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PURPOSE: 

To provide an overview of the Financial Management System of the Bureau of Nutrition 
Services Guam WIC Program. 

POLICY: 

A. The Bureau of Nutrition Services Guam WIC Program of the Division of Public Health of 
the Department of Public Health and Social Services, follows all budgetary and 
accounting transactions in accordance with and guided by the Bureau of Budget and 
Management Research (BBMR) and the Department of Administration (DOA). 

1. The Dept of Administration utilizes a central Budget and Accounting Information 
System the Guam Financial Management Information System (GFMIS) launched 
in February 2024 replacing the legacy FIRM 400 system. The system provides 
budgetary controls and tracks general governmental revenues and expenditures. 
All government line agencies shall use this newly acquired accounting 
information system. 

2. DOA Division of Accounts maintains the financial accounts in the GFMIS that 
reflects appropriation/allotment releases, both current and cumulative 
expenditures, encumbered and disencumbered balances, and liquidations. Only 
those staff with DOA authorization can view the appropriation/allotment and the 
transaction register of the WIC accounts in the GFMIS. 

B. The Guam WIC Program financial staff shall be trained on the GFMIS system and shall 
get authorization from DOA to view the appropriation/allotment and the transaction 
register of the WIC accounts. 

SUPERSEDES: 
A. Guam State Plan Section V. Nutrition Services and Administration Expenditure, G.1 
Government of Guam Financial Management System; p.11- NSA-12; FY 2023 10/01/23 
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PURPOSE 

To provide an overview of the Nutrition Services Administration funding and to establish 
guidelines in the Gov Guam establishment/modification of accounts, grant budget process, 
expenditure plan, and funds allocation under 7 CFR 246.4 and 246.14. 

POLICY 

A. The Guam Special Supplemental Nutrition Program for Women Infants and Children 
(WIG) shall submit to USDA Food Nutrition Services, its annual state plan for approval 
by August 15th to receive funding for the following fiscal year. The fiscal year runs from 
October 1st through September 30th. 

1. The Guam WIC Program prepares an overall budget and expenditure plan in 
conjunction with the preparation of the State Plan. 

2. The budget expenditure plan is a requirement and included in the state plan 
submission. 

B. The Guam WIG Director shall call a budget meeting before the "State Plan" open season 
to discuss the proposed budget for the next FY. The designated financial officer shall 
prepare the annual budget for nutrition services administration (NSA) funds, along with 
an estimate of food expenditures. 

1. WIG Clinics are not required to prepare an administrative budget. 
2. The WIG administrative budget and expenditure plan are based on prior year 

base grant, expenses, and staffing projections to determine what funds are 
appropriated for salaries and fringe benefits, capital outlay, contractual services 
(to include lab services), materials and supplies, memberships and subscriptions, 
printing, training and education, travel and transportation, utilities, and 
equipment. 

3. The WIG Director, Program Coordinator IV, and the Public Health Nutrition 
Specialist shall review the budget before submission to FNS. 

C. The Guam WIG designated Financial Staff shall complete a request for an Establishment 
of Account/Modification of Account (EOA/MOA) upon receipt of the first Grant Award 
Document (GAD) for the BBMR and DOA to establish separate accounts for the food 
grant, administrative grant, and other grant funds that are awarded to the WIC Program. 
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1 . A Budget Allotment Schedule shall be attached to the Establishment of Account 
Request Form. 

2. A copy of the GAD shall be attached to the Establishment of Account form 
3. A Modification of Account request shall be completed each time quarterly 

allocation from USDA FNS Western region is received. 
4. Food, administrative, and other grant expenditures will be charged to their 

respective accounts throughout the fiscal year. 
5. All food and administrative expenditures will be charged to the respective 

accounts throughout the fiscal year. 

D. NSA and food funds are not allocated/distributed to the WIC clinics; thus, a separate 
clinic account shall not be established. 

E. The Guam WIC Program manages its fiscal year Nutrition Services and Administration 
(NSA) grant on a cash basis, which accounts for all costs (direct or indirect) generally 
considered to be overhead or management costs. 

1. Expenditures should be a reasonable and necessary expense for WIC and must 
be approved by the WIC Director. 

2. Expenditures must have appropriate documentation support (i.e. check, receipts, 
purchase order, or invoice). 

3. Amendments or modifications to the budget and expenditure plan shall follow the 
established formal process of the Gov of Guam process request for 
appropriations and allotment modification (see Amendments and Modification 
Policy and Procedure). 

DEFINITIONS 

0 biect Class ateoories o ov. C fG G uam 
Object Class Categories Object Class Categories 

No. No. 
111 Salaries 250 Equipment 
112 Overtime 271 Drug Test 
113 Benefits 290 Miscellaneous (Food) 
220 Travel 361 Power 
230 Contractual 362 Water 
233 Rent 363 Telephone 
240 Suoolies 450 Capital Outlay 

PROCEDURE 

A. Establishment of Accounts (EOA) 
1. The Financial Staff (Administrative Officer) prepares an establishment of 

accounts and an allotment schedule to appropriate funds to the WIC Food and 
NSA accounts using the EOA form. 
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PURPOSE 

To maintain accountability and accurately document employee time spent in the performance of 
their duties to ensure maximum productivity and proper employee compensation. 

POLICY 

A. The Guam WIG Program shall ensure that staff only perform WIG-related functions. Any 
detailed appointment of WIC Staff to other Non-WIC functions as requested by the 
DPHSS Director or Chief Public Health Officer shall be documented and reflected in the 
staff time sheets. 

1. The WIC Director shall attest in the remark section of FNS-798 that only WIG 
activities are paid out of the NSA funds. 

