GUAM COMMUNITY COLLEGE
Resources, Planning and Facilities Committee
Agenda

Thursday, 09/15/2011
9:00 a.m.

Faculty Senate Office/ C2

1) Call to Order:

Attendance:
Name: Position: Email: Present:

M arsha Postrozny Faculty marsha.postrozny @guamcc.edu X
Clare Camacho Faculty clare.camacho@guamcc.edu X
Anthony San Nicolas  [Faculty anthony.sanni colas@guamcc.edu
Karen Sablan Faculty karen.sablan@guamcc.edu
Doris Perez Administration jose.quitugua@guamcc.edu
Carmen Santos Administration carmen.santos@guamcc.edu X
Reilly Ridgell Administration reilly.ridgell @guamcc.edu X
Michelle Santos Administration mi chelle.santos@guamcc.edu X
Elizabeth Duenas Staff eli zabeth.duenas@guamcc.edu X
Cheryl San Nicolas Staff cheryl.sannicol s@guamcc.edu X
Ariane Nepomuceno Student ariane.nepomuceno@guamcc.edu X
Emilio Medina Jr. Student emilio.medinajr@guamcc.edu X
Shian Aricheta Student shianmarie.aricheta@guamcc.edu X

2) Approval of Prior Minutes:

3) Old Business:
a. Financial Report
b. Facilities Report

1. Maintenance Cycle-preventive maintenance. Schedule around campus.

4) New Business:
a. Travel Policy Updates
b. Year-End Committee Reports

5) Open Discussion:
6) Next Meeting:

7) Adjournment:




GUAM COMMUNITY COLLEGE
Resources, Planning and Facilities Committee

Agenda

Monday, 10/03/2011

1:30 p.m.

Faculty Senate Office/ C2

1) Call to Order:

Attendance:
Name: Position: Email: Present:

M arsha Postrozny Faculty marsha.postrozny @guamcc.edu
Clare Camacho Faculty clare.camacho@guamcc.edu
Anthony San Nicolas  [Faculty anthony.sanni colas@guamcc.edu
K aren Sablan Faculty karen.sablan@guamcc.edu
Doris Perez Administration doris.perez@guamcc.edu
Carmen Santos Administration carmen.santos@guamcc.edu
Reilly Ridgell Administration reilly.ridgell @guamcc.edu
Elizabeth Duenas Staff elizabeth.duenas@guamcc.edu
Cheryl San Nicolas Staff cheryl.sannicols@guamcc.edu
Ariane Nepomuceno Student ariane.nepomuceno@guamcc.edu
Emilio Medina Jr. Student emilio.medinajr@guamcc.edu
Shian Aricheta Student shianmarie@hotmail.com

2) Approva of Prior Minutes:

3) Old Business:

a. Financial Report
b. Facilities Report
1. Maintenance Cycle-preventive maintenance. Schedule around campus.

4) New Business:

a. Travel Policy Updates

5) Open Discussion:

6) Next Meeting:

7) Adjournment:




GUAM COMMUNITY COLLEGE

Resources, Planning and Facilities Committee

Agenda
Monday, 10/31/11
1:30pm.
Faculty Senate Office / C2

1) Call to Order:

Attendance:

Name: Position: Email: Present:
Marsha Postrozny Faculty marsha.postrozny@guamcc.edu
Clare Camacho Faculty clare.camacho(@guamec.edu
Karen Sablan Faculty karen.sablan{@guamcc.edu
Anthony San Nicolas | Faculty anthony.sannicolas@guamcc.edu
Doris Perez Administration jose.quitugua@guamce.edu
Carmen Santos Administration carmen.santos@guamecc.edu
Reilly Ridgell Administration reilly.ridgell@guamcc.edu
Michelle Santos Administration michelle santos@guamec.edu
Elizabeth Duenas Staff elizabeth.duenas@guamcc.edu
Cheryl San Nicolas Staff cheryl.sannicols@guamce.edu
Ariane Nepomuceno | Student ariane.nepomuceno@guamecc.edu
Shian Aricheta Student shisnmarie@hotmail.com

2) Approval of Prior Minutes: 10/03/11

3) Old Business:

a. Financial Report
b. Facilities Report

1. Maintenance Cycle-preventive maintenance. Schedule around campus.
c. Travel Policy Updates

4) New Business:

a. Replacement of Plastic Bottle vending machine

5) Open Discussion:
~ 6) Next Meeting:

7) Adjournment:



GUAM COMMUNITY COLLEGE

Resources, Planning and Facilities Committee

Agenda

Monday, 11/14/11

2:00p.m.

Faculty Senate Office / C2

1) Call to Order:

Attendance:

Name: Position: Email: Present:
Marsha Postrozny Faculty marsha.postrozny(@guamec.edu
(Clare Camacho Faculty clare.camacho(@guamcc.edu
Karen Sablan Faculty karen.sablanf@guamece.edu
Anthony San Nicolas | Faculty anthony.sannicolas@guamcc.edu
Doris Perez Administration jose.quitugua@guamec.edu
Carmen Santos Administration carmen.santos@guamec.edu
Reilly Ridgell Administration reilly ridgell@guamcc.edu
Gina Tudela Administration virginia.tudela@guamcc.edu
Elizabeth Duenas Staff elizabeth.duenas@guamec.edu

Cheryl San Nicolas Staff

cheryl.sannicolst@euamece.edu

Ariane Nepomuceno Student

ariane.nepomuceno@guamcc,edu

Shian Aricheta Student

shianmarie@hotmail.com

2) Approval of Prior Minutes: 10/31/11

3) Old Business:
a. Financial Report
b. Facilities Report

1. Maintenance Cycle-preventive maintenance. Schedule around campus.

c. $25 lost key fee

4) New Business:
a. Draft 5-year financial plan

5) Open Discussion:
6) Next Meeting:

7) Adjournment:




GUAM COMMUNITY COLLEGE
Resources, Planning and Facilities Committee

Agenda
Monday, 12/05/11
2:00p.m.

Faculty Senate Office/ C2

1) Cadl to Order:

Attendance:
Name: Position: Email: Present:

Marsha Postrozny Faculty marsha. postrozny@guamcc.edu
Clare Camacho Faculty clare.camacho@guamcc.edu
Karen Sablan Faculty karen.sablan@guamcc.edu
Anthony San Nicolas | Faculty anthony.sannicol as@guamcc.edu
Doris Perez Administration jose.quitugua@guamcc.edu
Carmen Santos Administration carmen.santos@guamcc.edu
Reilly Ridgdll Administration reilly.ridgell @guamcc.edu
GinaTudela Administration virginia.tudela@guamcc.edu
Elizabeth Duenas Staff elizabeth.duenas@guamcc.edu
Cheryl San Nicolas Staff cheryl.sannicols@guamcc.edu
Ariane Nepomuceno | Student ariane.nepomuceno@guamcc.edu
Shian Aricheta Student shianmarie@hotmail.com

2) Approval of Prior Minutes: 11/14/11

3) Old Business:

a. Financial Report
b. Facilities Report
1. FY CIP
2. Maintenance Cycle -Preventive Maintenance & Inspection. Schedule
around campus.
3. $25 lost key fee
4. Draft 5-Year Strategic Plan

4) New Business:

a. Additional FY 12 CIP: Culinary Kitchen and SPCC

5) Open Discussion:

6) Next Meeting:

7) Adjournment:




GUAM COMMUNITY COLLEGE
Resources, Planning and Facilities Committee

Agenda
Thursday, 01/26/12

9:00 am.
Faculty Senate Office/ C2

1) Cadl to Order:

Attendance:
Name: Position: Email: Present:

Marsha Postrozny Faculty marsha postrozny@guamcc.edu
Clare Camacho Faculty clare.camacho@guamcc.edu
Karen Sablan Faculty karen.sablan@guamcc.edu
Anthony San Nicolas | Faculty anthony.sannicol as@guamcc.edu
Doris Perez Administration jose.quitugua@guamcc.edu
Carmen Santos Administration carmen.santos@guamcc.edu
Reilly Ridgell Administration reilly.ridgell @guamcc.edu
GinaTudela Administration virginia.tudela@guamcc.edu
Elizabeth Duenas Staff elizabeth.duenas@guamcc.edu
Cheryl San Nicolas Staff cheryl.sannicol s@guamcc.edu
Ariane Nepomuceno | Student ariane.nepomuceno@guamcc.edu
Emilio Medina Student emilio.medingjr@guamcc.edu

2) Approval of Prior Minutes: 12/05/11

3) Old Business:

a. Financial Report

b. Facilities Report
1. FY CIP

2. Maintenance Cycle -Preventive Maintenance & Inspection. Schedule

around campus.

3. $25 lost key fee

4. Additional FY 12 CIP: Culinary Kitchen $26,000 and SPCC $7,600

4) New Business:

a. Draft- Updated Marketing Plan

5) Open Discussion:

6) Next Meeting:

7) Adjournment:




GUAM COMMUNITY COLLEGE
Resources, Planning and Facilities Committee

Agenda
Tuesday, 01/31/12
1:30 p.m.

