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Dear Mr. Tang: 

We take pleasure in submitting this document, our year-end 

report of accomplishments on our project to provide technical 

and management advisory services to the VHA (DGOH) under Contract 
AID 730-3560.
 

Although itwas necessary to revise some of our original 
developmental work and although original schedules were disrupted
 

because of the mid-year establishment of the VHA, I feel we have
 

made substantial and significant progress in all work areas.
 

The work of reorganization is well under way. Initial
 

accounting systems have been established to meet the requirements
 

of Presidential Decrce No. 635/TT/SL, dated July 11, 1973. A
 

personnel classification and salary plan has been approved by the
 
A training program has been established
Administrative Council. 


and the development of training courses is under way in some areas.
 

These are only a few high-lights of accomplishments during 1973.
 

We would like to acknowledge the assistance of our associated
 

consultant CONSAC who provided continuity with the Booz, Allen
 

study; specific assistance in some work activities; and contributed
 

to this report.
 

Oui entire project staff has greatly appreciated and enjoyed 
fine staff, and members ofthe priviledge of working with you, your 

the USAID mission. We are looking forward with expectation to 

another year of significant accomplishment in reaching the goals
 

of the new VHA.
 

Yours very truly,
 

L~,ewis M. ti
 
Chieff of Partyi
 



INTRODUCTION
 

This document presents a comprehensive report of the
 

progress in 1973 in the provision of management advisory ser

vices to the Vietnam Highway Administration (formerly Di

rectorate General of Highways) by Roy Jorgensen Associates,
 

(RJA) under contract AID 730-3560. RJA was significantly
Inc. 


assisted in many phases of the work by personnel of Associated
 

Consultants International Corporation (CONSAC) who, under
 

agreement with RJA, provided continuity with the Booz, Allen
 

management study conducted from March 1971 to August 1972
 

which established the basis for the current implementation pro

ject. The CONSAC personnel, including Mr. J. W. Pocock, Presi

dent, formerly were associated with Booz, Allen and were prin

cipally responsible for the management study phase.
 

The progress report is arranged in six chapters. The first
 

is an overall summary of accomplishment. The following five pre

sent the work conducted in each of the primary management areas.
 

Organization and Alministration
 

Personnel Administration and Manpower Management
 

Training
 

Planning
 

Financial Management and Accounting
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Each of these five chapters stands in its own right 
as a
 

description of the activities undertaken and the 
accomplish-


Each indicates the
 ments in the respective functional area. 


appropriate tie-ins with the Booz, Allen work and presents
 

appropriate recommendations and proposed schedules for 
future
 

activities.
 

Additional documentation of accomplishments is provided
 

in a separate "Compilation of Supporting Documents to Contract
 

AID 730-3560." These supporting documents are copies of
 

materials submitted to VIIA during the year with copies to
 

USAID in most cases. They are basically working documents,
 

such as descriptions of recommended or adopted procedures,
 

illustrative material and forms. Because they are working
 

documents and have been submitted previously, and because of
 

the expense of duplication, only a limited number of the "Com

pilation of Supporting Documents" has been produced.
 

iii
 



TABLE OF CONTENTS
 

Page
 
Number
 

INTRODUCTION
 

1
I. 	 SUMMARY OF ACCOMPLISHMENTS 


1. 	 Objectives of Ensuing Advisory Program 3
 
2. 	 General Approach to Work Planning 5
 
3. 	 Establishment of the Vietnam Highway 7
 

Administration
 
4. 	 Summary of Accomplishments in 1973 9
 
5. 	 The Future Work Plan 20
 

II. 	 ORGANIZATION AND ADMINISTRATION 29
 

1. 	 Objectives of the Reorganization 29
 
2. 	 Accomplishments During the Year 1973 31
 
3. 	 Priorities of Future Work 39
 
4. 	 Recommendations 41
 
5. 	 Schedule For 1974 41
 

III. 	 PERSONNEL ADMINISTRATION AND MANPOWER 42
 
MANAGEMENT
 

1. 	 RJA Objectives 44
 
2. 	 Accomplishments During the Year 1973 46
 
3. 	 Personnel Organization 53
 
4. 	 Priority Direction of Continuing Work 55
 
5. 	 Recommendations 57
 
6. 	 Schedule For 1974 58
 

IV. 	 TRAINING 60
 

1. RJA Training Objectives 	 60
 
2. Accomplishments During the Year 1973 61
 
3. Proposed Work Plan for 1974-1975 	 80
 

iv
 



Page
 
Number
 

85
V. PLANNING 


1. The Nature of Planning 	 85
 
2. The Booz, Allen Study 	 89
 
3. RJA Objectives 	 90
 
4. Accomplishments During the Year 1973 93
 
5. 	 Priority Direction of Continuing Work 105
 

106
6. Recommendations 

7. Schedule for 1974 	 107
 

VI. FINANCE AND ACCOUNTING 	 108
 

1. Guiding Concepts 	 108
 
2. Accomplishments During the Year 1973 	 109
 
3. Priorities for the Next Year 	 119
 
4. Recommendations 	 125
 
5. Schedule for 1974 	 126
 

v 



INDEX OF FIGURES
 

Following
 
Page Number
 

28
1. Future Work Plan 


2. Planned Organization of VHA 	 33
 

3. organizational Work Accomplished 	 38
 

4. Proposed organizational Work Plan 	 41
 

5. Salary Survey Summary 	 48
 

6. Number of Present Personnel by Age 	 51
 

7. Number of Present Personnel by Education 51
 

8. Number of Present Personnel by Experience 51
 

9. Interim Personnel Program 	 b4
 

10. 	 Personnel Organization and Staffing Plan 54
 

11. 	 Personnel Work Accomplished 55
 

12. 	 Proposed Personnel Work Plan 58
 

13. 	 Training Priorities 62
 

14. 	 Training Needs Analysis Process 70
 

15. 	 Sample Problems - Culture Fair Intelligence 72
 
Test
 

16. 	 Course Development Process 73
 

17. 	 VHA Training Program 
 75
 

18. 	 Proposed Organization for Training 
 79
 

19. 	 Training Work Accomplished 
 80
 

vi
 



Following
 
Page Number
 

80
20. Proposed Training Work Plan 


93
21. Planning and Research Policy 


22. Planning Work Accomplished 104
 

23. Proposed Planning Work Plan 107
 

24. 1974 Budget Request 114
 

25. Accounting Work Accomplished 119
 

26. Proposed Accounting Work Plan 126
 

vii
 



C 

LIST OF ATTACHMENTS 

A Classification Plan
 

B Personnel Procedures
 

Section Responsibilities
 

D Knowledge and Ability Statements
 

E List of Training Equipment
 

F List of Milestones
 

G Glossary of Terms
 

H Interim Program Procedures
 

J Accounting Policies and Chart of
 
Accounts
 

viii 



I. SUMMARY OF ACCOMPLISHMINTS
 

During 1971 and 1972, Booz, Allen Applied Research, Inc.
 

(Booz, Allen) a management consulting firm, conducted a com

prehensive study of organization and management practices and
 

needs of the Directorate General of Highways (DGOH) of the
 

Republic of Vietnam. This study, under contract to USAID, had
 

as its purpose the development of an overall program to 4mprove
 

the capability and capacity of DGOH to administer and execute
 

the highway programs of the nation. Such a program was neces

sary since major elements of the highway effort during the peak
 

war years had been under control of the military and were now
 

to be returned to civilian administration.
 

As a result of the extensive review of DGOH objectives,
 

organization, operating practices and administration procedures,
 

Booz, Allen identified a number of fundamental weaknesses. The
 

following are representative of the principal conclusions and
 

recommendations.
 

DGOH should have overall responsibility for the en

tire classified highway system, thus significantly
 

increasing the administrative, equipment and per

sonnel requirements
 



The need for additional, trained personnel existed
 

in almost every function, with capability particu

larly required in the business and administrative
 

management areas
 

A critical need existed to develop functions in pro

curement and supply management, contract administra

tion, personnel and training and completely revised
 

budgetary and accounting function
 

Highway District organizations should be increased
 

from five to six to balance loads and improve field
 

supervision, and should become the major operational
 

units
 

Equipment problems were compounded by an unacceptable
 

variety of makes and models, including over-age equip

ment, by inadequate maintenance, by lack of replace

merit parts and assemblies and by a poor distribution
 

system
 

The entire planning and control function was weak,
 

fragmentary and unresponsive
 

There was no performance based accounting system to
 

guide management decisions and measure operational
 

accountability.
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Based upon these and other findings, Booz, Allen de

veloped and recommeaded a four year action prograii to improve
 

DGOH management and operating practices and also recommended
 

a new plan of organization.
 

1. OBJECTIVES OF ENSUING ADVISORY PROGRAM
 

The Booz, Allen recommendations were accepted by DGOH,
 

the Ministry of Public Works and USAID as the basis of a de

tailed development and implementation effort. Engineers and
 

consulting organizations having special capabilities in the
 

various areas were engaged to undertake the detailed develop

ment and implementation in the areas of their specialties.
 

Roy Jorgensen Associates, Inc. (RJA) was selected to per

form the work in the general management area under a host

country contract with DGOH, sponsored by USAID. The objectives
 

of this contract as established by DGOII and USAID were
 

Establish a DGOII organizational structure respon

sive to agency needs
 

Establish and implement improved management systems,
 

procedures and nethod,3 throughout I)GOII ill all function

al ari. 4s 

Develop a basis for reduction or diminution of GVN 

legislative and/or administrative constraints on
 

the operational effectiveness of wGUoI
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Provide in-service training and support of top
 

echelon DGOH officials by providing experienced
 

advisors to whom DGOH officials could act as
 

counterparts.
 

The work statement required that the selected consultant
 

"provide advisory support and assistance to key DGOH top manage

ment staff relative to the evaluation, redesign or refinement,
 

testing, establishment and implementation of systems of manage

ment in specified functional areas."
 

The functional areas for which services were to be pro

vided were
 

Organizing
 

Staffing (Personnel Administration)
 

Training
 

Planning
 

Budgeting and Financial Control
 

Controlling
 

Coordinating
 

The last two functional areas (controlling and coordinating)
 

are so much an integral part of the first five and of the manage

ment relationships between tho first five that it has been con

sidered im1practical to treat them independently. histe,ld, al

thouqh no less ittention will be given to coordinating and con

trolling, these functions are being developed and implemented 
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in the mainstream areas of Organization and Administration,
 

Personnel Administration, Training, Planning, and Financial
 

and Accounting Management.
 

The one exception to 	this is the treatment of the manage-


This system, as part of the controlling
ment information system. 


and coordinating process, will set guidelines for activities in 

all functional areas and is recognizable as a distinct system 

of specific component parts and relationships. Therefore, it 

is being dealt with as a separqte functional process both in 

connection with the specific work activities associated with 

it and in the project reports. 

