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DEPARTMENT OF ADMINISTRATION ORGANIZATIONAL CIRCULAR NO.: 2021-015

To: All Line Department and Agency Heads

From: Director, Department of Administration

Subject: Drug-Free Workplace Program
RE: Journal Voucher and Object Class 271

Buenas yan Hafa Adal! All department/agencies are required to submit a Journal Voucher to the Drug
Free Workplace Coordinator prior to the scheduling of a drug test.

The requesting department/agency preparing the Journal Voucher is required to debit from an
appropriation account number from object class 271 and to be credited to the drug testing revenue
account number 329860602; thus any other object class identified will no longer be accepted. In addition,
the department/agency shall assign a control number to assist in the tracking of the Journal Voucher with
the Department of Administration. All journal voucher(s) must be submitted to the Human Resources
Division, Drug Free Workplace Coordinator, via e-mail, facsimile or physically delivered. For
confidentiality purposes, please do not attach a list of names or other information concerning individuals
to be drug tested.

Should you have any questions, you may contact the Human Resources Division, Drug Testing Section
at 475-1225/1123. Thank you for your cooperation on this matter.

EDWAR9’M. BIRN

I
Attachment

EDWARD M. BIRN
Director (Direktot)

590 South Marine Corps DriVe,ITC Building, Suite 224, Tamuning, Guam • P. 0. Box 884, Hagtña, Guam 96932
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