Faculty Senate Office/ C2

1) Cadl to Order:

Attendance:
Name: Position: Email: Present:

Marsha Postrozny Faculty marsha. postrozny@guamcc.edu
Clare Camacho Faculty clare.camacho@guamcc.edu
Karen Sablan Faculty karen.sablan@guamcc.edu
Anthony San Nicolas | Faculty anthony.sannicol as@guamcc.edu
Doris Perez Administration jose.quitugua@guamcc.edu
Carmen Santos Administration carmen.santos@guamcc.edu
Reilly Ridgdll Administration reilly.ridgell @guamcc.edu
GinaTudela Administration virginia.tudela@guamcc.edu
Elizabeth Duenas Staff elizabeth.duenas@guamcc.edu
Cheryl San Nicolas Staff cheryl.sannicols@guamcc.edu
Ariane Nepomuceno | Student ariane.nepomuceno@guamcc.edu
Emilio Medina Student emilio.medingjr@guamcc.edu

2) Approva of Prior Minutes:

3) Old Business:

4) New Business:

a FY2013 Budget

5) Open Discussion:

6) Next Meeting:

7) Adjournment:




GUAM COMMUNITY COLLEGE

Resources, Planning and Facilities Committee

Agenda
Wednesday, 03/07/12

8:00 am.
Faculty Senate Office/ C2

1) Cadl to Order:

Attendance:
Name: Position: Email: Present:

Marsha Postrozny Faculty marsha.postrozny @guamcc.edu
Clare Camacho Faculty clare.camacho@guamcc.edu
Karen Sablan Faculty karen.sablan@guamcc.edu
Anthony San Nicolas | Faculty anthony.sannicolas@guamcc.edu
Doris Perez Administration jose.quitugua@guamcc.edu
Carmen Santos Administration carmen.santos@guamcc.edu
Reilly Ridgdll Administration reilly.ridgell @guamcc.edu
GinaTudela Administration virginia.tudela@guamcc.edu
Elizabeth Duenas Staff elizabeth.duenas@guamcc.edu
Cheryl San Nicolas Staff cheryl.sannicol s@guamcc.edu
Butga Diana Masga Student butgadi ana.masga@guacc.edu
Emilio Medina Student emilio.medinajr@guamcc.edu

2) Approva of Prior Minutes: 01/26/12 & 01/31/2012

3) Old Business:

a. Financial Report
b. Facilities Report
1. Fy 2011 CIP
2. FY 2012 CIP

3. $25lost key fee

. Tuition Waiver

C
d. FY13 NAF Budget

4) New Business:

a. Facility Master Plan
b. Travel Policy Questions

5) Open Discussion:
6) Next Meeting:

7) Adjournment:




GUAM COMMUNITY COLLEGE

Resources, Planning and Facilities Committee

Agenda

Wednesday, 05/02/12

1:00a.m.

Faculty Senate Office / C2

1} Call to Order:

Attendance:
Name: Position: Email: Present:

Marsha Postrozny Faculty marsha.postrozny(@guamecc.edu
Clare Camacho Faculty clare.camacho(@guamcc.edu
Karen Sablan Faculty karen.sablan@guamcc.edu
Anthony San Nicolas | Faculty anthony.sannicolas@guamcc.edu
Doris Perez Administration jose.quitugua@guamce.edu
Carmen Santos Administration carmen.santos(@guamcc.edu
Reilly Ridgell Administration reilly.ridgell@guamec.edu
Gina Tudela Administration virginia.tudela@guamcc.edu
Elizabeth Duenas Staff elizabeth.duenas@guamecc.edu
Cheryl San Nicolas Staff cheryl.sannicolas@guamcc.edu
Ariane Nepomuceno | Student ariane.nepomuceno(@guamecc.edu
Emilio Medina Student emilio.medinajr@guamecc.edu
ButgaDiane Masga Student Butgadiana.masga90(@gmail.com

2) Approval of Prior Minutes: 03/07/12

3) Old Business:

a. Financial Report
b. Facilities Report
1. FY 2011 CIP
2. FY 2012 CIP
c. Tuition Program Benefit
d. GCC Campus Master Plan

4) New Business:

a. Fiscal Conservation

5) Open Discussion:

0) Next Meeting:

7} Adjournment:




GUAM COMMUNITY COLLEGE
Resources, Planning and Facilities Committee
Meeting Minutes
Thursday, September 15, 2011

09:00 am.
Faculty Senate Office/ C2

1) Cadl to Order: @ 09:08 am.

Attendance:
Name: Position: Email: Present:

Marsha Postrozny Faculty marsha.postrozny@guamcc.edu X
Clare Camacho Faculty clare.camacho@guamcc.edu X
Anthony San Nicolas | Faculty anthony.sanni col as@guamcc.edu
Karen Sablan Faculty karen.sablan@guamcc.edu
Doris Perez Administration doris.perez@guamcc.edu
Carmen Santos Administration carmen.santos@guamcc.edu X
Reilly Ridgdll Administration reilly.ridgell @guamcc.edu X
Michelle Santos Administration michelle.santos@guamcc.edu X
Elizabeth Duenas Staff eli zabeth.duenas@guamcc.edu X
Cheryl San Nicolas Staff cheryl .sannicol s@guamcc.edu X
Ariane Nepomuceno | Student ariane.neopmuceno@guamcc.edu X
Emilio Medina Jr. Student emilio.medinajr@guamcc.edu X
Shian Aricheta shianmarie.aricheta@guamcc.edu X

2) Approval of Prior Minutes: 04/28/2011: vote to approve with changes noted; all in favor, no one
opposed.

3) Old Business:
a. Financial Report: C. Santos discussed the attached report

Vi.

Vii.

As of 09/14/2011, the College has received 57% (FY 11) of its requested allotments.

Note on the MDF estimates of projected revenues for the year. Based on the last screen shot C.
Santos received on August, GCC expectsto receive atota of approximately 1.1 million. So, even if
the Legislature or the MDF has appropriated 2.7 million based on anticipated revenues it will only
be around 1.1 million.

Appropriations for FY 11 have been received as noted. Current monthly expenditures are as follows:
Monthly payroll with benefits; $1,100,000, Utilities; $110,000, and Contractual Maintenance;
$50,000. Expected to received 1.1 million

GCC continuesto follow up on release of funding not only from DOA, DOI, grants and subgrants.
ARRA projects completed include Photovotaics Parking lot lights, AH PV Project, Bldg. D. ARRA
projects currently ongoing include the Generator (delayed) no date of completion, Risers/Sprinklers
for Bldg. 500/600 (are expected to be completed by 10/19/2011) and Student Center slated to be
completed by late October early November. The Foundation Building project is ongoing with an
initial completion date of Feb. 2012, but due to structural issues new completion date is May 2012.
The campus wide painting project is expected to be awarded by the end of the month. Parking lot
near shooting range is scheduled to be completed by November 2011.

Still working with Doris on the GEO light retrofit project. GCC will be awarded an additional
$500,000 for the PV for Student Center and Foundation Building from GEO.

Currently the Finance and Administration Division is working on closing out the books for the year
end and rapping up for the audit. Pell grants for Summer 2011 have been released and Fall 2011



checks expected to be released no later than end of October 2011.
viii. Budgetsfor FY 12 are expected to be loaded no later than 10/15/2011, and MM will start accepting
requisitions on 10/15/2011 as well.

b. Facilities Report: C. Santos reports that she mentioned some of the major buildings and that they have
been working on some of the approved projects listed on last year CIP list.

4) New Business:

a. Travel Policy- C. Santos reports that she received the travel policy draft and the trip report form. These
documents are to be included with the travel policy so it will become an institutional trip report form. There
are many issues with price quotes from airline companies. C. Santos has spoken to Continental Airlinesto
allow atwo week leave time to purchase the ticket. All is being worked on for travel policy revisions. C.
Santos has made some changes and will email the draft to committee members to view before next meeting
for further discussion.
b. Year-End Committee Reports —tabled. C. Santos will provide copy next meeting date.
c. Student Representative reports the following events:

1. Fal Festival, September 15, 2011.

2. Congtitution Day, September 17, 2011.

5) Open Discussion:
none

6) Next Meeting: September 29, 2011 @ 10:00 am.

7) Adjournment: C. Camacho motioned to adjourn @ 9:50a.m. M. Santos seconded.



RPF
FINANCIAL STATUS UPDATE

September 14, 2011

e Asof 9/14/11, the College has received 57% (FY11) of its requested allotments. The
breakdown is below:

FY %
2011 Percent Appr
Requested

Revised Less
Appropriations Appropriation Appropriations Adjustment Received Received Rec'd.
General Fund 12,841,257 12,456,019 12,456,019 7,266,014 58% 57%
LPN 742,166 719,901 719,901 539,928 75% 73%
MDF 3,059,265 2,753,339 2,753,339 688,333 25% 22%
Hay Study
Allotment 108,732 108,732 108,732 108,732 0% 0%
TAF 24,154 21,739 21,739 21,739 100% 90%
Totals 16,775,574 16,069,728 16,059,730 8,624,746 54% 51%

* Appropriations for FY11 have been received as noted above. Current monthly
expenditures are as follows:

o Monthly payroll with benefits $1,100,000
o Utilities $ 110,000
o Contractual Maintenance $ 50,000
o  GCC continues to follow up on release of funding not only from DOA, DOI,grants and
subgrants.

* ARRA projects completed include Photovotaics Parking lot lights, AH PV Project, Bldg.
D. ARRA projects currently ongoing include the Generator, Risers/Sprinklers for Bldg.
500/600 and the Student Center. The Foundation Building project is ongoing with an
initial completion date of Feb. 2012, but due to structural issues new completion date is
May 2012. The campus wide painting project is expected to be awarded by the end of the
month.

o  Still working with Doris on the GEO light retrofit project. GCC will be awarded an
additional $500,000 for the PV for Student Center and Foundation Building from GEO.

o Currently the Finance and Administration Division is working on closing out the books
for the year end and ramping up for the audit.. Pell grants for Summer 2011 have been
released and Fall 2011 checks expected to be released no later than end of October 2011,

¢ Budgets for FY12 are expected to be loaded no later than 10/15/11, and MM will start
accepting requisitions on 10/15/11 as well.



