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I. PURPOSE 

 

GEPA’s ASD   is responsible  for all expense  transfers between accounts ensuring  funds do 

not lapse and are fully expended in line with the requirements of federal awards  and local 

requirements. 

 
 
II. APPLICABILITY AND SCOPE 

 

This procedure applies to all records of accounting transactions.  

 

III. SUMMARY OF PROCEDURE 

 

  This  procedure describes  all  steps  related  to  the  processing of  J o u r n a l   Vo u c h e r s  

( JVs) from start  to finish. 
 

IV. DEFINITION OF TERMS 
 

GEPA:      Guam Environmental Protection Agency 

ASD:      Administrative Service Division   

JV:      Journal Voucher 

Staff:      Employee of GEPA   

ASO:      Administrative Service Officer  

AA:       Administrative Assistant    

DOA:      Department of Administration   

ASD Drive:    Admn > [Select Appropriate Folder(s) for Use] 
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V. JOURNAL VOUCHER PROCEDURE   

 

Listed below are the steps for the processing of JVs which are used to record 

expense transfers between accounts, cancellation of checks, or recording revenue 

receivables.  JV form ACC‐JVA001 can be found in the ASD shared drive: Admn > 

ASD2 > Journal Voucher and attached.  All Journal Vouchers must be processed before 

funds from a related transaction can be drawndown from a grantor. 

1. AA reviews AS400 to identify any record that does not fall under the appropriate 

account / entry. 
  

2. AA prints supporting document and completes JV Form ACC‐JVA001. 
 

3. AA provides the ASO documents for review and certification. 
 

4. ASO provides documents to Administrator for signature. 
 

5. Administrator signs and submits to AA for processing. 
 

6. AA makes copies and delivers to DOA. 
 

7. AA verifies DOA posted transaction in one (1) week. If transaction is not posted, 

AA must follow‐up with DOA on status. 
 

8. AA files hard copy within ASD 
 

9. AA updates tracking sheet (summary checklist). 
 

10. Quarterly, AA provides signed summary to ASO, ASO signs and submits to US 

EPA Program Manager with Quarterly Reports. 

 

VII. TRACKING 
   

Tracking documents are available on the ASD shared drive: ASD>JV. 

 
VIII. RECORDS  MANAGEMENT 

 

All JV documents are kept in a filing cabinet located in ASD.  Administrative staff 

makes it an internal policy to keep files for five (5) years only, with the exception of 

personnel and travel files for audit and information purposes.   

 

IX. REFERENCES 

Government of Guam DOA Accounting Manual – Journal Voucher  



DEPARTMENT OF ADMINISTRATION
DIVISION OF ACCOUNTS

Journal Voucher
DOA J.V. No.: 

Date: 
Page: 

Dept. Control No.:

PREPARER TO CHECK:

X X

X

X

X
X

Certified by:
SIGNATURE DATE

SIGNATURE

Approved by:
CONTACT NO. SIGNATURE DATE

Accountant / Tech. Supervisor Reviewing:

Reviewing Date:  Posted By:

 OVERRIDE IS AUTHORIZED BY MANAGER  Date:

Manager Reviewing:  Batch Posted:

Date:

Form ACC-JVA001  Revised 01/2015

TRAN
CODE

ACCOUNT NO.
(Account Name)

PRIOR
REFERENCE

To charge  to appropriate account.

TRANSACTION CODES ARE CORRECT

AGENCY USE ONLY

I CERTIFY ENTRIES ARE PROPER AND AUTHORIZED BY LAW, RULE OR 
REGULATION.

CERTIFYING OFFICER AND APPROVING OFFICIAL TO CHECK:

DIVISION OF ACCOUNTS USE ONLY:

JOURNAL VOUCHER IS BALANCED

CREDITDEBITVENDOR #

TOTAL: 
EXPLANATION:

PRIOR REFERENCES ARE CORRECT
I CERTIFY ALL COSTS CHARGED ARE CONSISTENT WITH REQUIREMENT OF 
APPROPRIATION LAW OR FEDERAL GRANT OR AGREEMENT AND ELIGIBLE TO BE 
CHARGED (APPROPRIATION ACCOUNTS ONLY).

I CERTIFY FUNDS ARE AVAILABLE (REQUIRED FOR ALL APPROPRIATION 
ACCOUNTS).

VENDOR NUMBERS ARE CORRECT

DATE

 Prepared by:

NAME

ACCOUNT NUMBERS ARE CORRECT







Guam Environmental Protection Agency
Journal Voucher Check List

YesNo Remarks

1 Journal Voucher Form ACC‐JVA001

2 Supporting Documents via AS400

i.e. purchase order, invoice, labor cost

Date Intl. Submitted By:

Employee sign & date

Approved By:

Administrative Service Officer sign & date





Guam Environmental Protection Agency
Journal Voucher Quarterly Summary Report

1 Total number of Journal Vouchers Processed

2 Listing of Journal Vouchers from account to account

Debit Account Name Credit Account Name Purpose Amount

Submitted By:

Employee

Reviewed By:

Administrative Service Officer

( Quarter and Fiscal Year)

Date