In this report the manaqement information (MI) system is
 

discussed only in this chapLer because progress in this area
 

necessarily ha,; been limited by the organization changas of VIIA. 

An MI system must be tailored specifically to management needs 

of the approved organization. 

2. GENERAL APPROACH1 TO WORK PLANNING 

The initial approach of the RJA team has been to visualize 

the project a!; b iig condu:ted in s;everal concurrent phases 

each for one of ti, :;p(cif'i(!d functional arua,. Full recogni

tion is giveli to the intrdeCnd(enct! ()I Work: activ i lies be

tweeny1 thU pha ;t,, ind 	 ,tt li , 'f ti t! ,1(; . A:; ,i example, 

p1i ai 1-011 	 hu:;tpreparod 

fore pos;ition (l,,scriptions (er,;onnel Phasec) could be prepared 

the or-anization 	 (.ri ... P1-) be be
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to guide training programs (Training Phase) for planning per

sonnel (Planning Phase) and accounting personnel (Financial
 

Management and Accounting Phase).
 

Upon arrival of the RJA team in Vietnam, the work plan
 

and schedule was further refined and approved by DGOH and
 

USAID. Generally speaking, the work under each phase has been
 

in the sequence originally contemplated. However, there has
 

been some slippage of achievement of goals in most phases be

cause of the change-over of DGOH to the VHA organization.
 

The original schedule contemplated an approved organi

zation by the end of the fourth month (30 May 1973). The top
 

organization plan for the new VHA was not approved until
 

November. Thus work dependent upon an approved detailed plan
 

could not proceed on schedule except to the degree the new or

ganization could be anticipated. Fortunately, there was
 

general concurrence on the organization in several functional
 

areas. Thus, anticipatory work has been performed in these
 

areas to the extent practicable.
 

The RJA overall approach to the organization and the con

duct of all organizational activities is objective and systems
 

oriented. Thus, before organizational plans can be completed,
 

it is necessary to know exactly what the organization expects
 

its component units to accomplish. In other words, the specific
 

responsibilities of units (such as the field Districts) must be
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identifiable. Responsibilities of the Districts with respect
 

to the Provinces and provincial roads should influence or

ganization at the District level. The same principles apply
 

to Central Headquarters units.
 

All activities performed by the VHA organization should
 

meld into an accomplishment pattern which results in the eventual
 

attainment of the organization's objectives. So far it has not
 

been possible to precisely identify all of the detail objectives
 

of VHA and its operating units in detail so that final organi

zational plans in the lower echelons can be completed.
 

Nevertheless, significant total accomplishment has been
 

realized. This is described in this chapter following a dis

cussion of the establishment of the Vietnam Highway Adminis

tration, which has considerably influenced the direction of
 

work and progress to date.
 

3. ESTABLISHMENT OF THE VIETNAM HIGHWAY ADMINISTRATION
 

In mid-year 1973 the Directorate General of Highways (DGOH)
 

was converted to the Vietnam Highway Administration (VHA), an
 

autonomous agency of the Ministry of Public Works and Communi

cations. While the essential mission of VHA remained unchanged
 

from that of DGOH, two basic administrative requirements were
 

imposed.
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Financial management and accounting control responsi

bilities w-re totally assigned to VHA subject only
 

to the general requirements of GVN budget and fiscal
 

policy and to overall GVN audit procedure. The pro

prietary nature of the financial management responsi

bility was emphasized by the directive that a "com

mercial type" fiscal and accounting system be em

ployed
 

Personnel administration was freed from detailed
 

civil service regulation to provide opportunities
 

to restructure personnel activities along modern
 

lines and to permit development of policies and
 

programs to improve VHA competitiveness in the
 

labor market.
 

While other changes occurred, these two were by far the
 

most significant and affected all elements of the VIIA organiza

tion and operations. The work plans und schedules of the ad

visory team were similarly affected. This impact was reflected
 

in advisory team activities in two ways.
 

Early work in the development and plans and design
 

of systems had to be re-examined and modified as
 

necessary to meet the requirements of the autonomous
 

agency VIIA as specified or implied in the enabling
 

Decrees. Since much of the advisors' early work
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anticipated some shift in status toward greater
 

autonomy, the necessity for re-work * s greatly
 

minimized
 

A speed up in certain phases of the advisory pro

gram was necessary to meet the requirements of the
 

interim period of organizational conversion com

mencing with the publication of the Presidential
 

Decree on 11 July and to prepare for the first
 

year of full autonomous operation commencing
 

1 January 1974.
 

The result of these pressures was the re-scheduling of
 

advisory activities to give first priority to completion of
 

work items essential to the VHA conversion schedule, leaving
 

completion of lower priority items and the niceties of final
 

documentation until the initial, essential implementation had
 

been carried out. This recasting of schedules and short-term
 

work priorities is reflected in the reports of work accomplish

ment in the individual advisory areas.
 

4. SUMMARY OF ACCOMPLISHMENTS IN 1973
 

The specific accomplishments in each of the five major
 

phases (functional areas) are detailed in subsequent chapters.
 

Brief summaries are given in the following sections.
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(1) Organization and Administration
 

The conceptual organization for DGOH presented 
in
 

the Booz, Allen study report was approved by the 
Director
 

a basis for
General and the Minister of Public Works as 


RJA concurred in this
detail organization development. 


basic organization pattern recommended by Booz, Allen.
 

1. Development of Organization Plan
 

A detailed top organization plan following the
 

approved Booz, Allen concept was prepared and pre

sented to the Director General for approval. Follow

ing the establishment of ViHA, this plan was reviewed,
 
modified as necessary and resubmitted, accompanied
 
by draft statements of functions down through Division
 
level and draft organization plans for organization
 
units below Division level.
 

Following discussions with the Director General
 
and other VHA managers, the top organization plan was
 
further modified, but retained the essential features
 
of the original plan, and was submitted to the Ad
ministrative Council for approval and implementation
 
authorization on 30 November.
 

2. Assistance with Official Documentation
 

Assistance was given in drafting the required
 
Prime Minister's Decree specifying the top organiza
tion and functions of ViiA and the succeeding Minister's
 
Arrete which provides further organizational and
 
functional detail. The Prime Minister's Decree has
 
been approved by the Administrative Council and recom

mended to the Prime Minister. The Minister's Arrete
 
has been drafted in final form and awaits promulgation
 
of the Prime Minister's Decree.
 

3. Preparation of Position Descriptions
 

Position descriptions have been prepared in draft
 
form for all positions at Division level and above.
 
Issuance awaits promulgation of the Arrete".
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(2) 	Personnel Administration
 

For all practical purposes the function of 
personnel
 

administration and manpower management, in the 
modern
 

sense, has been almost completely lacking in VHA.
 

Clearly, an entirely new approach and personnel program
 

Such a program should be dedevelopment was required. 


veloped along proven, modern patterns and be adopted to
 

the unique requirements of the Vietnam cultural and regu

latory environment.
 

Freedom to develop and install such modern personnel
 

practices was a major factor in the justification of con

verting DGOII to the autonomous agency, VHA. Thus, the
 

establishment of VHA had a significant influence upon the
 

goals and content of the personnel program developed by
 

RJA.
 

The overall accomplishments are briefly presented in
 

the following sections.
 

1. 	 Development of Personnel Classification and
 
Salary Plan
 

A major accomplishment has been the development
 
and approval of a complete personnel classification
 
and salary plan - the first of its kind in the GVN.
 

The plan classifies all positions in VIIA accord
ing to the work performed and establishes competitive
 
compensation ranges for the positions as determined
 
through market and salary survey. VHIA _,rsonnel were
 
closely involved in all aspects of the development and
 
so have appreciation of the goals, methods of analysis
 
and operating requirements of the plan.
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The plan and the implementing procedures
 

were approved by the Administrative 
Council on
 

30 November.
 

Personnel Requirements, Selection 
and
 

2. 

Recruitment
 

A major effort has been directed 
at deter

mining the personnel needs of VIA 
and establish

ing a program for recruitment and placement 
of key
 

This has included
personnel. 


A complete inventory of VHA personnel
.
 

Determining manpower needs
 

Development of employment policies
 

* Development of personnel procedures
 

* Obtaining data on manpower sources
 

Initiating a recruitment program.
 

All of these tasks have been accomplished to
 

the extent possible while awaiting approval of the
 

organizatiuL plan and the personnel classification
 
and salary plan.
 

3. Personnel Organization
 

Early in the project an interim personnel pro

gram was designed and staffing recommendations made
 

to DGOH. The interim program was approved and staffed,
 

thus establishing the nucleus of a revised personnel
 
This group has worked with the advisor
organization. 


on subsequent personnel program development.
 

A plan for the permanent organization of the
 

Personnel and Training Division consisting of six
 

Sections has been prepared and submitted for approval.
 
A Personnel Policies and Procedures Manual is being
 

developed and initial draft forms have been prepared
 
for most regular processes.
 

a whole, the personnel administration program
Taken as 


has moved exceptionally well. A sound base has been estab

lished for continued development and implementation in 1974.
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(3) Training 

The training program accomplishments were both
 

guided and constrained by three requirements.
 

The need to develop a training cadre and the
* 


basic structure of the training program at
 

the earliest possible date
 

The need for early establishment of the pro

duction procedures for course development and
 

presentation, including preparation of train

ing materials and procurenient of equipment 

The need to schedule and pace training activi

ties to the schedule of installation of the new
 

VILA organization and administrative and operating
 

procedures.
 

Thus, training activities were controlled by the
 

needs and the pace of development in other functional 

areas. Driven by the-;e requirements, a considerable 

amount of work has been i2compl ished. 

I. Training Needs Analysi~s 

An analysi!,, of traininq needs of the overall VIIA 
was completed. A determination of the five highest 
priority needs was inade with participation by the Dis
trict Engineers and other VIIA manageri. 
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Review of Local Training Resources
2. 


A detail review of all major training 
activities
 

outside of VA was accomplished through 
visits and
 

extended discussions. Identification was made of
 

those courses and seminars which 
could contribute to
 

the VHA training program and entrance 
requirements
 

and schedules determined.
 

Training Cadre Development
3. 


Four VHA employees were tested and selected
 

and assigned for training as training specialists.
 

Both 	on-the-job training and attendance at estab

lished courses outside VHA is included in their
 

training program. Each specialist is now develop

ing specific training courses under the supervision
 

of the training advisor.
 

4. 	 Specific Training Requirements
 

A systematic determination of specific training
 

needs in each of several selected areas is being con

ducted by the training specialists. The approach is
 

based upon the premise that the specific job to be
 
done 	determines the knowledge and skill required of
 

the incumbent and that training should be directed to
 
developing only the knowledge and skill identified as
 

needed. Implicit in this approach is the requirement
 

that 	the existing capabilities of the trainees be
 

known so that the dimension of the training need to
 

upgrade their capabilities to job requirements is
 
known.
 

