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ALL REVISIONS ARE MARKED WITH AN ASTERISK (*)

I. PURPOSE: To establish an employee morale awareness program
for the prevention of pilferage and damages resulting from
employee negligence to Port properties and equipment.

ITI. SCOPE: This policy and procedure shall apply to all
employees of the Authority.

ITI. DISCUSSION: Pilferages and damages to Port properties and
equipment are probably two of the most common and annoying
hazards that we are faced with today. These two, if not
corrected, can be a financial burden to our operating profits
and detrimental to our cargo handling operations. Damages to
Port properties and equipment due to employee negligence can be
minimized through proper training, supervision and guidance. On
the other hand, where NEED or DESIRE exist, and OPPORTUNITY is
present, theft is almost sure to result. Despite this, theft of
property can be minimized if we make it everyone's concern or
business.

IV. NATURE OF AWARD: Each Fiscal Year $25,000 each, or a total of
$50,000, is budgeted to pay for pilferages and damages to Port
properties and equipment. Amounts are deducted from the
appropriate fund account, based on validated claims as
determined by approved pilferage/damage claim procedures.

At the end of each Fiscal Year, the net balance of both accounts
are combined. Fifty percent (50%) of the amount will be
reimbursed to the Port Authority of Guam Fund and the other
fifty percent (50%) will be equally distributed to eligible
employees. The checks will be disbursed during the month of
December.
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VI.

LIMITATIONS: Employees who are caught pilfering or who damage
equipment as a result of their negligence shall not benefit from
the monetary amounts of this Program.

Only those eligible employees actively on payroll at the end of
the Fiscal Year will benefit from the monetary amounts of the

Program. *

RESPONSIBILITIES:

A. It shall be the responsibility of each employee to:

1. Exercise due care in the protection of Port properties
and equipment;

2. Report any known unauthorized removal or negligible
use/damage of any of the Port's properties or equipment
to appropriate officials.

B. It shall be the responsibility of each supervisor to:

1. Conduct educational briefings on the purpose of this
Program to subordinates;

2. Report any incidents/accidents either to the Safety or
Security Offices.

C. It shall be the responsibility of each division head to
ensure that appropriate disciplinary actions are recommended
on those employees caught pilfering or damaging Port
properties or equipment.

D. It shall be the responsibility of the Security or Safety
Offices to:

1. Investigate any reported pilferage/damage incidents or
accidents;

2. Forward appropriate reports to the Financial Affairs
Controller.
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VII.

E. It shall be the responsibility of the FinancialAffairs
Controller to:

1. Monitor the pilferage/damage accounts;

2. Provide a monthly report indicating the balance of said
accounts to employees;

3. Prepare and distribute checks in a timely manner.

F. It shall be the responsibility of the General Manager and
other management officials to protect the identity of those
employees fulfilling their responsibility under A. 2. above.

APPROVING AUTHORITY: The General Manager shall approve the final
tabulation report. This report must be submitted to the General
Manager not later than the first working day of December by the
Financial Affairs Controller.