GUAM COMMUNITY COLLEGE
Resources, Planning and Facilities Committee
Meeting Minutes
Monday, October 03, 2011

1:30 p.m.
Faculty Senate Office/ C2

1) Cdl to Order: @ 1:30 p.m.

Attendance:
Name: Position: Email: Present:

Marsha Postrozny Faculty marsha.postrozny@guamcc.edu X
Clare Camacho Faculty clare.camacho@guamcc.edu X
Anthony San Nicolas | Faculty anthony.sanni col as@guamcc.edu
Karen Sablan Faculty karen.sablan@guamcc.edu
Doris Perez Administration doris.perez@guamcc.edu X
Carmen Santos Administration carmen.santos@guamcc.edu X
Reilly Ridgdll Administration reilly.ridgell @guamcc.edu X
Elizabeth Duenas Staff elizabeth.duenas@guamcc.edu X
Cheryl San Nicolas Staff cheryl.sanni colas@guamcc.edu
Ariane Nepomuceno | Student ariane.neopmuceno@guamcc.edu X
Emilio Medina Jr. Student emilio.medinaj r@guamcc.edu
Shian Aricheta Student shianmarie.aricheta@guamcc.edu

2) Approval of Prior Minutes: 09/15/2011: motion to approve with changes noted; all in favor, no one
opposed. Motion passed unanimously.

3) Recital of GCC Mission Statement

4) Old Business:
a. Financial Report: C. Santos discussed the attached report.

Vi.

Vii.

Recelved additional monies for the past couple of weeks ($690, 000 from MDF account which
brought us up to 1.3 million and $519,000 from TAF). 10% set aside for TAF and 3% set aside on
the LPN guidance has been released. Supposed to receive $22,000 on MDF and $2,400 on the TAF.
As of 09/30/2011, the College has received 59% (FY 11) of its requested allotments.

Appropriations for FY 11 have been received as noted. Current monthly expenditures are as follows:
Monthly payroll with benefits; $1,100,000, Utilities; $110,000, and Contractual Maintenance;
$50,000. Expected to received 1.1 million

GCC continuesto follow up on release of funding not only from DOA, DOI, grants and subgrants.
ARRA projects completed include Photovotaics Parking lot lights, AH PV Project, Bldg. D. ARRA
projects currently ongoing include the Generator, Risers/Sprinklers for Bldg. 500/600 and Student
Center. The Foundation Building project is ongoing with an initial completion date of Feb. 2012,
but due to structural issues new completion date is May 2012. The campus wide painting project is
expected to be awarded. VOIP System has been cancelled, but will be a budget priority for FY 2011.
ARRA projects have been encumbered.

Still working with Doris on the GEO light retrofit project. GCC will be awarded an additional
$500,000 for the PV for Student Center and Foundation Building from GEO.

Currently the Finance and Administration Division is working on closing out the books for the year
end and ramping up for the audit. Pell grants for Summer 2011 have been released and Fall 2011
checks expected to be released no later than end of October 2011.



viii. FY12 Budget law shows a 6% ($1,058,397) overall decrease from FY 11 appropriations; GF 2%
increase from $13,716,309 to $14,028,729 and MDF 45% decrease from $3,059,265 to $1,688,448.

b. Facilities Report: D. Perez discussed the attached report.
i. R. Ridgel requestsfor apolicy on bicycle racks to be created.
ii. Wheelchair ramps will begin at building 300.
iii. Walkways still pending a purchase order, by this week or early next week.
iv. Pavilion, instead of GCC designing this project, the construction company will. To continue and roll
over $500 to FY2012.
v. C. Camacho makes amotion for P1.1 to continue as a project and to rollover to the new fiscal year.
Seconded by R. Ridgell, no one oppose. Motion passed unanimously.
vi. A. Nepmuceno will look into student center lounge capacity.
vii. D. Perez will work on the fiscal year 2012 projects with J. Quitugua and provide a copy by next RPF
meeting.
viii. C. Camacho makes a motion for the P1.13 budget to be rolled over. Seconded by R. Ridgell. No one
opposed. Motion passed unanimously.
iX. Campus painting is pending final approval of apprenticeship program. It went out to bid;
requirement is to include at least one student in the apprenticeship program.

4) New Business:

a. Travel Policy & Procedures - has been reviewed and discussed page by page. Changes were made, but
tabled needs more research on the following issues: first check in baggage, why is there a requirement
for flight insurance? If there is arequirement for GCC students, admin leave on the dates that should be
specified on the admin leave, President and Vice Presidents 125% per diem, flex time policy, and
payback provision.

b. Student Representative reports the following events:

1. Fal Festival, September 15, 2011.
2. Congtitution Day, September 17, 2011.

5) Open Discussion:
PDRC record keeping form and signatories.

6) Next Meeting: October 31, 2011 @ 1:30 p.m.

7) Adjournment: R. Ridgell motioned to adjourn @ 3:10 p.m. C. Camacho seconded.



RPF & CGC
FINANCIAL STATUS UPDATE

September 30, 2011

As of 9/30/11, the College has received 59% (FY11) of its requested allotments. The
breakdown is below:

FY 2011 Percent % Appr
Requested
Revised Less

Appropriations Appropriation Appropriations Adjustment Received Received Rec'd.
General Fund 12,841,257 12,466,018 12,456,019 7,785,015 63% 61%
LPN 742 166 719,901 719,901 539,928 75% 73%
MDF 3,059,265 2,753,339 2,753,339 1,376,668 50% 45%
Hay Study
Allotment 108,732 108,732 108,732 108,732 0% 0%
TAF 24,154 21,739 21,739 21,739 100% 90%

Totals 16,775,574 16,069,729 16,059,730 8,832,082 61% 59%

Appropriations for FY11 have been received as noted above. Current monthly
expenditures are as follows:

© Monthly payroll with benefits $1,100,000
o Utilities $ 110,000
o Contractual Maintenance $ 50,000

GCC continues to follow up on release of funding not only from DOA, DOI,grants and
subgrants.

ARRA projects completed include Photovotaics Parking lot lights, AH PV Project, Bldg.

D. ARRA projects currently ongoing include the Generator, Risers/Sprinklers for Bldg.
500/600 and the Student Center. The Foundation Building project is ongoing with an
initial completion date of Feb. 2012, but due to structural issues new completion date is
May 2012. The campus wide painting project is pending award.

Still working with Doris on the GEO light retrofit project. GCC will be awarded an
additional $500,000 for the PV for Student Center and Foundation Building from GEO.
Currently the Finance and Administration Division is working on closing out the books
for the year end and ramping up for the audit.. Pell grants for Summer 2011 have been

released and Fall 2011 checks expected to be released no later than end of October 2011.

Budgets for FY'12 are expected to be loaded no later than 10/15/11, and MM will start
accepting requisitions on 10/15/11 as well.

FY12 Budget law shows a 6% ($1,058,397) overall decrease from FY11 appropriations;
GF 2% increase from $13,716,309 to $14,028,729 and MDF 45% decrease from
$3,059,265 to $1,688,448.



CAPITAL IMPROVEMENT PROJECTS - FY11

PRIORITY 1 - FUNDING REQUEST

PLi A/C - Replace dilapidated condenser and evaporator units on 36.500.00 36.500.00 Inventory of A/C condensers and evaporator units and
: campus. 30.2051G7.7230.66 = T | field visit completed; Write-up (Scope) approved 9/2/11.
BASE COLUMNS @ Bldg 900 - Repair necessary to COMPLETED June 30, 2011; PO1101503 issued to
Pi.z strengihen the inteprity of bldg. used by Welding and Body 10,006.00 6.00 AMI Builders 6/30/11
Shop and includes a 2nd level elassroom. 30.2051G8.7230.66
P13 BICYCLE RACKS - Provide racks (single sided, 5-space) at 10.000.00 0.00 PO issued to DERO 6/30/11; items arrived Septeniber
’ 10 designated focations, 30.2051E6.7230.66 AR (30, 2011,
DOORS @ Bldgs. A, B, & D - Replace detericrated door 5 . . _— . 1.
P14 jambs and enhance visibility of studenfs entering and exiting 21,000.00 .00 ;; ];IZOéI issued to AMI Builders 9/20/11; 120 calendar
classroom. 30.2051G9.7230.66 ¥s:
FENCE @ GATE #4 - Replace fence at ponding basin o . m__
P1.5 30.2051E7.7230.66 1,500.00 0.00| COMPLETED June 3, 2011 - Issued 10 AMI Builders
RESTROOMS @ Bldg A - Renovate Men and Women's P1102062 issued to HangKang 9/20/11; 120 calendar
PLE | estrooms. 30.2051C8.7230.66 30.000.000  4150.00),
RAIN GUTTER @ Bldg 300 - Replace deteriorated and leaky rain o
gutters (west side) that leak during inclement weather, Additional
maintenance cost continues are incurred because of water-logged e }
P17 ceiling tiles and rusting of ceiling tile ruaners; preventive measures 4,000.00 6.00 COMPL}.:TLD Tanvary 20, 2011 - Issued to HangKang
- . . Corporation
dore to keep wet ceiling materials from falling on students and
other personnel. Hangkang completed East side.
30.2651E8,7230.66
WALL @ Blde. 1000 - Repair wall to prevent water from P1102060 issued to Asia Pacific International 9/15/11;
P1.8 leaking onto stairway causing an environment whereby 15,000.00 6,865.00 120 calendar days
students and faculty may slip or fall. 30.2051GA.7230.66 4
WHEELCHAIR RAMPS - Construct ramps at all existing
P19 walloway, stairway/steps & install ADA compliant railings to 15.000.00 5.260.00 P1102063 issued to HangKang 9/20/11; 60 calendar
: provide safe passage for disabled students and other personnel T U days; to address Building 300's ADA issues
30.2051B7.7230.66
WATER TANK & Pump House @ Bldg 400 - Renovate 30K . .
PL.10 tank & relocate tank o Water Pump House. 35,000.00 6.00 gaO] 101304 issued to HangKang 7/1/11; 141 calendar
30.2051E9.7230.66 -
EZQLII!{S?Y:;:SI.;Pr‘(:,:f{enzzg;ssild ‘;ﬁ”;:\gl i Es}z:():[%:sﬁhtso?rtom Pending PO to Asia Pacific International Ine.; Notice of
P1.11 . p ? .g ry P . 50,000.00 0.08(Intent given - pending submittal of required documents;
slipping and falling when traversing between buildings and 120 calendar davs
classrooms. 30.2051GB.7230.66 Y
WINDOWS @ Bldg 500 - Repiace windows and frames P1102064 issued to Asia Tiger Construction 9/16/11:
> ]
12 136,205 1EA.7230.66 A0,000.001  I5,10000), 1 - tendar days
UST TE Idg. 600 - Inst ten i . .
g?{:; ; Shsc?( Sto ?ﬁ\%fstugdentg fronf ifi:;:uszlfoen:;;]ic Field visit & write-up by 5/30/2011, NOTE: Pending
’1.13 fpentry op top . & S10P | 150,000.00| 117,374,91)|Environmental Health & Safety Administrator's
dust and particulates during classroom and shop activities, . nendati
30.2051C9.7230.66 reeomimendations.
Project will be replaced if the Pre-Mitigation grant
T 7T CIFAVILLION - Expattd ditiiiig aéd (eiclose 20X 2090~ 1 - oo e — e proposal is fiot approved; pridrify & fo resolve slippery
'1.14 accommodate more students and faculty especially during 60,000.00 58,650.00| walkways and health/safey issues related to buildings
inclement weather. 100, 200, and 300. Field visit & write-up pending the
result of grant proposal to complete by 6/30/2011.