5. 	 Development of Training Material
 

The process for course development has been es

tablished, including work analysis, data collection,
 
field testing and
preparation of training drafts, 


final production and presentation. Development of
 

five 	courses is under way with one essentially com
pleted.
 

6. 	 Upgrading Training Capability at the lighway
 
Training School and Districts
 

No active training
All Districts were visited. 

or training facilitiesprograms, trainin, equipment 

wore found except at Dalat, where a room has been set 
(iTS)aside for seminars. The Highway Training School 
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a well equipped facility with well developed
is 

techniques of instruction, but no programmed 

in

struction is presently under way.
 

a result of this inspection, a consoli-
As 

dated list of training equipment requirements 

was
 

prepared, approved by VIIA and USAID and 
procure

ment undertaken by RJA.
 

A study of 11TS past programs and present capa

bilities was completed and recommendations were made
 

concerning the future program of the facility.
 

The details of this extensive program in training
 

undertaken in 1973 are presented in Chapter IV.
 

(4) Planning,
 

Top officials in the Ministry of Public Works and in
 

DGOH have had a considerable appreciation of the need for
 

adequate planning of DGOII activities. A small planning
 

a number of years, But
group has functioned in DGOH for 


appreciation of need has not been enough. As the booz,
 

completely
Allen recommendation pointed out, planning was 


inadequate for two basic reasons.
 

No coherent structure.and method for prepara

tion of supportable short- and long-range
 

plans existed
 

Data required for the development of sound
 

outdated, fragmentary or nonexistent.
plans was 


15
 



However, largely 
because of the strong 

support of
 

top MPWC and VHA managemnt 
who understand the urgency
 

of the planning requirement, 
very significant, tangible
 

progress has been made 
in the planning area.
 

e t fpolicies' Procedures and 1. 
 OL ives 

One of the first activities 
undertaken in
 

a basic
 
the planning phase was the 

preparation of 


planning policy that would 
be the basis of subse-


Ob
quent operating policies 

and procedures. 


jectives were also developed 
that would act as
 

guidelines for developing 
the various activities
 

of the planning phase.
 

2. Implementation of Traffic 
Counting
 

A nationwide traffic count had 
not been under

taken since 1958. Obviously, traffic volume data
 
The most
largely conjectural.
were outdated or 


urgent needs were to provide 
a basis for ongoing
 

programs of highway improvement 
and highway design.
 

Personnel were trained, funds 
provided, the
 

Actual
 
program detailed and counting 

initiLated. 


counts produced during the year 
were adequate for
 

immediate purposes and gave promise 
of increasing
 

The traffic
 
efficiency in execution of the program. 


counting program has been established 
as a regilar
 

planning activity.
 

some
 
Security conditions preclude counts 

in 


two 4-day counts have been comareas. However, 

pleted in all Districts at 145 locations and a third
 

count in three Districts.
 

Road and Bridge Inventory3. 


this task was slipped
The original priority on 

in view of other more urgent priority demands upon 
was developedlimited DGOII resources. The program 

in detail, forms and procedures prepared and the 

project initiated 13 September.
 

A training program including !lide presentation 

was prepared and training of District teams 
commenced
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A Saigon District team initiated the
12 November. 

program and conducted early tests to check procedure
 

feasibility and time requirements. This inventory
 

in the Saigon District is continuing, with scheduled
 

completion of the 1973 inventory by the end of the 

year. The experience gained in this DjsLrict will 

be applied to other District inventories scheduled 

for 1974.
 

4. Functional Classification of Highways
 

Booz, Allen recommended that the functional
 
classification of the highway system be reviewed
 

and appropriately restructured. This was partLou

larly important in establishing the systems responsi
bilities of the new autonomous agency. In anticipa
tion of the Decree establishing the ViIA, the Director
 
General requested that the reclassification be under
taken earlier than originally scheduled.
 

As a result, a procedure for reclassification
 
was submitted on 31 March. Reclassification proceeded
 
on schedule. Modifications were made on 5 .lay to
 
accommodate some shifts in anticipated VHA responsi
bilities. During the week of 8 October the newly de
veloped National and Inter-Provincial Systems were
 
approved by the Director General.
 

5. Interim Program 

Several highwa' improvement programs had been 
prepared by agencies other than DGOI[. It seemed only 
appropriate that the agency with official responsi
bility for the highway transportation requirement of 
the RVN should express its opinion on a priority im
provement program. Early attention, therefore, was
 
given to the programming activity. 1<ecognizing that 
the development and implementation of a complete 
planning procedure would take time, interim procedures 
were developed to tu;e in formulating all Interim Pro
gram of highlway improvemnt. Thi ; Interim Program 
was completed wi th tL1 1::i tance of District and 
Planning jpers~olni(e] arIld tIe lan ,Idvi!sor%p and has 
been adopt.d. 

The l Oterim Pr(I ram i,; dest;,IleI to bt! up(iated
 

each year until ,;ufi ficient plaInning data are avail
able to produce a priority proq;ram.
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(5) Financial Management and Accounting
 

A major conclusion of the Booz, Allen study, 
con-


USAID
 
curred in by the Ministry of Public 'orks, DGOII, 


was that a totally new, overand other informed persons, 


all system for accounting and financial management 
was
 

required. Only with the estaolishlient of such a modern, 

performance-oriented system could meaningful improvement
 

in the management and control of DGOiI functions take 

evenplace. This requirement for DGOii became more im

portant with the establishment of the autonolnous VHA. 

Clearly, the establish:,ient cf such a comprehensive 

system calls for extensive participation and rearrange

ment of activities and procedures in functions beyond
 

the immediate accounting area.
 

Organization and administrative practices 

must be clearly established as a basis for 

assignment of finazciill accountability 

pur-Personnel inu,;t be trained in the overall 

pose, method .; andI cio taiI ex:rci:;e of the new 

systerm - an ext.n5 Sive traininj ruLuireient 

for p)-rsonne1 f roi~i top) :I,11jment down through 

clerical level.; 

Ilighway p lan; and proqrams must be developed 

with mnre SP;ecific content and supporting 
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a basis for financial
justification as 


planning and budgeting
 

Data inputs from operating and administrative
 

functions must be developed which are com

patible with the operational duties and day

to-day activities of these units.
 

The development of the financial management and
 

accounting program has been carried out with major em

phasis on integration with the requirements of other
 

functions.
 

Accomplishments in the year 1973 are summarized in
 

the following sections.
 

1. Preparation of Policies and Chart of Accounts
 

The chart of accounts and associated function
 
and object class codes have been completed and pre
sented to the Administrative Council for final
 
approval. Preliminary authorization has been given 
to permit preparation of implementation detail. 

The policy document covering the basic policies 

controlling the financial administration functions 
of VIIA, including commitment and expenditure approval 
authorities, has also been completed for presentation 
to the Administrative Council. 

Taken together, these two documen ts; comprise 

the basic statemunL uon wlich the entire financial 

management and accounting system is ;Lructurcd. 

2. Budget Prep)aration an(1 Control 

The FY 1974 Budget ie(Iu,.: t hus been reformatted 

to the new chart of accounts. A; of 1 January 1974, 
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budgetary control will be under the new system.
 

The new system accommodates the National Budget,
 

MOF, and DGBFA requirements as specified for 
VHA
 

in the enabling Decrees.
 

3. Installation of Cost Accounting System
 

The initial cost accounting system has been
 

developed and installation scheduled for 1 January
 

1974. Since the concept is new and experience in
 

the use of such systems is absent in VHA, the initial
 

system has been simplified to the maximum extent
 

deemed feasible.
 

The system is a modern, performance-oriented
 
system adapted from the American Association of
 

State Highway Officials system. The fundamental
 
elements of the new system are being installed in
 

the initial phase. Once VHA has demonstrated that
 

they can satisfactorily operate the simple initial
 
syst9m, progres _ive refinement and extension to the
 
ultimate system will be undertaken.
 

4. General (Fiscal) Accounting Installation
 

The general accounting system now designed and
 
scheduled for installation during the first quarter
 
of FY 1974, is also a simplified, double-entry sys
tem capable of later refinement and extension as
 
operating experience is gained. Again, the major
 
features of the ultimate system have been included
 
in the initial installation, and the Statements of
 
Assets and Liabilities and other required fiscal re
ports will be generated for the close of the fi::st
 
quarter. Further refinement will be paced to the
 
developing capabilities of VIA to operate and ad
minister the system.
 

A near-term deficiency is the valuation of in
ventories, equipment and fixed assets. Current data
 
are inadequate for fully adequate fiscal accountability.
 
For this reason, gross figures and justifiable esti
mates will be used until the program of detail in
ventorying and asset valuation is completed.
 

5. THE FUTURE WORK PLAN
 

During the coming year, 1974, RJA advisory efforts will
 

give priority throuqh all functional areas to the development
 

and implementation of
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The financial management and accounting 
system
 

Organization and training, giving 
emphasis to those
 

areas and levels most critical to 
gaining early,
 

total effectiveness of VIIA operations
 

Key administrative systems required 
to guide and
 

control the overall activities of VHA.
 

These priorities impact upon the work plans 
in every
 

Thus, early effort will be devoted to the
 functional area. 


organization and administration of the personnel 
function to
 

build a staffing capability and guide training 
programs.
 

The planning function must be organized to provide 
the
 

plans upon which the development of agency-wide 
programs,
 

budgets and management controls depend. The 1975 budget cycle,
 

under new procedures, will require participation by all units
 

of the organization. And training activities will be paced to
 

support all of these efforts in a timely manner. Regardless
 

of the specific functional assignments of the individual ad

visors, it is clear that a totally integrated effort must and
 

will be accomplished.
 

In order of basic priorities stated above, the general em

phasis in each of the functional areas will be as follows.
 

(1) Financial Management and Accounting
 

In the area of fiscal managinent, the FY 1975 budget
 

cycle, beginning in April 1974, will be carried through 
by
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the responsible supervisors using the 
new procedures de-


These esti
veloped for preparation of budget estimates. 


mates will be based upon the specific activities 
and pro

jects included in the approved interim short-term 
pro-


Thus, FY 1975 will be the first complete budget
gram. 


cycle under the new system.
 

At the same time, a planned approach and schedule
 

for the future refinement and implementation of the
 

accounting system at both Headquarters and District levels,
 

as described in detail in Chapter VI, will be developed.
 

Although initial systems have been cut back to fundamentals,
 

and forms and procedures made as simple as possible, a con

siderable amount of work is needed to get source reporting
 

systems implemented and a timely flow of report informa

tion established. The lack of training of VHA personnel
 

will be felt initially. For these reasons, a major share
 

of the accounting advisor's efforts will be devoted to
 

day-to-day monitoring and assistance.
 

