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I. PURPQSE: The Jose D. Leon Guerrero Commercial Port recognizes the benefit to be gained
from employees’ memberships and participation in professional and governmental
organizations. The purpose of this policy is to provide guidelines regarding payment of
employees’ membership dues and professional certifications or licensing fees from Port
funds.

1. SCOPE: This policy applies to all Port divisions and employees.

I11. POLICY:

A. The Port’s criteria in determining memberships, dues and professional certification
and licensing fees support are as follows:

The benefit to the Port.

Availability of funds

Number of paid memberships in the Port.

Availability of Port membership versus employee membership.

W

B. Payment must be approved in advance by the General Manager.

C. No memberships or payments will be approved for organizations that discriminate
on the basis of race, religion, gender, national origin, age or disability.

D. Memberships and dues paid from Port funds should be for the benefit of the Port
and not for an employee. If the Port is to benefit from an employee’s membership in
an organization, the benefit should drive, not because of the employee, but because
of the employee’s position with the Port regardless of who is in the position.

The Port Authority of Guam, Jose D. Leon Guerrero Commercial Port is an Equal Employment Opportunity Employer.
Complaints of discrimination should be sent to the Human Resources Division.
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E. Payments for professional licensing, certification and testing fees must be related to
an employee’s position title. Examples include, but are not limited to, engineer’s
license, notary fees, equipment or winch operator’s certification, real estate license,
human resources certification, public accountant’s certification, etc.

F. The membership may be in the name of the employee, but the membership
terminates at the same time the employee’s employment is terminated.

IV. TYPES OF ORGANIZATIONS:
A. The following types of organizations that may qualify are:

Accrediting organizations;

Associations of colleges and universities;
Government sponsored groups;

Industrial and commercial organizations;
Professional societies; and

Organizations related to work being performed
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B. The following types of organizations that do not qualify are:

1. Community or civic organizations, excepted as noted below
2. Fraternal organizations
3. Political organizations

C. Community and Civic Organization Memberships: Membership in such
organizations is an allowable expense for the General Manager or other senior
management if their duties include significant responsibilities to represent the Port
in the community.

V. PROCEDURE:

A. The employee is required to request and obtain prior approval from the supervisor
to join an organization if joining is dependent on the Port paying the membership
dues. The request must describe the benefit to the Port.

B. The division head determines if:

1. The organization is relevant to the employee’s classification and would

substantially benefit the Port.
2. The cost is equal to the benefit considering the budget and availability of funds.
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If the request is approved, the division head is to forward the request to the General
Manager, via his/her department head, for further review. If the request is denied,
the division head is to notify the employee in writing of the action and reasons.

C. The General Manager will evaluate the request using the criteria listed in Section
IILA. If the request is approved, the employee and division head shall be notified in
writing. If the General Manager denies the request, the employee and division head
will be notified in writing of the reason.

VI. PAYMENT PROCEDURE

A. If approval has been obtained from the General Manager, the division head shall
input the membership dues through the procurement requisition process.

B. Upon issuance of a purchase order, the Finance Division is authorized to process
payment for the membership dues to accompany the appropriate procurement
documents.



