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DEPARTMENT OF ADMINISTRATION ORGANIZATIONAL CIRCULAR NO.: 2025-025
To: All Line Agency and Department Heads

From: Director of Administration

Subject: Fixed Assets Inventory

Hafa Adai!

In preparation for the annual audit procedures and as mandated by federal grantors, DOA is
conducting an inventory review and physical count of the assets in existence at your agency or
department. This process ensures that DOA financial records accurately reflect government
assets and that any discrepancies are identified and addressed promptly.

We kindly request your assistance in providing a list of all existing fixed assets, including
equipment/machinery, vehicles, computers, etc., that have an individual value greater than
$5,000 for your respective agencies. The list shall contain the corresponding asset information
below:

- Asset Type (preset types)

- Description

- Purchase Order number

- Funding Source/Account number
- Acquisition Value

- Model number

- Serial number/VIN

- Agency Tag number (if any)
- Condition

- Responsible Party

- Location

- Comments

Please complete the attached preset Excel spreadsheet template by listing all fixed assets in
your department. While working on formulating the list, please do not hesitate to list an asset if
certain information is not available. Please fill in as much detail as possible. Where there is
insufficient information available, simply indicate “not available”.
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Please submit the completed spreadsheet electronically through email to
Jr.John.Camacho@doa.guam.gov by the deadline of May 14, 2025, end of business day.

If you require any assistance or have any questions during this process, please do not hesitate
to reach out to John P. Camacho Jr. or Anthony Macias. Mr. Camacho and Mr. Macias can be
contacted through phone: 671-475-1284, 671-475-1108, or john.camacho@doa.quam.qov,

anthony macias(@ doa.quam.gov

Thank you for your prompt attention to this matter and your cooperation in helping us maintain
accurate asset records.

Si Yu'os Ma’ase!

EDWARD M. BIRN

Attachment
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