
Department  /  Agency DOA  Director's Office DOA  Treasury DOA Accounts Payable (pt 1) DOA  Accounts Payable (pt 2)

Newly
Appointed 
Custodian

Renewal of 
Designated 
Custodian

Assistant Treasurer 
manages the Petty 

Cash Fund

Treasury Cashier

Submit Direct 
Payment Request When Approved, Check is 

sent to TOG for signature 
and distribuaion

*Note: Currently in the testing 
phase of issuing debit cards in 

place of checks.

DOA  PETTY  CASH  ACTIVITY  - typical process flow 

Agency or 
Department  Head 

submits Request for 
Petty Cash Fund to 

DOA Director

DOA Director iReviews 
and Approves Requests 

for Petty Cash Fund

Treasurer of Guam 
initiates the Petty Cash 

Fund Custodian 
Request and Cash 

Distribution

Division of Accounts 
Receives Direct 

Payment Requests

Accountants Audit and 
Ages Direct Payment; 
as well as Establishes 

Vendor Numbers

Submit Request 
for Vendor 
Number

Transmit Vendor 
Info to Treasury

Remit Unused 
Cash to TOG 
Upon Closing
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Submit Cash 
Receipt with 
Supporting 

Documents to 
Division of 
Accounts

Assistant 
Treasurer of Guam

Accounting staff 
Reviews Direct 
Payment and 

Supporting Documents 
for Completeness 

Direct Payment is 
processed and posted 

to be reviewed by 
Supervisor

Document is 
forwarded to 

Accountants for 
Check Release

Direct Payment is 
Scheduled for Check 

Release

Payment Schedule is 
prepared and 
Check Write
is performed

Vendor Application 
is reviewed for 
completeness

Vendor Number is 
Exstablished

Check is Forwarded to 
DOA Director for 

approval
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