a valid Driver's License.

NECESSARYSPECIALQUALIFICATIONS:

(B) Any equivalent combination of experience and training in financial research and
analysis which provides the minimum knowledge, skills and abilities and a Master's
Degree in Public or Business Administration.
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