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January 8, 2021

DEPARTMEMT OF ADMINISTRATION ORGANIZATIONAL CIRCULAR NO.: 2021-009

To: All Line Agency and Department Heads
From: Director of Administration

Subject:  Standard Time Sheets

Buenas yan Hafa Adai!
Effective Pay Period Ending January 16, 2021, all Agency/Department Timekeepers with the
exception of Law Enforcement and Guam Fire personnel are required to submit the standard DOA
FIRM 400 timesheet. An example is attached as Attachment A.
Law Enforcement and Fire personnel should utilize the example at Attachment B.
Should you have any questions, please do not hesitate to call Ms. Betty M. Tayama, Payroll
Supervisor or Mr. Gilbert D. Galang, Chief Payroll Officer at DOA Payroll Branch at 475-1198 or
475-1195, respectively.
Si Yu'os Ma'ase,

EDWARLD'M. BIRN

Attachment

590 South Marine Corps Drive, ITC Building, Suite 224, Tamuning, Guam  P. O. Box 884, Hag3tiia, Guam 96932
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