GUAM COMMUNITY COLLEGE
OJECTS -
. J

. mp

1 Student Center - Asanuma 90% complete [Expected Completion Date - ECD - 11/30/1 1JARRA funds - $4,188,934; Ribbon cutting mm\o:m
. " |23% Complete - Renovation - $3,598,000 w/ BCD 27173017, 37% Complete - Parking Lot - $335,046 with ECO11/2/11 (48
2 Foundation Renovation - Orion stalls); USDA loan submitted 7/11 for $3.5M; Anticipate a Change Order to address second floor cracks and joist replacement
. R e approx $200K; Approved Change Directive to address 2nd floor issues. . . !
0, ~ : _ s _ . N
3 Generator B, € & D - Kinden 55% complete - No extension to be granted IMTM 4/18] [ECD - 9/30/2011]; ARRA funds $539,273; Humuqsnsﬁ Application #2
and #3 approved and processed; !
4 Photovoltaic AHC - Pacific Sofar & Photovoltaic OOKvb”m%mU May M@: - $232,750; Punch list submitted (5/16/11) pending corrections & TRMA's inspectiorf; Final Payment
Application was submitted 3
" ) _ . _ 7. . H . i
5 Photovoltaic Parking Lot - Pacific Green Integrated ﬂogmhnamd mﬂuﬂ.mawo_‘ 201H[ECD - 9/2011]; ARRA funds - $491,633; zones tested August 2011; Pending m::ow Hst and
final Payment Application !
| ]
6 Sprinkler System Bldgs 500 & 600 - Midong 55% Complete; ARRA funds - $150,208; Notice of Intent to Award sigried [ECD - 9/19/11) u
{
s R B —— — ;
COMPLETED December 2010 - $4,500,991; continue to monitor unstable humidity and temperature; addressing leaks (walls)
7 LRC - Asanuma .
due to heavy leaks; 2 light bulbs need to be replaced i
o T T TRMA recommended final payment (12/8/ 10); Noel Quogana (CoreTech) aware of items in question (1. mm&smmumm:r 2. o
8 AHC - Core Tech International bubbling paint, 3. defective splash board in restrooms, 4. tripping corridor light control, and 5. noisy fire pump)z A/C, mold, and
. e o _|cracks were discussed with CoreTech representatives 9/7.
FEMA grant was not awarded pending A&E [MTM 4/19/11]; BOT Resolution approved up to $440,000 (4/19/41) for renovation
9 Renovation 100/200 & LEED design of Bldg 200. TRMA to complete A&E by May/June for 1st floor; FEMA for 1st floor or Hquid T:w_ tax for 1st &
—— b e 2nd floor; approximate total cost $4.8M o —_— . o
1
10 Forensic Lab Facility DO funds for ALE ($359,300) secured; pending availability of funds :
e R e ;
]
11 Campus Pafnting ;

Pending approval of apprenticeship program i

T I— L}

i

B OHOE

fise

940 Processed 241 or26% | 224 or24%! 141 or 15% ;

826 Completed 199 or 24% 1201 or24% ] 134 or 16%

114 Oren 42 or37% | 23 or 23% ~ 19 or 17% .
Carpeniry  ceiling tiles, doors, tiles, painting
Misc set up (tents, classrooms, etc.), relocate, GSA, -
Electrical

outiet, lights, light bulbs, ballast, light fixtures, emergency lights , _



GUAM COMMUNITY COLLEGE
Resources, Planning and Facilities Committee
Meeting Minutes

Monday, October 31, 2011
1:30 p.m.

Faculty Senate Office/ C2

1) Cal to Order: @ 1:36 p.m.

Attendance:
Name: Position: Email: Present:

Marsha Postrozny Faculty marsha.postrozny@guamcc.edu X
Clare Camacho Faculty clare.camacho@guamcc.edu
Anthony San Nicolas  [Faculty anthony.sanni col as@guamcc.edu X
Karen Sablan Faculty karen.sablan@guamcc.edu X
Doris Perez Administration doris.perez@guamcc.edu X
Carmen Santos Administration carmen.santos@guamcc.edu X
Reilly Ridgell Administration reilly.ridgell @guamcc.edu
Virginia Tudela Administration virginia.tudela@guamcc.edu X
Elizabeth Duenas Staff elizabeth.duenas@guamcc.edu X
Cheryl San Nicolas Staff cheryl.sannicols@guamcc.edu
Ariane Nepomuceno  Student ariane.neopmuceno@guamcc.edu X
Emilio Medina Jr. Student emilio.medinajr@guamcc.edu X
ButgaDiane Masga Student butgadi ane.masga90@gmail.com X
Robin Roberson Guest robin.roberson@guamcc.edu X

2) Recital of GCC Mission Statement

3) Approva of Prior Minutes: 10/03/2011: vote to approve with changes noted; al in favor, no one
opposed, motion carried.

4) Old Business:

a. Financial Report: C. Santos discussed the attached report. BBMR Director sent out a letter to place the
15% (less than 2 %2 million) reserve on al funds. Certain agencies have been excluded. President Okada
asked speaker Won Pat to put together abill to exclude the educational institutions from the 15% hold. She
is also having a meeting with Governor Eddie Calvo regarding 15% reserve fund. 15% reserve fund is there
because the Government of Guam is aways over spending every year. MDF funds appropriated for
FY 2011 was 3 million, out of that there was a 10% set aside, so now we are down to 2.7%. MDF is based
on how many H2 workers are coming in. Pell grants have been processed and will be sent out in 2 weeks.

b. Facilities Report: D. Perez discussed the attached report. Discussions continued about the necessities of the
pavilion. Student representative researched the matter and students would rather see more benches than a
pavilion as a CIP project since the Student Center Lounge will be available. See attached, proposed CIP
FY 2012 Projects. Building D restroom toilets are not working (still under warranty, newly renovated). K.
Sablan asks for afeedback process to be developed for submitting arequest for CIP. D. Perez responded
that she would develop feedback process. Building 200 still needs renovations, when completed will be
moving to next building renovation (300, 400, and 500). Motion made by A. San Nicolas to approve the
FY 2012 CIP Projects, seconded by M. Postrozny. All in favor, no one opposed, motion carried.

c. Travel Policy Updates. Discussed and revised. C. Santos did research for the following issues and
concerns from last meeting:



o 125% per diem for administrators has been provided the actual GCA public law (see attached).
It is part of the governments travel law.

e GDOE insurance requirement, see attached GDOE fieldtrip requirements. GCC does not have
anything like thisin the travel policy. Law requirements are used for GDOE students because
students are under age. If the student is a GDOE student then thisinsuranceis required.

e Flex or Comp Time for staffs applies only to staffs. The administrative policy is on the MyGCC
website.

e Pay back provisionsisan administrative directive. RPF should make any recommendations. C.
Santos has discussed the issue with President M. Okada. CGC needs to make recommendations
to the president on the following: student chaperones (payback policy), institutional
requirements (GED there isarequired travel on an annual basis), and federal grants. C. Santos
will add to the travel policy, “any request for exemptions to these directives must be madein
writing directly to the president via your supervisor.”

e Thefollowing issues were changed on the travel policy: justification for second travel baggage
must be business related, administrative leave should be from the time the travel begins until it
ends but the hours would be just the work hours (training for department chairs and
administrative assistants will be conducted).

e R. Robinson asks, how can he request for a change to be made in the policy (per diem)? Two
students and an instructor will be traveling from the 9" of November at about 7:00 am. and
arriving back on Guam at about 7:00 p.m. on the 14™ of November. According to the
interpretation on the travel policy athough they will be gone for 6 days they are only entitled to
5 days of per diem (based on how many midnights they are gone from Guam). Studentsraise the
funds and deposit it into the college and are asking for the 6 days of per diem. R. Robinson
suggests that when traveling on college business and gone for number of days you expect to
receive per diem for the number of daystraveled. CGC has discussed R. Robinson’ s issue and
agree that there is no reason for a change because the students can request for a reimbursement
(must present documents and receipts).