(2) Organization and Administration
 

In the organization and administration area, such
 

advice and guidance will be provided as necessary to es

tablish position responsibilities, authorities and rela

tionships at the levels of organization established by
 

Decree or Arrete/ Basic policies and detailed operating
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policies will be developed and recommended, 
as appropriate,
 

as a whole and for the Directorates 
and the
 

for the VIIA 


Divisions as related to the objectives 
of the three levels
 

of organization. Objectives will be fully developed 
and
 

necessary,

functional statements finalized or written, as 


for the District organization and levels 
of Central Head

quarters below the Divisions. Work will continue on
 

recommending basic procedural systems throughout 
the or

-
ganization. A management information system described
 

later in this chapter - will be developed in outline and
 

methods of coordination and control described and recom

mended in connection with this system.
 

(3) Planning
 

Planning activities will concentrate on
 

Establishment of a planning process with the
 

purpose of developing a plan for highway im

provements which will give consideration to
 

economic and other impacts, desirable priorities
 

and the financial requirements and possible
 

sources of funding
 

Further development of the programming process.
 

Attention will be given to further refinement and de

velopment of the traffic counting program, the road
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to provide and
inventory program, and other systems 


maintain data requirements. A thorough analysis will
 

be made of the data supply as related to basic 
planning
 

procedure needs and data needs outside the 
planning
 

function. Recommendations will be made pertaining to 
a
 

complete data system.
 

(4) Personnel Administration
 

In personnel administration, position descriptions
 

will be completed for new positions based on finalized
 

The positions will be classified.
functional statements. 


Manpower needs will be determined in critical organization
 

areas in accordance with procedures established by VHA on
 

the recommendations of advisors in operational areas.
 

Available manpower will be evaluated. Training needs will
 

an ongoing process
be determined. Recruitment will be 


with emphasis on recruitment for the identified priority
 

manpower needs.
 

Organization of the personnel and training function,
 

as recommended, will be emphasized as deserving priority
 

in the whole process of filling organizational require-


Adequate staffing of the entire organization will be
ments. 


dependent upon having an adequately staffed personnel function.
 

It is anticipated that complete organization of the personnel
 

function will be completed by the end of January 1974. Staff
 

development will be pursued throughout the year.
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(5) Training
 

On-the-job training for the four 
VHA training
 

During

specialists assigned in 1973 will be 

continued. 


1974 they will gain experience in all the steps necessary
 

to determine training needs and to develop self-instruc-


Their English language capability will
 tional courses. 


also be increased through daily interaction 
with the
 

highway training advisors.
 

VIA training needs for 1975 will be identified 
and
 

an input to the preparation of the VHA Master
used as 


The Master Training Program
Training Program for 1975. 


will provide the basis for the training budget estimate
 

for 1975.
 

Development or adaptation of self-instructional
 

courses will continue. Twelve self-instructional courses
 

will be completed in 1974, covering such areas as preventive
 

maintenance of heavy equipment, highway maintenance, con

struction inspection, materials testing, construction
 

Seminars in managemathematics and contract plan reading. 


ment, accounting reporting and construction management
 

will also be prepared and conducted during the year.
 

A centralized training capability will be established
 

in VIIA to provide for training requirements determination,
 

training plans, development of self-instrucdevelopment of 


tional courses, integration with external training agencies,
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conduct of training courses and support 
to training
 

operations. The Highway Training 5;chool (IITS) will be 

the new capability. Necessary
a significant component of 

curriculum will be accomplished
reorientation of the IITS 


based upon training needs established early 
in 1974.
 

(6) 	Management Information (MI) System
 

Development of a management information system 
will
 

Such a
be a major task to be undertaken during 1974. 


the ability of management at all levels
system is basic to 


to coordinate and control functional performance
properly 


in order to achieve VIIA objectives. Development of it
 

could not logically begin, however, until the new organi

zation structure was finally approved.
 

The processes of developing the MI system will in

cludd:
 

at each level of 	management1. 	 Identification 

in each functional area precisely what the 

manager needs to know to effect proper coordi

nation and control 

2. 	 Deve lopm.iri t of the !.y ;temin which will supply the 

nvedd, including the maintenanceinformation 


of suit:,hll)lo records
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3. 	 Development of the reports and forms 
which
 

will transfer the information
 

n 
 wosource
Charting tnc flow of in-=rmatio fr

4. 


to manager.
 

A considerable amount of work will be required 
to
 

formulate and establish the specific need 
for information
 

In the absence of a formal
 at different management levels. 


common for top managers to receive far
MI system, it is 


to properly coordinate
 more information than they need 


their workload in that they
and control. This adds to 


become involved in problems of minor consequence which
 

others should solve. Added to the problem of too much
 

information, the top manager often is not receiving in

formation he really r2quires. 

In contrast to inundating the top manager with too 

much of the wrong kind of information, operational 

at lower levels may not have enough informationmanagers 


control the processes entrus;ted to them.
to properly 

In princiliei, with respect to specific conduct of 

amount of information neededoperational procedures , the 


tie hi qher the- ma naqement
by managers :Oiould decrea :e 


1eve 1 . 'T01 IThManag (elt C-Ml tLk( tadVant.q of "ma nqemll St
 

by except il" principltus. lPhi:l mean: thait once they have 

approved procedurt's and !chedlee:i, tLhey only need to be 
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informed when there are departures from these procedures
 

and schedules.
 

the MI systemThe use of data processing as part of 


The basic objective is
should be and will be selective. 


to maintain information and make it available in required
 

little expense
summary form as efficiently and with as 


as possible.
 

These are principles which will govern the develop

ment of the MI system and t-2 coordination and control
 

functions which rely upon it during 1974.
 

a summary chart showing the progress anti-
Figure 1 is 

cipated in the several basic management areas in 1974. The 

detailed ciarts showing activities in each of these diLferent 

areas are presented in the chapters dealing with the subject 

area.
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ORGANIZATION AND ADMINISTRATION
II. 


The Booz, Allen report of 31 August 1972 presented a con

ceptual plan for the reorganization of the Directorate General
 

of Highways. The reconended organization plan was designed
 

"at some (late in the
 to fit a fully operational, enlarged D1OIi 


future, with many uncertainties and obstacles to be overcome."
 

With minor modification of detail, the organization plan could
 

apply to either the continuing DGOII or to the proposed autono

mous agency. The conceptual plan was approved by the Ainister 

of Public Works as a guide to future organization planning. 

11!REGAIJIAATION
1. O1BJECTIV'S OP TIl1 


The objectives of the proposue(] reorgainization as cited by 

Booz, Allen and concurred in by RJA are to 

Organize VsiA activit ie; by function to minimize 

duplication int permit c.oncentration of specialized 

talents in eacln 1unction 

Provioe proper n(,i duct 1etween centralization and 

decentra li,,it jnj wI tin a function 

Provide .cceptabie liIits to the pijjj of auper

visory control 
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Provide an organization structure which encourages
 

proper delegation of authority
 

Define specific responsibilities and intraorganiza

in order to expeditetional relationships clearly 


management transactions and coordinations.
 

assistance teamThe work undertaken by the RJA advisory 

direct outgrowth of the tasks recoiiuncded in the Booz,was a 

Allen report to implement the new organization. This work can 

vie suir.mariized as follows. 

Review of the conceptual organization and recom

mendation of any appropriate modifications required 

- opourational requirementsto acc:unodlat ure; t 

Preparitti(n o :of ' ;dry 'ecdumenltat ion ,;uch -S 

draft; of ,n,il in; w*re4,; , irinctionial statements 

of rtt;poi:;i ility n1 all O>qd i .atiof elements and 

pouli ti )n .n'r'i pt uiv;t)or executive supervisoryfi*' and 

pot i t inn 

It of I s tep- by- step plan for implementa-JeVeCO:uI 

of the Of,; tatio and ass11i.tance intion 0,W "I 

accovlpli:ThI nj Ii l ln. 

1. . o in'rh(i fe t-111!; wor , (OIi ne!d ni no work 

diOlI Work plail.proco(hlur4! wti u-:i -ovo~ jo- U10 o,.+I:i:IhL 
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DURING TilE YEAR 1973 
2. ACCOMPLISIHMENTS 

the program to the
 
The first four work procedures advance 


specific organization plan and 
the
 

a 


enabling Decrees authorizing
 

point of approval of 


the series of
promulgation of 


the objectives,
As related to
of the organization.activation 

major phasesinto the work 
these work procedures ..iay be grouped 

described below. 

(i) ilreoaratory Work 

The review of Booz, Allen organization recommenda

tihw current staLus of DGOtI operations and
tions and of 

aO DC;OIl goals and objectivcsthe reviw a1 de f miiion 

Steeringwere con letei i.n February ,nI .larcl. 1,1he D)GI 

on II ,,r iI and orientation by the
Coimi ttC( . ,ct ivted 

P.JA tea:-- co' t L ({urin a .;uries of weekly 11ectiiJS held 

i: ndiate ]y there',f ter. 

'l;l. conceti)Lia1 plan )r organization greviously recomti-

I y "() Z, A11l en wa ,n.ne.Iteto Ie ';ouLI],l ,11,d was 

friI ur ev,,o[iwn of tileaccen)ted] hy ,2JA t; Li tnu 

il,. j) i,, Crntra I ,-ad[1,11 tin'det<i ii ,e, p1 an. ,,ae ,,t:'. 

a basis ,ur dicus:;ionZatilcn, Wi. ,) . t, i ii ' a:, 

pe:i~<i n.J a ctLi. 0 :, to , *?o n : .,t' ., ,1 /a ,~' Lt,', . cj:; ;(i 



establish DGOIl as an autonomous agency tas previously 

d iverted executiverecommended) which understandably 

from details of the new organizAtion.attention 

on 1i July estab-Decree No. 635-TT/SL was signed 

lishing the Vietnam Highway Administration (VIIA) an 

agency; and Decree :o. 13i0-SL/CC dated 6autonomous 

August fixed the composition of the overseeing Adminis

trative Council of the VNA. 

Conversion of DGOk to VHA required a complete re

view of the proposed organization to determine what, if 

any, modifications were necessary becaise of the autono

mous agency status. This was accomplished in July and 

early Auqust by the AiA stiff, cc h advisor reviewing 

his assiined f unctional area. Ci lan~;u ; were mininal. The 

t t. he i)irectordraft oriaiizaLion pjlan was pre :;ente 

General on 22 Augu:;t. A series of maetini:; resulted in 

further modificltion AnO : 15 Octber)h thL orga nizaLtion 

plan was re ldy for presentation for approval by the Ad

mini:strative C'ouncil. 

