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DEPARTMENT OF ADMINISTRATION ORGANIZATIONAL CIRCULAR NO.: 2025-027
TO: All Line Agencies

FROM: Director of Administration

SUBJECT: Off-island Travel Log

Buenas Yan Hafa Adai! Pursuant to 5 GCA, § 23108, the Department of Administration is requiring all
Line Agencies to record all off-island travel using its newly established on-line “Off-island Travel Log".
Therefore, all employees who travel off-island for any official purpose, regardless of the funding source
(i.e., paid by the Government of Guam or another entity}, must complete the Off-island Travel Log, no
later than 2 weeks upon their return. The purpose of such travel may include, but is not limited to the
following:

Training

Conferences

Conventions

Training {with Continuing Education Units)
Meetings

Symposium/Seminar

Therefore, please have all employees who traveled since January 1, 2025, complete the Off-island Travel
Log at:

hitps://hr.doa.quam.gov/branches/training-development/

For your convenience, we have included a QR code above for mobile devices and you may use this
circular to distribute to your employees.

Should you have any questions or require further information, please contact Tony C. Aguon, Personnel
Services Administrator at tony.c.aguon@doa.quam.gov or 475-1252. Dangkolo na Agradesimiento!
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