2. Any non-WIC activity required by DPHSS shall be captured on the staff time 
sheets. 

3. An Employee Certification form shall be completed by the admin supervisor each 
time a staff member is detailed to perform non-WIC related activities in a given 
month. Employee certification should capture the% of time spent on Non-WIC 
and WIC activities for the month as appropriate. 

B. Time studies shall be conducted to determine the percentage of staff time devoted to 
WIC and non-WIC activities, account for the clinical staff's time, inform WIC clinic flow 
and staffing pattern, and support the reported budget allotment into the following WIC 
functional areas or categories: 

1. Administration/Program Management 
2. Client Services 
3. Nutrition Education 
4. Breastfeeding Services 

C. All clinic staff are required to submit time studies every first month of the quarter (Oct., 
Jan, April, and July) to determine that only legitimate staff costs are attributed to the WIG 
program. The time study shall capture certification, nutrition education, breastfeeding 
education, food delivery, general administration, other WIC functions, and non-WIC 
functions performed by WIC administrative and clinical staff. 

1. Only WIG-related functions or activities shall be paid by the NSA funds. 
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DEFINITIONS: 

Code Definition for WIG Time Study 

Administration 

Caseload 
Management 

Program 
Management and 
Admin 

Personnel 

Vendor Management 

Fiscal Management 

Policy and procedure 
development 

Management 
Evaluation 

WIC Grant Request 

DPHSS and WIC, 
Aaencv Trainina 
Admin related Travel 

RESPONSIBILITIES 

PROCEDURE 

Client Services 

Appointment 
scheduling and 
reminders 
Intake, Certifications 

Benefit Issuance 

Health Screenings 

Diet Assessments 

Referrals 

Participant Surveys 

Coordination, 
Collaborating with 
other client services 
Travel time to clinics 
and set up 
Outreach 

A. Time Study Protocol (Clinical Staff) 

Breastfeeding 
Education & 
Promotion (not BFPC) 
BF Promotion and 
support and 
documentation 
BF ref err a ls 

Breast pump issuance 
and management 
BP-related policies, 
procedures MOU 

BF-related staff training 
and meetinas 
BF-related education 
materials creation 
purchase 
BF services 
coordination or 
collaboration with other 
programs 
Services related travel 

Nutrition 
Education 

Scheduling nutrition 
contacts 

Nutrition 
counseling, 
education, and 
documentation 
NE planning, prep, 
provision 
NE-related policies, 
procedures, and 
MOUs 
NE-related reports 
and plans 
NE-related surveys 
and evaluations 

NE related training 
and meetings 

NE-related coalition 
or board 

NE related travel 

1. Each clinic staff shall document all clinic activities, and each client contacts in the 
HANDS daily. 

2. At the end of each quarter, staff will run the activities report on the HANDS 
system. 

3. Using the GU-WIG Time Study sheet (see attachments 1) staff enters the total 
time spent completing work tasks within each category. Total time should be 
rounded to the nearest 15-minute increment. 

4. Each staff shall report time spent on client services, nutrition education, 
breastfeeding education, general administration, and other WIC activities for 
each working day within one full month of each quarter of the FY. 
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5. Clinic Time studies will be collected by the supervisor and submitted to the Public 
Health Nutrition Specialist for review. 

6. The time studies will be forwarded to the designated Financial staff to be collated 
and analyzed. 

7. The financial staff will calculate the associated/corresponding costs in salaries 
and benefits. 

8. The financial staff shall allocate a percentage of salaries and benefits based on 
the actual time spent performing nutrition education, breastfeeding education, 
client services, and general administration. 

9. An annual report of the time study shall be provided to the WIG Director for 
review and taken up in the clinical meeting. 

B. Time Study Protocol for Administrative Staff 
1. All admin staff supervisors shall complete an "Employee Certification"form (see 

attachment 2) as needed only when a staff member is assigned/detailed to 
perform non-WIG functions each month. 

2. The certification form certifies and itemizes the percentage of time spent on WIG 
and non-WIG functions in a given month. 

3. Employee certification shall be submitted to the designated financial officer to 
calculate the corresponding cost in salaries and benefits that should only be paid 
out of the NSA funds. 

C. Processing for Attributing NSA Expenditures to the Four WIG Cost Categories for the 
FNS-798A Report. 

1. Financial staff collects clinic staff time studies every quarter. 
2. Enter data on the time study worksheet that calculates the percentage of time 

spent on each category and a Time Study Report is generated. 
3. The percentage of time spent on each functional category is applied to personnel 

costs taken from the Labor Cost Worksheet. 
4. The cost for each functional category is then entered on the FNS-798A, Local 

Level Expenditures. 
5. Purchases under the four functional categories that are recorded in the WIG 

Expenditure Report are entered on the Time Study Report in the table labeled 
Other Operational Costs. 

6. Enter the data from the Time Study Report labeled Other Operational Costs by 
the four function categories on the FNS-798A, State Level Expenditures. 

7. Enter the data from the Time Study Report in the first chart by the four function 
categories on the FNS-798A, Local Level Expenditures. 

ATTACHMENTS 
1. GU WIG Time Study Sheet 
2. Employee Certification Form 
3. Labor Cost Worksheet 
4. Time Study Report 

Time Study 
Report.xis 

---,, • := , . .• 
LABOR COSTS 
Worksheet.xis 
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SUPERSEDES: 
A. Guam State Plan V. Nutrition Services and Administration Expenditures D.1a-b 
Documentation of Staff Time, p.ll-NSA-4-5; 10/1/2023. 
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