'lhe organi zition plln (Pijure, 2) does not depart 

the oriqinal Wooz, Allen concept orsignificantly from 

the original ,YJA detailed plan. The 'lost important 

changes are! 
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Districts report directly to the Director
 

General/Deputy Director General rather than
 

through the Assistant Director General for
 

Operations. This maintains the existing re

lationship. It also tends to maintain the
 

present heavy supervisory load on the Director
 

General/Deputy Director General which the origi

nal Booz, Allen, RJA recommendations sought to
 

alleviate by shifting part of the workload to
 

an intervening level of organization. The direct
 

reporting relationship does offer distinct ad

vantages during the period of implementing new
 

management systems
 

The Highway Training School is removed from
 

the Personnel and Training Division and reports
 

directly to the Assistant Director General for
 

Administration. This minimizes organizational
 

disruption during the transitional period for
 

training activities
 

The Secondary Roads functioii is assigned Division
 

status in the Operations Directorate in view of 

the increased activity in this program. 

This recommended plan is the basis for the functional 

statements and positions descriptions prepared for the 
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A chart of the final organizaimplementation program. 


tion structure is shown in Figure 2.
 

(3) Enabling Documentation
 

Following promulgation of Decree No. 635-TT/SL es

tablishing the VHA and Decree No. 130-SL/CC designating
 

the Administrative Council, two additional decrees are
 

required.
 

By Decree the Primue Minister must prescribe the
 

overall organization of the VHA, the financial and account

ing responsibilities and certain guiding policies for the
 

transition of DGOH to VIIA. This Decree was drafted,
 

approved by the Director General, presented to and approved
 

by the Administrative Council on 18 October and forwarded
 

to the Prime linister with the recoimnendation for approval
 

and promulgation. The Decree had not been signed as of
 

10 December.
 

By Arrete, authorized by the Prime Minister's Decree,
 

the Minister of Public Works prescribes the organizational
 

detail and operation of the VIIA. Tihis Arrete has been 

drafted based upon the detailled organization plan as recom

mended and the functional statuients supporting the plan. 

The draft was presented to the Director General on 22 

August and, after a series; of discussions through 14 

Novewber, was finalized and i.; now being held pending 

promulgation of the Prime 'linister's Decree. 
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With the completion of the above work phases, all work
 

has been accomplished leading to the final approval of the
 

organization and official authorization to proceed.
 

The next several work phases cover preparation of addi

tional documentary detail required for implementation of the
 

organization. These phases could not be completed until final
 

approval of the organization plan. In anticipation of approval
 

of the organization plan essentially as recommended and promul

gation of the authorizing Decree and Arrete, the advisors
 

moved ahead as far as possible with the phases of work des

cribed below in order to expedite implementation.
 

(4) Organization Plan for Subcomponents
 

Preliminary organization plans and some supporting
 

functional statements have been prepared for subcomponents
 

of the Central Headquarters (below Division level). These
 

were presented to the Director General on 22 August in
 

support of the top organization plan presented at the same
 

tirre.
 

Field Organization subcomponents have necessarily
 

recei ed limited attention pending authorization to pro

ceed with the reorganization. A general plan of organiza

tion for the Districts has been prepared. Preliminary
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definition of Section functions has been completed.
 

Further development has been held pending authorization
 

to proceed with the overall plan.
 

Completion of detailed plans and functional state

ments for the Field Organization is also dependent upon
 

the resolution of the specific roles and responsibilities
 

of VHA for the primary highway system and the Provinces
 

and local governments for the secondary system and un-


It now appears probable that organiclassified roads. 


zation plans and functional statements for the Field Or

ganization must be developed on an interim basis to per

mit implementation to proceed.
 

Assuming authorization and promulgation of the pend

ing Decrees by 15 January 1974, approximately six weeks
 

will be required to complete subcomponent organization
 

plans and fui-tional statements for Central Headquarters
 

and interim plans and statements for the Field Organization.
 

(5) Position Descriptions
 

Position descriptions have been completed for all
 

positions at Division level and above. (See Personnel
 

Administration.) These position descriptions anticipate
 

adoption of the organization plan as recommended. Posi

tion descriptions below Division level down to the first
 

management level of each organization unit will be
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developed following authorization to proceed 
with in-


Assming authorization
stallation of the organization. 


by 15 January 1974, approximately eight weeks 
will be re

quired to complete the remaining position descriptions,
 

recognizing that they will be prepared concurrently 
with
 

other implementation tasks.
 

(6) Preparation of Management Guide
 

It should be recognized that the M-lanagement Guide
 

will be an evolving, growing information manual contain

ing fundamental policy statements, organizational policy
 

statements, organizational objectives, organization plans,
 

functional statements, position descriptions and the
 

necessary explanatory material. It will be a flexible,
 

central compilation of essential documentation required
 

to guide consistent management practice throughout the
 

V11A. 

At the time of initial issue it will be largely com

posed of material developed for implementation of the or

ganization and will not require any substantial effort, 

other than the integration of the already existing material 

and preparation of expository statement; covering the pur

pose and usage of the Management Guide. 

The general format of th' ,inaigeiuent ;uide has been 

prepared. Compilation and integraLion of material and 
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the planning of mechanics of reproduction 
and issue
 

- at whatever point in
 should require about four weeks 


time it is deemed appropriate to make the first issue.
 

now appears probable, in view of the anticipated 
im-


It 


on
 
plementation, that the date of first issue 

should be 


or about 15 April 1974.
 

The accomplishments for the year 1973, despite schedule 

slippage caused by the necessary and highly productive 
diver

sion of effort required by the mid-year conversion 
or DGOIi 

into the autonomous VIA, may be summarized as fr:llows. 

All work has 	 been completed and required documenta

tion prepared for formal approval and authorization
 

of the new VIiA organization as reconuended 

(letail required for im-Preparation of supporting 

the has been completedplementation 	 of organization 

;ossible prior to approval and autiiorizaas far as 

tion. Final refinement can be accoifiplished in mini

mum time upon approval of the orqanizAtioll. 

:ompletLionplementation project along 	 perc:nt 

A summary of work accomipli;hed in the orgJ'1"z,.Ational area 

during 973 is; illustrated in 'iqure 3. This shows the pro

posed progr ,,!;s :;ch(!dule :;ubtiittod aL t 1iu e jgi n i nj of the im

with the of each 

of the work procedures listed in t.is ,;c1ib-du.1c. 
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FIGURE 3
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3. PRIORITIES OF FUTURE WORK
 

Priorities of work in the immediate 
future expedite com

pletion of organizational detail following 
authorization and
 

implementation.
 

(1) Implementation Plan
 

The implementation plan to be developed 
will detail
 

establish the 
new
 the step-by-step actions required to 


The plan and schedule will be constrained
organization. 


by two factors.
 

Priority of installation will be given to those
 

organization units urgently required to enable
 

VIIA to discharge its enlarged responsibilities
 

(i.e., Personnel and Training Division)
 

Undue operational disruption must be avoided
 

by careful, sequential scheduling which re

quires that a reorganized element be operating
 

adequately in the new pattern before moving to
 

reorganize a contiguous element in the work flow.
 

The most important characteristic of the inplementa

tion plan is the sequence of actions rather than the exact 

time schedule. The time schelule should be regarded as a 

feasible target, with actual accomplish;,ent advanced or 

slipped to accorniodate the J)dce of installation - always 

maintaining the sequence. 
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The development of the implementation plan is esti

mated to take approximately four weeks.
 

(2) Implementation of the Plan
 

Implementation cannot be regarded simply as the
 

mechanical installation of a predetermined organization
 

plan. Inevitably, modifications will be required by cir

cumstances which have changed during the period of pro

gram development. Furthermore, some opportunities to ad

just functional detail and procedures for greater effi

ciency will become apparent when actual application is
 

made. This is to be expected. Flexibility must be
 

maintained to accommodate these problems and opportuni

ties while holding to the essential pattern and objectives 

of the new overall organization plan. 

No organization plan should ever be accepted as a
 

rigidly stated plan for all time. Objectives change.
 

New operational patterns arise. Fundamental roblen 

areas disappear and new ones develop. 'he organization 

plan must be flexible and capable of purposeful, evolu

tionary change to support the changing requirements of 

the VIIA in the future - and VIIA management must be willing 

and able to exploit the positive benefits of such organi

zational evolution.
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As the RJA advisors assist in the implementation
 

of the new organization, attention will be given 
to ex

plaining the purpose and principles of the organization
 

Even a mo: t elementary appreciation
to those involved. 


of the objectives of organization can generate additional
 

suggestions for further organizational improvement.
 

4. RECOMMENDATIONS 

It is recommended that 

Any questions which may be delaying official authori

zation of the reconmcnded organization be identified, 

satisfactory solutions expedited and authorization 

obtained as rapidly as poss;ible 

Implementation of the Central lieadquarters plan be 

essentially compleLe~d and adequate operation demon

strated before mioving to the Field organization 

Resolution of the respective roles and responsi

bilities of the VIIA and of tle Provinces and Cities 

be pressed, with tile target for accomplishment set 

as 1 July 1974. 

5- SCIEDULAE FOR 1974 

The sclhedule for organizational advisory work for tile
 

next tw(: years is summarized in Figure 4. 
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FIGURE 4
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III. PERSONNEL ADMINISTRATION AND MANPOWER MANAGE1ENT
 

Good organization for personnel administration and 
manpower
 

management is a basic requirement for the effective operation
 

The ability to achieve an
of any public or private agency. 


organization's objectives is dependent on the availability,
 

proper placement and motivation of adequately trained per

sonnel. Availability of good personnel is influenced by factors
 

such as the recruitment program and availability of adequate pay
 

and compensation for different classes of employees. Proper
 

placement of personnel is dependent on factors such as evalua

tion and classification of personnel needs as related to job
 

requirements. Motivation of employees is proportional to the
 

degree to which a system exists to assure reasonable opportunity
 

for advancement. In order to make provision for all of these
 

essential requirements of good administration, an agency must
 

have a sound, adequately staffed and trained organization for
 

personnel administration and manpower management.
 

Prior to the undertaking of the project, the Directorate
 

General of Highways possessed very limited organization and
 

capability for a sound personnel and manpower management r'ro

gram. The function was not well staffed. Standard procedures
 

did not exist in crucial areas. Records were inadequate,
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Personnel programs were not
 inaccessable or nonexistent. 


adequate for the professional or technical staffing 
require

ments of a modern highway agency.
 

The situation was further complicated by shortcomings 
of
 

the Vietnamese Civil Service System which made it difficult
 

to attract, properly place and adequately compensate the calibre
 

of professional employees required to adequately staff key
 

positions in the DGOI.
 

The management study conducted by Booz, Allen found the
 

following inadequacies in personnel administration and man

power management.
 

Lack of data or inaccurate data on existing em

ployees and personnel requirements
 

Shortages of personnel or lack of properly trained
 

personnel for many key positions
 

Difficulties in hiring and keeping qualified per

sonnel due to classification, remuneration and
 

other problems inherent in the civil service system
 
I 

Inadeqiate organization for personnel administra

tion and training. 