Motion by K. Sablan to approve the travel policy with changes noted, seconded by V. Tudela. All in favor,
no one opposed, motion carried. CGC has the authority to request for changes to be made on the travel

policy.

5) New Business:
a. Replacement of Plastic Bottle vending machine. Students have requested, instead of cans to replace with
plastic bottle vending machines (recycling). Student request has been approved.
b. Request for facility keys. D. Perez requests for a change for the replacement key fee from $3.00 to
$25.00. Two reasons for thisisto help cover costs and for employees to be more responsible for their
keys. D. Perez motioned to modify and recognize the cost to replace keys from $3.00 to $25.00 as a
deterrent and also to phase in the office or building key system. Tabled for further discussion.

6) Open Discussion:
none

7) Next Meeting:
November 14, 2011 @ 2:00 p.m.

8) Adjournment: K. Sablan motioned to adjourn @ 3:54 p.m. V. Tudela seconded.



RPF & CGC
FINANCIAL STATUS UPDATE

October 31, 2011

o Asof 10/31/11, the College has received 64% (FY11) of its requested allotments. The
breakdown is below:

FY
2011 10/31/2011

Revised Requested % %

Appropriations Appropriation Appropriations  Less Adj. Received Rec’d.  Appr.
General Fund 12,841,257 12,456,019 12,456,019 8,304,016 67% 65%
£PN 742,166 719,901 719,901 539,928 75% 73%
MDF 3,059,265 2,753,339 2,753,339 1,835,558 67% 60%
Hay Study
Aliotment 108,732 108,732 108,732 108,732 0% 0%
TAF 24,154 21,739 21,739 21,739  100% 90%

Totals 16,775,574 16,059,729 16,059,730 10,809,973 67% 64%
FY 10/31/201
2012 1

Requested
Revised Less
Appropriatio  Appropriation Adjustmen % % Appr

Appropriations n S t Received Rec'd. Rec'd,
General Fund 13,299,517 11,304,589 942,048 0 0% 0%
LPN 705,058 599,299 49,042 0 0% 0%
MDF 1,688,448 1,435,181 119,598 0 0% 0%
TAF 24,154 20,531 20,531 0 0% 0%
Totals 16,717,177 13,359,600 1,132,120 0 0% 0%

o  Current monthly expenditures are as follows:

o Monthly payroll with benefits $1,100,000 (Adjunct paid in Oct/Dec)
o Utilities $ 110,000
o Contractual Maintenance $ 50,000

Currently reviewing maintenance contracts to look for reductions and cost savings.

e GCC continues to follow up on release of funding not only from DOA, DOI,grants and
subgrants.

e ARRA projects completed include Photovotaics Parking lot lights, AH PV Project, Bldg.
D. ARRA projects currently ongoing include the Generator, Risers/Sprinklers for Bldg.
500/600 and the Student Center. The Foundation Building project is ongoing with an
completion date of May 2012. The campus wide painting project has been awarded with
building painting completion by Mar. 15, 2011, final project completion by Apr. 24,
2014, Pending contract signing for MOU with GEO for $500K PV SC and FB projects.



Currently the Finance and Administration Division is working on closing out the books
for the year end and ramping up for the audit..

Budgets for FY12 are loaded, FY12 operations budget to be presented to the BOT at the
Thurs. 11/3/11 meeting.

FY12 Budget law shows a 6% ($1,058,397) overall decrease from FY11 appropriations;
GF 2% increase from $13,716,309 to $14,028,729 and MDF 45% decrease from
$3,059,265 to $1,688,448. BBMR issued a 15% reserve, which amounts to $2M.



GUAM COMMUNITY COLLEGE
CAPITAL IMPROVEMENT PROJECT FUNDING REQUEST

FY 2012

Project No. Project Title Description Budget Request
P12.1  [Lights ~ Energy Audit Replace and install $20,000
P12.2  |A/C ~ Energy Audit Replace and install $120,000

To prevent water from entering rooms causing water damage to ceiling
P12.3  |Replace metal sidings (Bldg. 300) and floor tiles and from seeping through wall joints and holes causing $35,000
rust and deterioration. Rooms 301, 302, 303/304, and 305,
P12.4 Remove and replace elastomeric coating (Bldg. To remove and replace elastomeric coating to address leaking roof $65.000
' 1000 - Technology Center). creating a safety/slip hazard. ’
To construct ramps and railings at existing walkway, stairway/steps
. and provide safe passage for students with disabilities and others who
Fl23  (Whsslchair ramps=Bldg:000 e/ must traverse between these buildings. (ADA concerns raised by ED 315,008
231 Class)
To remove and replace roof with 18 gauge roofing materials and install
elastomeric coating (Bldg 500). This building houses classrooms that
leak water from the roofs during inclement weather; water collecting in
P12.6 Remove and replace roof and install elastomeric  [the classrooms present slip and fall hazards to students and instructors $50.000
’ coating (Bldg 500). alike. Additional maintenance costs continue to be incurred because of ’
water-logged ceiling tiles and rusting of ceiling tile runners, as well as
preventive measures done to keep wet ceiling materials from falling on
students.
. ; To remove and replace roof coating installed several years ago that
Remove and replace elastomeric roof coating ; : ; ;
P12.7 (Bldg. 600) have now deteriorated. Leaks into classrooms exists causing concern $45,000
£ ' (slip & fall) to students and faculty during inclement weather.
4 install
PISR | Trodhi Hevepiarles and Benchies To replace receptacles and benches; procure and install 10 trash and 10 $15,000
benches
P12.9 Henlase doie ekt I(())O%hase in the replacement of lock sets at Bldg, 1000, 3000, and $15.000
To obtain a high lift mobile unit needed to maintain PV streetlights, air
S . . conditioners, typhoon shutters, and light fixtures located at GCC's 2-
P12.1 "high lift ; g . .
O |43 ghHR ol it story buildings (SSA, LRC) in a safe and efficient manner as well as Hall
areas that cannot be reached safely with a traditional ladder.
To modify 2nd floor of AHU Room (above Technology Center's
. stairwell) to prevent water condensation to leak into 1st floor of the
P21 [Modify 2nd FloorARU Room (Bldg 1000) hallway and stairs. Continuing problem of water leaking from AHU 310,000
create a slip hazard at 1st floor hallway and stairs.
P12.12  |Renovate restrooms, Bldg. 500/600. To address dilapidated restrooms in need of repairs. $40,000
Revised  GRAND TOTAL: $480,000
10/24/11 ) ?

Contingency Projects ~ pending cost estimates & funding

AWOWN =

Demolition Nurses Building

Renovation of MPA Restrooms

Energy Audit - Air conditioning (CIP11 1.1)
Energy Audit - Lights
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CHAPTER 23
GOVERNMENT TRAVEL LAW

§ 23101. Definitions.

§ 23102. Short Title.

§ 23103. Persons Authorized to Travel at Government Expense.
§ 23104. Per Diem Allowance.

§ 23105, Mileage Allowance,

§ 23106. Indirect Travel: Dependents.

§ 23107. Advancements. [Repealed]

§ 23108. Reporting and Accounting,

§ 23109. Rules and Regulations.

§ 23110. Limitation on Use of Travel Funds, [Repealed]
§ 23111. The Medical Referral Benefits Bank Act.

§ 23101. Definitions.
As used in this Chapter:

(a) Employee means an officer or employee of the Government,
including the Governor, Lieutenant Governor, members and attaches
of the Legislature and Judges.

(b) Per Diem Allowance means a daily flat rate of payment in
lieu of actual lodging and meal expenses.

(c) Travel expenses means necessary expenses incidental to
official government travel, excluding expenses for lodging and
meals.

SOURCE: GC § 6610.1 repealed/reenacted by PL. 15-58:1.
§ 23102. Short Title.
This Chapter may be cited as the Government Travel Law.
SOURCE: GC §6610.2
§ 23103. Persons Authorized to Travel at Government Expense.

The following are authorized to travel at government expense
while on official business:

(a) Employees;

(b) Dependents of employees while traveling incident to
recruitment, termination, or home leave;

COL 06112010



5 GCA GOVERNMENT OPERATIONS
CH. 23 GOVERNMENT TRAVEL LAw

(c) The spouse of the Governor, of the Speaker of the Legisla-
ture, and the Presiding Judge of the Superior Court, and spouses of
such other employees as may be provided by regulation; and

(d) Persons rendering service to the government.

SOURCE: GC § 6610.3. Reference to Chief Judge of the Island Court changed to
Presiding Judge of the Superior Court in accordance with PL. 12-85, Court
Reorganization Act.

§ 23104. Per Diem Allowance.

(a) Prior to departure, the employee shall receive an advance per
diem allowance equal to the number of days of authorized office travel
multiplied by the current per diem allowance rate provided by the
Federal government, contained in the Joint Travel Regulations, to its
employees for the respective travel destinations when engaged in official
business.

(1) 1If the employee is the Governor, Lieutenant Governor, a
member of the Legislature, a Judge, or a Mayor or Vice-Mayor, the
rates are One Hundred Thirty Percent (130%) of the basic per diem
rates;

(2) If the employee is an Executive Assistant or Special
assistant to the Governor, director or deputy director of any
department, or member of the board of directors or commission of
any aufonomous agency, authority, line agency (including the
Council of the Arts and Humanities), authority, or public
corporation, the rates are One Hundred and Twenty-five Percent
(125%) of the basic per diem rates.

{(b) Annually in March, the Governor for the Executive Branch and
all autonomous agencies and public corporations, the Presiding Judge of
the Superior Court for the Judicial Branch and the Committee on Rules
for the Legislative Branch shall establish a policy with regard to advance
payment for travel expenses. An employee may receive an advance
allowance for travel expenses.

(c) Within ten days following the return from official travel, an
employee may submit an itemized statement of account supported by
receipts, an affidavit, or both, of actual expenses incurred for lodging,
meals and travel expenses actually incurred on official business during
the period of official travel. If the advances of the per diem allowance

COL 08112010
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CH. 23 GOVERNMENT TRAVEL LAW

and fravel expenses allowance are less than the employee's actual
authorized expenses then he shall be reimbursed for the amount his
actual expenses exceeded the advance allowances.

(d) If the employee does not submit a statement of account, then he
shall submit an itinerary of his official travel within ten days of his
return. If the employee does not submit a statement of account, then he
shall not be paid any money in excess of the advance per diem
allowances and travel expense allowance. If the employee received an
excessive advance allowance, he shall reimburse the Government the
excessive amount at the time he submits an itinerary.

(e) The Governor, the Lieutenant Governor, Senators and Judges
may be reimbursed for expenses incurred in hosting appropriate persons
while conducting official business for the government of Guam. When
seeking reimbursement under this subsection, the official shall submit an
itemized statement of account of the actual expenses incurred and a brief
statement of the purpose for the meeting.

(f) The Director of Administration shall annually in March, in
accordance with the Administrative Adjudication Law, establish a
schedule of allowances for expenses of employees sent off-island for
training for more than 30 days. The provisions of subsections (a) through
(e) of this Section shall not apply to an employee who is off-island
receiving training for more than 30 days. Such an employee shall receive
prior to departure the allowance for his expenses according to the
schedule established by the Director of Administration. No report of
actual expenses shall be required of a person who spends more than 30
days off-island receiving training. Such an employee shall not be entitled
to reimbursement for actual expenses incurred even if they are greater
than his allowance.

(g) The provisions of this Chapter shall apply to all government of
Guam employees and board and commission members including, but not
limited to those of the executive, legislative and judicial branches,
autonomous agencies, authorities, and public corporations including, but
not limited to the Guam Economic Development Authority, Guam
Election Commission, Government House, Public Defender Corporation,
Guam Visitors Bureau, University of Guam, Public Utility Agency of
Guam, Guam Telephone Authority, Guam Housing and Urban Renewal
Authority, Guam Memorial Hospital Authority, Port Authority of Guam,
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Guam Housing Corporation, Guam Airport Authority, Guam Power

Authority, and dependents or spouses authorized to accompany the

employee on official travel.
SOURCE: GC § 6610.4 amended by P.L, 10-6, 11-73, 11-194; repealed/ reenacted
by PL. 15-58:2. Subsection (a) amended by PL. 15-125:14; amended by P.L. 20-
214:2; repealed and reenacted by PL. 20-224:12 (12/24/90); amended by P.L. 28-
068:1V:114 (Sept. 30, 2005). Subsection (f) amended effective January 1, 2006 to
replace “Civil Service Commission™ with “Director of Administration” pursuant to
P.L. 28-68:1V:45 (Sept. 30, 2005). Subsection (a)(1) amended by P.L. 30-101:24
(Mar. 12, 2010).

§ 23105. Mileage Allowance,

Persons authorized to travel at government expense shall, in
accordance with regulations and whenever such mode of transportation is
authorized or approved as more advantageous to the government, be paid
in lieu of transportation a maximum personal vehicle mileage allowance
rate equal to the mileage reimbursement rate provided by the Federal
government, contained in the Federal Travel Regulations, to its
employees for the use of personal vehicles when engaged on official
business.

SOURCE: GC § 6610.5. Amended by P.L. 14-119, PL. 15-87. Repealed and
reenacted by P.L. 21-14:19(b). Amended by P.L. 28-068:IV:113 (Sept. 30, 2005).

§ 23106. Indirect Travel & Dependents,

Indirect travel, and travel for dependents when accompanying
employees on official business other than travel provided under §
23103(b) of this Chapter may be authorized in accordance with
regulations, provided that any such travel is not at any additional expense
to the government.

SOURCE: GC § 6610.6.
§ 23107. Advancements,
[Repealed.}
SOURCE: Repealed by P.L.. 15-58:3,
§ 23108. Reporting and Accounting.

The Executive, Legislative and Judicial Branches of the
government of Guam shall each have exclusive jurisdiction and control
with regard to persons under their supervision or authority or cognizance
authorized to travel at government expense and in all matters relating to

06112010
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travel of dependents, allowances, provisions for travel authorization,
indirect travel, advancements (including recovery thereof), reporting and
accounting for expenditures, and reimbursements of expenses of such
persons. The members of the Legislature shall account to the Committee
on Rules of the Legislature as to their expenditure of travel funds
authorized by this Chapter in accordance with legislative rules and
regulations.

SOURCE: GC § 6610.8.
§ 23109. Rules and Regulations.

This Chapter may be implemented by rules and regulations to be
issued by the Governor with regard to the Executive Branch, by rules or
resolutions with regard to the Legislature, and by rules of the Judicial
Council with regard to the Judicial Branch.

SOURCE: GC § 66105,
§ 23110. Limitation on Use of Travel Funds.

[Repealed.]
SOURCE: Repealed by P.L. 21-42 Chapter V:16.

§ 23111. The Medical Referral Benefits Bank Act.

(a) Title. This Section may be cited and referred to as ‘The Medical
Referral Benefits Bank Act.'

(b) Medical Referral Benefits Bank Account. There is hereby
created within the government of Guam a fund for the banking of travel
mileage earned as a resuit of travel paid by the government of Guam.
This fund shall be known as the Medical Referral Benefit Bank Account
(the 'MRBBA') to be administered by the Department of Administration
for all government agencies, instrumentalities, autonomous agencies,
public corporations and branches of the government of Guam into which
shall be deposited all travel benefits which accrue to the government of
Guam employee or consultant by virtue of receiving travel authorization
payments.

(c) Definitions. For purposes of this Act the following words and
phrases are defined to mean:

(i) Account means the Medical Referral Benefits Bank Account
established under this Act.
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(ii) Accrued mileage means those miles accrued by a traveler
on a frequent flyer benefit program.

(iit) Employee means all persons employed within the govern-
ment of Guam, whether classified or unclassified, or full-time, part-
time, temporary or limited term basis; all elected officials, judges,
mayors and individual consultants.

(iv) Travel benefit means a program designed by an airline that
awards accrued mileage and benefit programs to its clients.

(d) Requirement.

(i) All employees of the Legislative, Judicia] and Executive
Branches, including, but not limited to, all autonomous and semi-
autonomous and those agencies, public corporations, the University
of Guam, the Guam Visitors Bureau, the Department of Education,
all elected officials and individual consultants of the government of
Guam, as well as non-government persons traveling at government
expense, shall, as a condition of receiving local or Federal monies
under a travel authorization (“TA’) contractual allotment for travel,
or any government of Guam monies, used directly or indirectly for
expenses incurred for official government travel, sign a waiver form
donating accrued mileage credits from any travel benefit on
whatever airline, into the 'MRBB Account.’ The executed waiver
form shall be required by the certifying officer of the respective
entity prior to the certification of the availability of the funds for
travel.

(ii) All employees of the Legislative, Judicial and Executive
Branches, including, but not limited to, all autonomous, semi-
autonomous and those agencies, public corporations, the University
of Guam, the Guam Visitors Bureau, the Department of Education,
all elected officials and individual consultants of the government of
Guam traveling in an official capacity shall be required to sign a
waiver form donating accrued mileage credits from any travel
benefit on whatever airline into the ‘MRBB Account’.

(e) Eligibility. The following persons are eligible for participation:

(i) patients and health care staff necessary for the transport of
patients being medically referred to be treated off Island,;

(if) patients under the Medically Indigent Program;

06112010
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(iii) all health care staff (physicians, nurses, technicians)
providing direct care to the patient being transported, as approved
by the Medical Director of Guam Memorial Hospital Authority.

Patient Eligibility shall be based upon:
(i) financial need;

(ii) lack of availability or required medical services on Guam;
and

(iii) urgency and severity of illness, as documented by an
attending physician.

(f) Authorized Use. The accrued mileage account shall be used to
send off-island medical referrals patients to the destination as determined
by the patient’s duly licensed physician with the concurrence of the
Guam Memorial Hospital Medical Director. Persons authorized to
withdraw from the Account shall be the Medical Referral Office
Manager and the Administrator of the Guam Memorial Hospital
Authority, or his/her designee.

(g) Membership. The government of Guam is hereby authorized to
become a member of the travel benefits program instituted by any and all
airlines serving Guam. All persons covered by this Act are required to
become members of travel benefit programs sponsored by any and all
airlines serving Guam, if required by the respective airlines, to satisfy the
purpose of this Act.

(h) Other Travel Benefits. All other travel benefits, including, but
not limited to, volume purchase discounts and accrued number of ticket
purchases for free flight benefits and promotional travel benefits shall be
accrued and used for the purpose of this Program. The Director of
Administration shall establish procedures for management of these
benefits and for distribution as requested by the Medical Referral Office
Manager or the Hospital Administrator, or his/her designee.

(i) Negotiation. For the purposes of this Act, the Director of
Administration may negotiate with any and all airlines serving Guam.

(i) Deposit of Benefits. All mileage accrued by a government of
Guam employee shall be deposited directly into the Account by the air
carrier no later than ninety (90) days afier the date of departure.