One of the major efforts of the Booz, Allen management 

study was to make a survey of personnel on hand and an estimate 
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of personnel needs by category and level of employment 
at 

- function-manning schedules. Headquarters and in the 	Districts 


to indicate educational attainiments of
 Categories were such as 


as compared with requirements.
existing personnel 


to over-
In addition to recommending that ways be found 


come the civil service system problems (page 11D, Final Report),
 

the Booz, Allen report made th- following recommendations on
 

personnel and training (page 12, Task L-i Report).
 

Perform a detailed personnel analysis of the DGOH
 

Central Agencies
 

Develop job descriptions
 

Collect personnel requirements for ferry operations
 

Collect personnel on-hand information from tne
 

Provinces
 

* 
 Develop an improved personnel classificaLion system
 

Develop a personnel management information system 

Plan for adjustment of personnel assignments.
 

1. RJA OBJECTIVES 

In 	 line with the above recommendations and specifications 

for the implementationestablished by iGOii (now VIHA) and USAID 


project, JA advisors reviewed the entire personnel system
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then in effect with their DGOH counterparts. 
Policies and
 

procedures of the Directorate of Civil Service, 
which con-


A Alichigan

trolled the personnel function, were reviewed. 


State University study of the civil service 
system made in
 

1961 and other reference material on the French civil 
service
 

were
 system concept (the basis for the Vietnamese system), 


in-depth understanding of the system.
reviewed to obtain an 


Meetings were conducted with the Director of Civil Service to
 

explore an, anticipated revision of the system, and other
 

officials to explore
meetings were held with USAID and DGOIH 


present pol.cies and practices in hiring Vietnamese personnel.
 

As a result of these reviews and study efforts, four basic
 

Objectives were developed for i;plementation of the personnel
 

administration and manpower management function.
 

Employee Procurement. To recruit, select and em

ploy the best qualified individuals required by the
 

overall objectives of VHIA 

Employee Development. To provide educational and
 

training programs to develop employees who will con

tribute more effectively to the goals of the organi

zation and gain satisfaction from tlieir work 

Employee Utilization. To assign erloyAes in those 

jobs where the need for their Services is greatest 

and which they can perform mot eIfcctively 
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To provide compensation programs
Remuneration. 


that will ensure optimum consistency and 
equity
 

in the relationships that exist between VIA, 
pre

vailing private employment in the labor 
market of
 

the Republic of Vietnam and GVN agencies.
 

These objectives encompass all of the specific 
recommenda

tions made in the Booz, Allen study, such 
as developing job
 

descriptions, making analyses of personnel requirements, 
de

veloping an information system, and developing 
a personnel
 

classification system.
 

2. ACCOMPLISHMENTS DURING THE YEAR 1973
 

To accomplish the above objectives, several activities
 

were scheduled and undertaken during 1973 in accordance with
 

the project requirements. In order to make clear the rela

tionship of these activities and the degree to which they 
have
 

are assembled
been accomplished to the project objectives, they 


below into logically related groups. Accomplishments during
 

turn.
tie year pertaining to each group will be discussed in 


(1) Personnel Classification and Salary Plan
 

those performed
Activities in the first group were 


in order to develop a complete personnel classification
 

Ind pay plan for V1IA. These included
 

Development of job descriptions for all VHA
 

positions
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Development of staffing, classification and
 

compensation recommendations for key positions
 

and other positions on a priority of need basis
 

Formalization of the classification and pay
 

plan.
 

To the extent that accomplishment of activities in
 

this group has not been dependent on factors outside of
 

project control (such as approval of the new VIIA organi

zation structure), they have been completely accomplished.
 

There were delays in accomplishment, as related to initial
 

schedules, because of the uncertain status of the DGOH
 

agency in the spring of 1973. Development of tne classi

fication and compensation program necessarily was delayed
 

until it could be determined whether or not DGOH would be
 

able to establish its own program as an autonomous agency
 

or be required to follow the guidelines of civil service.
 

Six identifiable steps were utilized to develop
 

the classification and salary plan.
 

1. 	 Committee Selection
 

Committees composed of knowledgeable VHA per
sonnel were selected to perform work analysis.
 

2. 	 Work Analysis
 

These committees identified, in detail, functions
 

and tasks being car .ed out by components of the or
ganization as well a the requirements of key positions.
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3. Market Study
 

A list of 70 employers competing directly with
 

VHA on the labor market was compiled by the 
per

sonnel staff.
 

4. Salary Survey
 

General descriptions of key classifications
 

were proposed along with salary and benefit question-


Each employer was personally interviewed by
naires. 

The data collected was prethe personnel staff. 


(See Figure 5.)
pared and submitted to VIIA in August. 


5. Classification Plan
 

Detailed job descriptions or classification
 
prepared for existing top management
statements we _e 


positions. Based on thie work analysis, general classi
fication statements were_ prepared for positions below
 

the top level. All classifications were ranked by
 

level of difficulty. The results of these efforts
 
have been submitted to VitA for review and approval.
 

(See Attachment A) The Classification Plan was
 
approved by the Administrative Council on 30 November.
 
It has not been and will not be possible to finalize
 
job descriptions (classification statements) for posi
tions in the new organization until the organization
 
structure is approved by VItA.
 

6. Salary Plan
 

Salary plans were developed to fit each personnel
 
category (engineering, clerical, etc.), based on the
 
salary survey conducted by Booz, Allen and DGOH and
 
USAID. These included maximum and minimum ranges for
 
the different personnel classifications. Criteria for
 
the (classification and) salary plan included such
 
desirable features as
 

Equal pay for equal work
 

Increase in pay for merit
 

Provision for opportunities for advancement
 

Titles to fit the work
 

Salaries to fit the work
 

* Fiscal capability.
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FIGURE 5
 
SALARY SURVEY SUMMARY
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The salary plan and the initial implementation
 

procedures were submitted and approved by the Administra

tive Council on 30 November with the following 
Council
 

recommendations.
 

The salary range minimums be lowered to match
 

available funds
 

During the employee evaluati6ns, the necessary
 

data be collected but the actual classification
 

and rate of pay for each employee be assigne(
 

by a Central Headquarters committee
 

The total cost of the salary plan and benefits
 

be presented to the Council for approval prior
 

to implementation.
 

Revisions are presently being made in compliance with
 

these recommendations. The employee evaluations will be
 

conducted upon completion of the revisions and appointment
 

of the evaluation team by the Director General.
 

to employee
All of the basic objectives pertaining 


procurement, employee development, employee utilization
 

and proper remuneration are dependent on the existence
 

and implementation of the classification and salary plan.
 

(2) Personnel Needs and ,;election 

The second group of activities undertaken related
 

to the determination of personnel needs and selection,
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This 	in
recruitment and placement of key personnel. 


cluded such activities as
 

1. 	 Development of a complete bianpower inventory,
 

including pertinent information on all existing
 

employees
 

2. 	 Performance of a manpower needs determination
 

3. 	 Development of employment policies
 

4. 	 Development of a Personnel Policies and Pro

cedures Manual
 

5. 	 Development of detailed data on labor source
 

and manpower availability
 

6. 	 Initiating recruitment, screening and place

ment activities.
 

As in the case of the first group, these activities
 

have 	all been accomplished to the extent possible pending
 

approvals of the new organization structure and the salary
 

and classification plan. A complete inventory was made
 

of existing personnel, including information on personnel
 

characteristics such as age, education, experience and
 

length of service. Data processing facilities of the
 

Vietnam Power Company were used to tabulate and arrange
 

the data in a form suitable for making the analyses nceded
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initially to determine personnel needs and 
develop the
 

selection, recruitment, placement and training programs.
 

(Figures 6, 7, and 8 illustrate the summaries 
obtained.)
 

A records system was established to keep the 
data current
 

and provide a simple and inexpensive working 
base which
 

later can be transferred permanently to automatic data
 

processing.
 

(3) Personnel Policies
 

Recommended personnel policies were submitted for
 

approval in September. A personnel committee has been
 

established for the development of a Personnel Policies
 

Draft outlines have been preand Procedures Manual. 


pared and submitted to this committee for procedures to
 

be included in the manual along with a recommended format
 

for the manual. To date the committee has finalized all
 

an
procedures. (See Attachment B to this report for 


illustration.)
 

(4) Employee Benefits
 

Specific advice and guidance has been given in many
 

areas that relate to the establishment of a retirement
 

trust fund. Also, VIIA requested and received a proposal
 

for a medical and hospital workmen's compensation and
 

disability insurance program from the American International 

requires thatUnderwriters, Vietnam. Presently the law 
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FIGURE 6 

NUMBER OF PERSONNEL BY AGE 
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FIGURE 7 
NUMBER OF PERSONNEL BY EDUCATION 
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or more workers shall provide
 every employer of 1500 


medical and health service, including 
full-time avail

a medical practioner (holding the State
 ability of 


Diploma of Doctor of Medicine) and one 
or more nurses.
 

An insurance program was recommended to 
fulfill the re

quirements because of
 

1. 	 The necessity, otherwise, to establish
 

several dispensaries throughout the country
 

2. 	 The availability of better programs at less
 

cost
 

3. 	 Simpler budgeting and disbursement require

ments
 

4. 	 A 75 percent reduction in administrative duties
 

and costs
 

5. 	 The insurance program will fulfill legal re

quirements.
 

Despite these positive accomplishments, a considerable 

amount remains to be done to design and implement a pro

gram for personnel selection, recruitment and placement. 

area 	 of manpower needs deter-TUittle could be done in the 


mination beyond the rouqh estimates resulting from the
 

fPooz, Allen study. Specific determination of require

fill positions in the new VdIA organization
-,nts to 
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necessarily must await approval of the new organiza

tion structure.
 

Recruitment, selection and placement of personnel
 

is considerably hampered by the lack of official approval
 

of the organization structure and classification and pay
 

plans. However, assistance is continually being provided
 

in recruitment, screening and placement efforts. Also,
 

data has been compiled on labor source and manpower
 

ability. These data include
 

A list of all schools, colleges and universities
 

in Vietnam
 

A current list of local personnel terminated by
 

the U. S. government
 

A list of individuals attending foreign colleges
 

and universities through government-sponsored
 

programs.
 

The second group of activities, as identified and des

cribed above, is particularly related to the employment pro

curement objective stated earlier in this report.
 

3. PERSONNEL ORGANIZATION
 

In addition to accomplishments previously described that
 

relate to this area of endeavor, preliminary steps have been
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taken in tne organization and staffing of the 
personnel function.
 

Early in the project an interim personnel program 
was designed
 

This program, illustrated in Figure 9,
and submitted to DGOH. 


recommended assignment of two personnel project 
coordinators to
 

work with the RJA advisor in establishing some 
of the required
 

In addition, it recommended assignment
systems and procedures. 


of three additional personnel to assist in the development 
and
 

implementation of each of the three sections of the program
 

identified in the illustration. Subsequently, the program was
 

approved and the coordinators and other personnel assigned by
 

DGOH - the coordinators full-time and the other personnel part

time. An RJA translator was assigned to assist the group,
 

which has since worked with the RJA advisor in the performance
 

of studies, development of procedures and forms and initial per

sonnel recruitment and selection.
 

In addition to the development work which has been per

formed by the interim organization group, a plan for more per

manent organization a Personnel and Training Division has
 

been developed and submitted to VHA. As shown in Figure 10,
 

recommended organization of the Division will consist of six
 

sections. These sections will have responsibilities as out

lined in Attachment C.
 

Other activities directed toward organization of the per

sonnel function, such as the development of forms and documents
 

are being performed in an ongoing manner as the Personnel
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FIGURE 9
 
INTERIM PERSONNEL PROGRAM
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FIGURE 10 
PERSONNEL ORGANIZATION AND STAFFING PLAN 
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Policies and Procedures Manual (previously discussed) is being
 

Initial draft forms have been proposed for most
developed. 


regular processes. Training of employees assigned to the per

sonnel function is also being pursued on an ongoing basis. A
 

short seminar on personnel management was conducted for these
 

employees. The personnel advisor has moved his office to the
 

VHA personnel office to be on hand to provide guidance and
 

assistance to the personnel officer on the conduct of his daily
 

affairs.
 

Additional steps cannot be taken toward future implementa

tion of organization and staffing for the personnel function
 

until there is formal approval of the new organization of VHA
 

outlining authorities and responsibilities in the personnel
 

area.
 

A summary of all of the activities and accomplishments in
 

the personnel area is given in Figure 11. This bar graph shows
 

the proposed schedule of activities submitted at the beginning
 

of the project and the percent complete of each activity.
 

4. PRIORITY DIRECTION OF CONTINUING WORK
 

The groups of activities and related accomplishments des

cribed in the previous sections constitute the work accomplish

ment to date in the personnel area with the exception of work
 

in the personnel training area, which is the subject of the
 

following chapter. While the development, organization and
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FIGURE II
 
PERSONNEL WORK ACCOMPLISHED
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conduct of training programs logically will be the 
responsi

bility of the personnel organization, the training 
workload
 

associated with this project is sufficiently large 
to require
 

the assignment of advisors exclusively to this activity 
area.
 

It may be seen that there has been significant work
 

There is not much more
accomplishment in the personnel area. 


that can be done until there is approval of the new VHA organi

zation and of the proposed organization for the personnel
 

function. Nevertheless, only a beginning has been made in de

veloping an effective and efficient organization for personnel
 

administration. Less has been accomplished in the actual re

cruitment, selection and placement of needed employees.
 

Now that the new VHA top organization is approved, man

power planning to fill new key positions can begin. Job des

criptions for thesc. positions will be finalized. Related classi

fication and salaries will be established - the salaries to be in
 

accordance with the newly approved classification and salary plan.
 

Evaluation of existing employees will be undertaken to determine
 

potentials for new position assignments as well as training
 

new emneeds. Also, recruitment, selection and placement of 


ployees will be pursued earnestly.
 

In addition to pursuing these efforts at staffing the new
 

VIIA organization, the organization of the personnel function
 

itself can be undertaken now that the top Organization Plan is
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The conapproved and key personnel assignments can be made. 


sultant advisor will be continuously on hand to assist in the
 

new perimplementation of all programs and in the training of 


sonnel.
 

Concurrent with the organization of the personnel function
 

and the implementation of new procedures, the Personnel Policies
 

and Procedures Manual will be further developed. Job descrip

tions will be written for all supervisory positions in the new
 

VHA organization. Manpower planning will be performed in
 

connection with the needs of all VHA functions. Employee eval

uation will be carried out and recruitment, screening and place

ment of employees will be continued. Most of these activities
 

will be ongoing.
 

5. RECOMMENDATIONS
 

To allow development of the personnel function to continue 

at a desirable pace - the pace which so far has been established 

certain actions by VHA and the Ministry are essential. The 

following are recommended.
 

Key personnel should be selected, approved and
 

appointed as 3oon as possible
 

Complete organization for the personnel function
 

should be approved quickly
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To the e :ent possible, time between submission
 

of proposed plans and approvals and between
 

approvals and actions to implement should be
 

xeduced
 

A Personnel Committee should be established under
 

the direction of the Minister of Public Works and
 

Communications to coordinate all personnel efforts
 

by autonomous agencies and corporations under the
 

Ministry in order to achieve common objectives
 

without undesirable competition.
 

6. SCHEDULE
 

The proposed bar graph schedule for personnel activities
 

in 1974 is shown in Figure 12. Descriptions of the work pro

follows.
cedures shown on the figure are as 


Reorganization of the personnel function and sub

functions as described in the overall organization
 

of VHA
 

Implement the classification and salary plan within
 

approved guidelines and budgets at the earliest
 

possible date
 

Upon completion and approval of the Personnel Policies
 

and Procedures Manual, schedule seminars with Division
 

and District personnel for a smooth and orderly trans

ition
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As Divisions and Districts are reorganized and
 

programs implemented, detailed job descriptions
 

will be developed for each position
 

As Divisions and Districts are reorganized, the
 

Personnel Division will assist in manpower planning
 

in relation to workloads
 

Continued assistance will be given to establishing
 

an effective recruitment, screening and placement
 

process. This will not be limited to new employees,
 

but will include all employees presently with VHA
 

in need of retraining.
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IV. TRAINING
 

A major recommendation of the Booz, Allen study 
of DGOiI
 

concerned the development of a comprehensive 
training program
 

new supervisors and em-
In view of the substantial number of 


the general

ployees to be added to the agency, and in view 

of 


new operating procedures and manageient sysintroduction of 


success
 
tems, this requirement for training is critical to the 


RJA, after review of the existof the VHA improvement program. 


ing situation and early discussions with VA (formerly DGOH)
 

managers, concurred in the Booz, Allen judgments and basic
 

JA is uniquely qualified to pursue
training recommendations. 


the training objectives recomanended by j3ooz, Allen because of
 

the firm's worldwide reputation for leadership in the highway
 

training field.
 

1. P.JA TRAINING OBJECTIVES
 

The objectives sought by RJA envision the creation of a 

well integrated, continuing training program to serve the evolv

in. needs of VkIA both in tie near- and long-term future. 

Specifically, the obje -tives include 

Establishment of a VIA training organization capable 

of self-gener.ation of training programs and the 

direction and implementation OL the programs 
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Development of a series of courses specifically
 

designed to meet present u gent needs and also
 

having longer-term usefulness in training activities
 

Use of the training resources of agencies external
 

to VHA when their course material and schedules are
 

consistent with VHA training needs
 

Implementation of the training prog.am with maxi

mum feasible participation and supeivision by VHA
 

personnel in order to develop VHA capability to
 

maintain the ongoing program.
 

2. ACCOMPLISHMENTS DURING THE YEAR 1973
 

The work compluted in 1973 and that under way at the year
 

end is largely related to the establishnent of the training
 

organization and development of the training plan and proce

dures. However, one self-instructional course in basic mathe

matics has been completed and translated into Vietnamese and
 

is presently being reviewed. A detailed description of the
 

accomplishments to date is givei, in the following sections.
 

(1) Establish Priorities for Training Needs Areas
 

The Booz, Allen Task Report, "Skills and Training
 

Requirements (E3) and External Training (E2)," identified 

personnel shortages in 36 skill areas. In order to make 

most effective use of available training resources, it was 
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necersary to identify the most urgent training 
need 

ar as. 

To obtain the necessary information, a survey was
 

made of the judgments of all the District Engineers.
 

Each District Engineer was interviewed and requested 
to
 

identify the five skill areas that represented the most
 

critical training needs in his District and to rank them
 

in order of priority. Two District Engineers grouped
 

rank.
more than one skill area into the same 


Responses from the District Engineers were arranged
 

in the matrix shown in Figure 13. Skill areas identified
 

by the District Engineers were entered at the left of the
 

(for example, Saigon District)
matrix and the source of data 


was indicated across the top of the matrix. Rankings pro

vided by each District Engineer were entered into the
 

appropriate cell.
 

From Figure 13 it can be seen that the District
 

Engineers differed on the priority to be accorded a given
 

skill area. They also differed on the training areas to
 

be addressed. In order to obtain a set of five skill
 

areas, the decision rule applied was that those skill
 

areas would be chosen which showed agreeient of three or 

more District Engineers. On this basis, the following
 

skill areas were selected.
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Aanagement
 

Materials Testing
 

Accounting
 

Routine Maintenance
 

(1st and 2nd echelon)
Equipment Maintenance 


These priorities were used to guide the training
 

development effort.
 

Review Local Training Resources
(2) 


The 0ooz, Allen Task Report, "Skills and Training
 

(E3) and Lxternal Training (L2)," describedRequirements 

local training resources and capabilities. This document
 

the highway training advigors. Subsequent
was reviewed by 


the National Institute
to the review, visits were made to 


atof In-Service Training (NIT) , lational Technical Center 

Phu Tho, the Ministry of Labor jational Training Center in 

Gia Dinh , and the Iiighway 'Trai ing School at Suoi Lo 0 

The survey revealed that the National Training Center 

in Gia Dinli is poorly equippedI and ins-truction is at a most 

Traininq Schoolelementary level. By cont ra'st, thu Iiigjway 


in much better equip)ed for t eaching tie subjcc ts in its
 

curriculum.
 

Tlic National In.sti tte! of In-Service Training (NIT) is 

playing a significant role in the development of training 
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capability in the various ministries, in accordance 
with
 

its charter. In addition, it offers a number of courses
 

which have application to all ministries, but for 
which
 

the number of students from each ministry is small,
 

making it uneconomical for each ministry to establish 
its
 

own course.
 

One particularly significant training area which has
 

now been taken over by NIT is that of modern accounting.
 

The program was transferred from the Ministry of Finance
 

where it had been established under the sponsorship of
 

USAID/PA. The planned series of eight courses will intro

duce modern accounting methods to the Government of Vietnam.
 

The first two courses, Accounting I and Accounting II, are
 

now being taught by NIP. These courses lay the founda

tion for cost accounting and performanuc! budgeting, so 

necessary to effective management control of operations.
 

At NIT the Rector, Mr. Vu Trong Canh, was interviewed 

to deterine the procedures for scheduling DGUIl personnel 

to applicable courses. A working relationliiWip was also 

estab].i ii d with Mr. Tran lHuye1i Thanh, Tra ining Adlvi;or
 

to NIT. Ir. (.'anh explaiiie(1 tLhe ope'rattion of NIT' in dietail
 

and made' availabl.e informa tAi oi oi con r:ii:; o Iore(1 y NIT. 

of of i VtersityDr. Bern, rd :;arc'let, Chi ef 'a r ty t Hin 


of Misouri (olla) team, wan Inte rviowcd regarding
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the
 
improvements in the Civil Engineering curriculum 

of 


There has been a pronounced
National Techn.cal Center. 


shift from the theoretical approach to heavy 
emphasis on
 

Syllabi

laboratory work in support of lecture material. 


and course descriptions have now been prepared 
and there
 

now exists a college catalog based upon a credit system.
 