(k) Penalties. Violation of this Act shall result in the following;



5 GCA GOVERNMENT OPERATIONS
Ch. 23 GOVERNMENT TRAVEL LAW

(1) For those cited in Subsection (d) of this Act shall result in
forfeiture of government funded travel or any government expense,
including, but not limited to, salaries paid while off Island per diem,
for a period of one (1) year from the date of last travel.

(2) The Certifying Officer of the responsible government
department or agency identified in Subsection (d) of this Act shall
be individually or personally liable for the payment of any amounts
due on any of the official trips made under the provisions of the
Government Travel Law and shall be guilty of a petty misdemeanor.

(1) Indemnification. The government of Guam shall indemnify and
hold harmiess the participating airline(s) thereof for any loss subject to
an agreement, and provided that such loss is not a result of the
negligence of the airline(s). / Maga'lahen Guéhan is hereby authorized
to enter into such an indemnification agreement pursuant to this Section.

(m) Rules and Regulations. The Administrator of the Guam
Memorial Hospital and the Director of the Department of Administration
shall jointly promulgate rules and regulations within sixty (60) days from
the date of enactment providing for the implementation of this Program
on January 1, 1999. These rules and regulations shall include provisions
for non-compliance with this Act and shall provide for the determination
of eligibility as provided in this Act. The rules and regulations shall be
promulgated pursuant to Article 3, Chapter 9 of Title 5 of the Guam Code
Annotated, through the ddministrative Adjudication Law, Rule Making
Procedures.

SOURCE: Added by P.L. 24-276:2,

2009 NOTE: P.L. 28-045:10 (June 6, 2005) changed the name of the Department
of Education to the Guam Public Schoo! System. P.L. 30-050:2 (July 14, 2009)
reverted the name of the Guam Public School System to the Department of
Education.
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TRAVEL POLICY

It is the policy of the Board of Trustees that all college travel must be performed either for the
direct benefit of Guam Community College or to fulfill a real and legitimate obligation of the
College. With this in mind, departments shall exercise prudence in sponsoring all travel. This
especially includes travel for temporary, probationary, or retiring employees.

Off istand travel of faculty, staff, administrators, and students is to be approved by the President
prior o the travel. Travel of the Board of Trustees and the President is approved by the Board. A
narrative justification or other pertinent information (such as conference or workshop agendas) of
the travel must accompany the request. For special reasons, the President may approve more than
one person iraveling for the same purpose. After any off island travel, a trip report of the benefits
gained [rom the trip, a copy of the ticket, original boarding passes, and/or required receipts must be
turned in to the Business Office for reimbursement and close out processes within 10 days after
travel ends.

Student group travel can be an important part of ihe educational experience. Within the limits of
funds available, Guam Community College encourages such student travel. Plans for such travel
should be approved in advance with appropriate funding identified.

Gina Y. Ramos
Chairperson Board of Trustees

ATTESTED BY:

_{ Formatted: Highlight




TRAVEL PROCEDURES

- OFF ISLAND TRAVEL -

SUMMARY OF OFF ISLAND TRAVEL PROCEDURES

Approval of travel is done throngh a travel authorization form (TA). Travelers normally utilize
the most economical means of transportation. After return fram a trip, the traveler is to file a trip
report and a travel reimbursement form (FR). A traveler may be reimbursed for travel on a fiat
per diem basis or on an actual expenditure basis, depending on the duration of travel. Travelers
claiming actual expenditure reimbursement must reccive PRIOR approval.

TRAVEL AUTHORIZATION

OfT island travel is initiated at GCC by preparation of a travel authorization request at the
departmental level. This should then be approved by the appropriate Dean or Vice President. Final
appraval is given by the President. The request should be prepared 1o allow at least fourteen days
ticketing prior to the time scheduled for the travel. This should take into consideration the
processing and approval time required. (See Appendix 2) Exceptions can be made only in an
emergency.

The traveler shall fill out the Travel Authorization Checklist (see Appendix 1) and the Travel
Authorization form and ensure that all required information is attached. The traveler will attach
the actual itinerary to the travel authorization and a list of anticipated expenditures. Ticket
arrangements are required to be made from the list of authorized travel agents and one quote may
come from the airline directly, (Note that United allows for a 14 day reservation if the local office
is called). Three price quotations for three different routes, must accompany all trave]
authorizations.

It may be appropriate for the College to send a traveler to more than one conference. If there are
open days between conferences, the traveler and the person authorizing the travel should discuss
and agree upon, in writing, whether the days in between will be considered annual leave or
workdays, and whether they will be considered travel days for the purpose of per diem. The
decisions on such a matter should be recorded on the travel authorization or a separate memo.

A copy of the standard travel authorization form (TA) is included in the Appendix 2.

Travel authorization is required for all travel related activities. This includes travel paid by the
College or by a third parly. Whether it is leave without pay, administrative leave or personal leave,
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TYPES OF TRAVEL AUTHORIZATION
The foliowing types of travel are authorized as indicated:
Travel on Official College Business

The Chairperson of the Board of Trustees shall authorize such travel for members of the Board and
the President. The President shall authorize this type of travel for all other employees. Any
requests not duly authorized via an approved travel authorization prior to the commencement of
travel will be charged 1o the individual traveler.

Travel with side trip

The travel policy states that travel be performed for the direct benefit of the College. However,
travelers who want to include a side trip into their travel must pay the cost of the additional trip and
any other costs. The College will pay the lowest travel cost, based on determination of the total trip
cost. Travelers must obtain at a minimum 4 price quotations to include the following when
including a side trip:

a. 3 price/route quotations with extended dates

b. 1 price/route quotations with extended dates inclusive of side trip.

Travel of Employees hired from Off-Island

This travel is approved by the President and is covered by the employment contract. A person
whose education has been covered by payment from the GovGuam Student Financial Assistance
Fund within twelve months of the first workday at the College is not entitled to recruitment travel
funds as an off island hire.

Student Group Travel

Groups traveling (consisting of student, faculty and GCC employee chaperones) shall be allowed
to make travel arrangements directly with airlines. This will allow for group discounts to be
obtained and flexibility in travel changes. Documentation of the discount and savings must be
noted. Additionally, student group travel for off-island competitions may require the group to
arrive at the location additional days before the competition. The request for the extended days
with any supporting documentation must be submitted and attached to the TA. This will be
reviewed by the Vice President of Business and Finance on a case by case basis.

For student group travel, the actual method will be utilized for lodging and transportation, and
meals will be paid on the per diem basis.
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FINANCING OF TRAVEL

Travel costs will be paid by GCC per the approved travel authorization. Travelers will have their
airline ticket and registration fees paid for with institutional funds, via the GCC corporate credit
card. Lodging may be requested to be paid via the College corporate credit card. Travelers may
also apply for a travel advance of 80% of the authorized per diem. Per diem advances may be
picked up two business day in advance of the trip. Travelers will be required to sign the Advance
Per Diem Agreement {Appendix 8) An earlier advance may be authorized by the Vice President of
Finance and Administration. The President may authorize travel without completion of a travel
authorization. This will be done only in emergencies.

The traveler must make a written request for the advance per diem, (As noted on the Form TA) at
least three days prior to departure. Additionally, the traveler is responsible for ensuring that the
request for GCC corporate card is made to purchase the airline ticket, within the advance purchase

requirements.
COST-SHARING

The traveler and the person authorizing the travel may make a cost-sharing agreement about travel
costs. These agreements outline a percentage to be paid by the College. They could also agree to
the College paying a flat amount and the traveler paying the remainder, or a combination of the two
methods such as 50% with a maximum of $600. They could agree to share the types of costs such
as the traveler paying for transportation and the College paying for meals and lodgings.

The Guam Community College may make cost-sharing agreements with other institutions. Ifa
cost-sharing agreement is made, the traveler must submit documentation of the costs to be paid by
the College — prior to the travel.

Example: There is only $700 budgeted for travel in a grant. The traveler may agree to

cost-share by submitting documentation to support at least $700 in expenses.

ALLOWABLE EXPENDITURES AND REIMBURSEMENT

{ Formatted: Not Hightight

At Guam Community College there are two options for seeking reimbursement for travel expenses.

The first option is to seek per diem. Under the per diem method, a standard daily amount is
available. This amount is expected to cover standard travel expenditures (see Table 1). The
traveler still remains free to seek reimbursement for additional reasonable expenditures for items
not covered by the per diem (see Table 2). Such additional expenditures must be documented as
required and approved prior to travel. Documentation of standard per diem expenses is not
required when seeking reimbursement under the per diem option. If conference fees include meals,
the traveler will reduce their per diem for these meals.
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The second option is to seek reimbursement for all reasonable expenditures, also called the Actual
Method. Reasonable expenditures include all expenditures covered by per diem plus other directly
refated travel expenditures. In this option, additional appropriate documentation is reguired and
the traveler must fill out and attach the Trip Reimbursement Detail Form (Appendix 5).
However, travel in excess of seven (7) calendar days will be required to use the actual
method for lodging. The per diem method will be allowed only for meals. Only 1 option may
be chosen, not a combination of both options, except for travel in excess of 7 calendar days, and
requests must be made prior to actual travel.  For travelers who use the actual method, lodging
costs should not excess the standard daily lodging rate. If traveler requests for lodging costs in
excess, the request must be made in advance with proper justification.

Example: The conference is being held at a hotel whose cost is $150 per day, but standard
lodging is $100 per day. It is beneficial to the traveler to stay in the same hotel as the
conference site,

At Guam Community College almost all travelers utilize the per diem method. This usually
provides the greatest efficiency for the traveler and the college.

Standard expenditures covered by per diem:

TABLE 1
1. | Meals
2. | Lodging, The term "lodging" does not include transportation refated

accommodations on airplanes, ships, or trains.

Tips to waiters, porters, bellboys, hotel maids, dining room stewards.

Laundry, cleaning and pressing of clothing. (Limited to $20 per day)

RNy L]

Excess baggape charges.

Telephone, fax or other communication service.

Currency exchange or passport fees and airport departure taxes

IR

Transportation to and from the airport and parking fees as well as taxis and other
local transportation at the destination.

9. | Miscellaneous Travel related expenses.

The following are examples of other travel retated costs for which a person may seek
reimbursement even if the per diem method is used. Major expenses of this type should be
approved at the time of the travel authorization.
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TABLE 2

Conference or meeting fees.

2. | Long distance calls directly related to the purpose of the travel. Include
information on the number called and the business purpose of the expense.

3. | Excess baggage or shipping related to carrying materials to/from a conference or
meeting. This includes storage and transfers of such materials.

4. | Justified Business Center services.

3. | Rental of internet access computers or other necessary equipment.

6. | Clerical assistance,

7. | Guides and interpreters.

8. [ Packers.

9. | Drivers of vehicles or boats.

10. | Storage of Property.

11. | Hire of a meeting or presentation room or space.

12. | Entertainment expenses.

3. | Small supplies.

14. | Two ten minute long distance calls home.

15. | Rental cars and local transportation.

16. | Necessary storage of baggage.

17. | Other justified expenses directly related to the travel.

18. | Checked luggage fee for the first bap if there is a fee and Horthefrst 2 standard

sized-bags—based on airline requirements), Justification for second bag must be
business related,

The following are examples of costs that are not allowable:

A person may request the per diem rate times the travel days without submitting documentation of

Flight insurance (exception, GDOE students).
Repairs to home while traveling.

Reading materials unrelated to official business.
Video or cable charges.

Clothing.

Alcoholic beverages.

Athletic room fees,

ATM Fees.

Non-justified travel or conference related expenses.

O g N o

PER DIEM

the costs for meals and lodging for the travel period.

Example: A traveler travels six days to Chicago. This includes one day of travel to

-6
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Chicago, a four day conference and one day for return. The traveler may request per diem
for 6 days. The traveler does not have to submit any receipts. If the traveler incurred other
allowable expenses such as conference fees, reimbursement may be claimed for the
additional allowable expenses.

A traveler may use only one method (per diem or actual method, except for travel over 7 ealendar
days) for the entire trip.

Example: A traveler travels four days to Chicago. This includes one day of travel to
Chicago, a two day conference and one day for return. The traveler may request per diem
for 4 days. If the traveler chooses the actual method {prior to travel) then the traveler would
be required to submit receipts. If the Chicago hotel costs more than the allowable lodging
per diem rate, the traveler must provide documentation justifying the hotel chosen.

The per diem rates are based on the per diem rate authorized by law. Currently, the rate is available
on the following website:

hitp:/fwww.defensetravel.dod.mil/site/perdiemCale.cfin

The traveler is entitled to the per diem rate for each travel day of official travel. No more than one
day of per diem or expenses may be claimed before the beginning of official business and one day
claimed for the return. Exceptions may only be made with prior approval and documentation on
the TA.

To determine the number of iravel days in a trip, one counts the number of midnights that the
traveler is on travel status. Travel status begins one hour before scheduled takeolT at the airport
and ends one hour after return. All time is counted as Guam time.

Example: A person leaves Guam at 6:00 a.m. on March 1 and returns to Guam at 6:00 p.m.
on March 5. The trip has four travel days: March 1, 2, 3, and 4.

The following standard calculation can be applied for counting travel days:

Trip to the US Mainland:
The traveler may claim a travel day going and a travel day for return.

Trip to Hawaii:
The traveler may claim one travel day.

Trip to any of the Micronesian Islands. Japan and Philippines:
The traveler may claim one travel day. 1f the airline schedule does not allow a
direct return, required stay over days may be claimed. However, documentation
must be provided indicating flight availability.

-7
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If a traveler goes on annual leave during the trip, the travel days end at the time of the end of
business. The traveler may be entitled to per diem or actual hotel and meal expense during a
layover on the travel back to Guam.

If a trip is less than one day, the traveler is entitled to all actual allowable expenditures. However,
the traveler is not entitled to per diem,

Example: A traveler goes to Saipan in the morning and returns that evening. The traveler
is entitled to actual allowable expenditures but not to per diem.

If a person begins travel without a confirmed return flight and is not able to return as planned, the
travel status ends on the date of expected return. Exceptions must be authorized in advance.

Example: A traveler begins travel on Sunday while on stand-by to return home on Friday.
If the traveler is not able to get on the Friday flight, the traveler is not on travel status while
waiting for the next available {light.

Members of the Board of Trustees, the President and the Vice Presidents may receive 125% of the
standard per diem rates.

SALARY AND USE OF LEAVE WHILE TRAVELING

The traveler shall be on administrative leave and will receive a regular salary during the authorized
travel time. In general, a traveler will be eligible for one day of administrative leave for each day of
authorized travel time. No advances of an employee's salary may be made except in case of
emergency. Travelers must attach their Leave Application with the TA as noted in the TA
Checklist.

If the traveler becomes sick during a trip or uses other types of leave while on travel status, the
traveler must attach a copy of the approved leave form to the travel reimbursement (TR) request.

Upeon returning to Guam, the traveler must show the hour of departure and return to duty.

When a traveler takes sick leave because of illness or injury not due to personal misconduct, the
prescribed reimbursement will be authorized for a period not to exceed ten days. The approved
leave form shall accompany the travel reimbursement request.

REIMBURSEMENT OF EXPENDITURES AND TRAVEL REPORT

-8-
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The traveler must file a trip report (see Appendix 4) and request for reimbursement through the
Trip Reimbursement form within 10 business days of return from travel. The trip report should be
addressed 1o the person who authorized the travel. A copy of the approved trip report should be
attached to the request for reimbursement. A traveler who is only claiming per diem need only file
a copy of the travel authorization and backup, the ticket or (e-ticket) and original boarding passes,
and the trip report. Only original documents will be accepted. If a traveler, claiming per diem is
also asking reirmbursement of additional expenses, supporting documentation on the additional
expenses must be included.

If the traveler claims actual expenses and any advance exceeds the amount claimed in the travel
reimbursement request, the traveler shall refund the excess at the time the travel reimbursement is
submitted.

In the event of cancellation or indefinite postponement of authorized travel, the traveler shall notify
the Business Office and return any advances that may have been made. If any advance is not
returned within 10 days, the Business Office may initiate recovery of any outstanding advances not
fully recovered by deductions from travel reimbursement or voluntary refunds by the traveler.
Such recovery may be by set-off of salary due, retirement credit, or other financial charges. This
may be sought from the person to who advanced or the estate by such legal method of recovery as
may be necessary. The traveler will be responsible for any attorney or collection fees paid to
collect balances owed.
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When actual expenditures are claimed, receipts must support all expenditures. Reimbursement of
meals will not exceed the standard authorized rate. Items in a travel reimbursement not properly
supported by receipts, where required, will not be reimbursed.

Persons traveling in foreign countries should report their expenditure by item, in the foreign
currency. The total expenditure in foreign currency should be converted into United States dollars
at the rate or rates at which the foreign currency was obtained. Every time money is converted, the
traveter should obtain a receipt of the commission charged and exchange rate.
All claims for entertainment expense, including those incurred while on travel status, must be
justified in writing. Such expenses are reimbursable only when directly connected with the official
business of the college. The justification will state:

L The date of entertainment.

2. The specific purpose of entertainment or the nature of business benefit.

The specific names and occupations of the persons entertained.

L)

4. The name and address of the facility used for entertainment.
3. Appropriate receipts.
0. The business purpose of the entertainment and what business was discussed.

A copy of a request for reimbursement form (TR) is included in Appendix 3.

TRAVELER'S TRANSPORTATION

All travelers will travel by economy class with the lowest fare airline, "Fhe Chairperson of the
Board or the President may allow a different class of travel for official business reasons or health
reasons. The Vice President of Finance and Administration may allow other than the lowest fare
airline to significantly reduce travel time.

Travel arrangements will be made from the list of approved travel agencies and one quote may
come from an online airline/website. A traveler must make arrangements early enough to take
advantage of the 14 day advance ticket purchase and available discounts. After arrangements are
made, payment will be made by the Business Office,

All travel must be by a usually-traveled route. Traveling to the U.S, mainland by going through
Japan is considered a usually-traveled route. Travel by other routes is allowable only if the Vice

President of Finance and Administration specifically permits such a route,

-10 -



Travel Procedures
Last Revised: August 13, 2008

A person traveling by an indirect route for personal convenience will bear the extra expense;
reimbursement for expenses will cover only such charges as would have been incurred on a
usually-traveled route,

If specifically justified and approved in advance, the expenses of a car rental may be reimbursed to
an employee also claiming per diem. Such approval is given only if there is a business need for
such a car. Upon claiming this expense, the traveler must attach a copy of the car rental agreement
with supporting receipts.

SPECIAL QUESTIONS
Extension of Travel Time

The extension of official travel for GCC requires prior approval by the person authorizing the
travel. Exceptions may be made for emergency situations.

Frequent Flyer Programs

College personnel enrolled in any frequent traveler program while traveling for the College may
utilize benefits for their own travel.

Payback Obligation

Guam Community College has a “payback™ policy. Administrative Direciive 2007-03. This means
that if a person travels off island for training and then leaves the College within twelve months, the
person may be liable to pay back the costs of the training. Ata minimum, the dates and percentages
in Table 3 below will be used to calculate the payback costs for all travel related cos