Teaching methods have been improved and standardized ob

jective tests of accomplishment are being developed with
 

the help of the Asia Foundation.
 

A 1anagement Institute of Vietnam is being established. 

The Institute will offer a master's degree program in
 

management to hi(ders of bachelor's degrees with two years
 

experience in busriness. The 3u-hour program will be offered 

in evening clas3es. The main purpose of the program is to 

develop qua lified teacher . 

ImprovLWntlL; ill the Civil Luqineerinq College should 

make the qradilzite :u hetter prepared to perforir the tasks 

of [)GOII. 

(3) [;ch,: ,l1(l I)G() 1 Perslonnl to Applicabl e NIT Course,; 

lr. vu 'lrong V,ih , kwLuor of NIT, wi:; irtterviewed to 

determiii Ine th i' i.() t)c hiJ foll()wid t( l)tdill ild

misqlioll of D(;()II 4.fll),/ (en t) (.ourl :;U ot,.red by ilT. 'rile 

proceduro i; Iillplo6 
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NIT publishes a list of courses to be offered
 

during the next 3-month period. The list is
 

sent to every Ministry
 

Organizations which desire to send their per

sonnel to NIT courses submit the names of per

sons to attend specific courses
 

When NIT receives the requests for attendance
 

from all ministries, it determines total numbers
 

of persons desiring to attend each course offered.
 

This information is used to determine the number
 

of classes needed for a given subject in order
 

to keep the student/instructor ratio at a de

sirable level
 

NIT notifies each agency of the action taken on
 

the agency's request. The agency ensures that
 

its personnel report to NIT on the scheduled
 

date.
 

The training advisors participated in the process of
 

nominating DGOI personnel for attendance at 1NIT courses.
 

A less formalized process wau followed to nominate 

00i1 personnel for attendance at a coursu in systemn analy

r.4is to bc jivun Ctt the Of fi of the Prime Minister Computer 

Center (o)l/CC). In this exercise, the training advisor 
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Candicollaborated with the information systems advisor. 


dates must pass an English language comprehension test and
 

the IBM Computer Programmer Test (an intelligence test).
 

The course is presently scheduled to start in January 1974.
 

(4) Develop Permanent Training Cadre
 

One of the major objectives is the development of 

training specialists who will be able to apply modern 

training technology to the satisfaction of VHA training 

requirements. In May 1973 the Director General of High

ways was requested to select four candidates. It was 

suggested that experience in one of the priority training 

needs areas would be useful. Also, because these m-,n 

would be working with the training advisors, who spoke no 

Vietnamese, it was desirable that they possess adequate 

English capability. 

1. Selection 

The candidates included one Civil "rngineer (Ky 
Su) and three Agents Technique (Can Su). The candi
dates had had some experience in ,'e of the following 
areas: management, materials testing, routine main
tenance. equipment maintenance. 

The Michigan Te, ;t of lnglish Comiprehens ion was 
administered to tle candidaLtes at the Vie tnamiie,;e-
American Asoctiition (VAA) in Saigon. Two itien were 
clone to the required standard and two sornewhat lower. 

It wa:; decided to "e! h0w well the candidates 
perforwed on the Raven Progressive Matrices Tet of 
general intelligence before ruling on their accept
ability. All men dernonntrated substantial i:itolloctual 
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capability on the test, with one 
ranking higher than
 

It was recommended to the
 the 95th percentile. 

Director General that the men be accepted 

and that
 

their English capability be improved through 
attend

ance at the course in accelerated English 
at the VAA.
 

2. English Language Training
 

The four training specialists attended the VAA
 20 September

Accelerated English Course from 5 July to 


this formal training, it was
1973. 1" a6-ddion to 

believed that direct interaction with the training
 

advisors on a day-to-day basis should help to increase
 

the ability of the training specialists to communicate
 

To assist the training specialists in dein English. 

veloping their command of English, each has been pro

vided with the following books.
 

* Webster's Seventh New Collegiate Dictionary
 

Webster's New Dictionary of Synomyms
 

A Vietnamese-English Student's Dictionary (Hoa)
 

Anh-Viet Tu Dien (Khon) (English-Vietnamese
 
dictionary)
 

Roget's Thesaurus of Words and Phrases
 

Harbrace College Handbook, 7th Edition
 
(English Grammar)
 
* 


The training advisors have had no difficulty in
 

communicating with the training specialists. The train
ing speci''sts have translated material from Vietnamese
 
into Eng2 for example, the new log book for heavy 
equipment ne translation is not always in idiomatic 
English hz ic meaning is adequately clear. The train
ing specialist making the translation works with the 
training advisor to correct mistakes in grammar and
 
in choice of words. 

2. Attendance at NIT 

Arrangement' were made for the training specialists 
to attend NIT courses in Basic Administration and Manage
ment (BAM), Training Techniques and Training Management. 
The BAM course has been completed by one training 
specialist.
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4. Guidelines for Training Specialists
 

A document titled "An Orientation to the Deter

mination of Training Needs" was published the first
 

week in August. This document is being used by the
 

as a guide to the conduct of
training specialists 

training needs analyses. The document will be re

the training specialists acvised and expanded as 

cumulate experience in the use of the techniques.
 

Present illustrations, which are based on U. S. ex

perience, will be replaced by illustrations drawn
 
The document will eventually
from Vietnamese experience. 


serve as a handbe translated into Vietnamese and will 


book 	for training additional training specialists.
 

5. Orientation of Training Specialists
 

A seminar was held to acquaint the training
 
specialists with the content of the document,
 
"Orientation to the Determination of Training Needs."
 
A training consultant from RJA also briefed the train

ing soecialists on the dynamics of the process of pro
grammed learning and on the sequence of events leading
 
to the development and implementation of new training
 
courses.
 

As part of the seiinar, the training specialists 
were taken on a field trip to the Lquipment Division. 
At the Equipment Division the process of data collection 
was explained. A motor grader was used to illustrate
 
data collection for development of a course in pre
ventive maintenance. 

6. 	 Assignment of llesponsibility for Course
 
)eve lopme n t
 

On 15 October each training specialist was 
assigned re_!spon;ibility for the development of specific 
course:; in accordance w.it i a 1)ropo!;Cd proqram (see 
Figure 17). io permi t the training specciaists to 
devote ,ullti"e to tlis work, the i)irector General, 
ViIA, 	 i.,-5ued a li snion Order detaching the training 
specialis;ts to the Training Advisory section. 
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) Identify Training Requirements in 
Selected Areas
 

1. Training Needs Analysis
 

In the discussion of the task, 
"Develop Perma

a docu
nent Training Cadre," reference 

was made to 

the Determination of
 ment titled "Orientation to 


The document describes the sys-
Training Needs." 

tematic approach to the identification 

of training
 

needs which will be applied by the 
VHiA training
 

A diagram of the process is shown in
 
specialists. 

Figure 14.
 

The approach is based upon the premise that
 

the job to be done determines the knowledge and
 

abilities which the person must possess in 
order to
 

accomplish the job in a satisfactory manner ak.d,
 

further, that the person needs to know only the know-

That is, training
ledge necessary to do the job. 


the job rather than general.
should be specific to 


The process may be summarized as follows.
 

Perform Job Analysis
 

In this step the activities that make up the
 

job are identified. Activities are further
 
broken down into individual tasks.
 

* Perform nowledge and Ability Analysis 

The ta!;ks required to accomplish a given 
activity are analyzed to determine the need for 
specific knowledge and abilities (KA). The re

sults are summarized in a set of KA statements. 
Attachment I) sthows the evolution of KA state

ments from identified job tasks. 

Make Manp)ower Inventory
 

Til :malnpower inventory is carried out to deter
the work force in themine the character istic!; of 


training to be deveopcd.
fuiction fo. which is 

Tles.e includs ,;i ,' )otforce; ,0ojgfahica l d istri

bution; aC, on ,experience levels aidtellUCat Li ind 

gene ral cakpalci ty t) Iearn. If a tu r'soin it n-, 
[orwtt ionl systel eXi st2; and ,contlin,; cur-lnt data , 

te! i:;iAI , e:xceipt jnoral cadhcktyall th,' r', 

to learnl, ,ho(ulti be -1I'l i 1,11) 11!. C~lpaic i y U.) ltarn 

flro()I m t(' it qiv(.l to ti reprezsonLativo,Lt 

1341 ' le7U
 
ill 11-,,.;Lti 




FIGURE 14
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Select Sample of Personnel
 

Because it is usually infeasible to test all
 

the persons working in a given function, a
 

representative sample of that work force is
 
The test results are then
chosen for testing. 


generalized to the total work force in the
 
the magnitude
function to provide an estimate of 


of the need in each KA area.
 

Develop Traininq Needs Tests
 

Usually four to six questions are developed
 

for each KA statement. Performance tests
 

(samples of the actual work to be done) are
 

used where possible. Other forms of data
 
collection are written tests, supervisory
 
appraisals and structured interviews.
 

Conduct Training Needs Tests
 

The training needs tests are administered to
 

the sample of the work force selected in the
 
fourth step of Figure 14. A test of general
 
capacity to learn is also administered to these
 
personnel.
 

Evaluate Tests
 

The tests of job-related knowledge and ability
 
are graded with the help of members of the Train
ing Needs Committee. Trhe test of general capacity
 
to learn is graded by the training specialists. 

Determine Training Needs and Prioritie.s 

areResuIlti of the training needs ten; tabu
lated, count ing only test section:; graded "seri
ous trainin g need., 'I'he proportion of the sample 

areapopulation reqo irinq! trainiing in a (Jiven kKA 
(for example, !;oil! and agjregaCe:;) i1 u!sed to 
obtain in ez;tinat(L o1 the nuimber of pefrs-;on:; in tile 
total work forcu (()ihe .; iwcnSluncti on) who will 
reqLuire tLhin. tr-iin iiZ(j. 

PrJ oriti uenf or con vs e duveloJ mpn aroa i q ,d 

on the! basi of ttal numbor of porolmi rc( Irkiiijn 
tile training or oier criteria entablilshed by th 
Training Needs Commni£tteu. 
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to Learn
Test of Capacity
2. 


The design of training 
programs must take into
 

account the level of general 
intelligence of the
 

no government-wide
 
persons to be trained. 

There is 


intelligence testing 
program in the Republic 

of
 

test which
obtain a 
necessary to 
Vietnam, so it was In
 
could be adapted for the 

Vietnamese population. 


test to be valid, tile

the


order for the results of any given cul
test should be free of 

the effects of 


ture.
 

intelligence tests
 S. publishers of

Fourteen U. 


send samples of suitable 
tests.
 

were requested to 
 no words
 one which contained 
The test selected was 
 few words
 
in the test items themselves 

and only a 

"Examples,"
 

on each page (such as "End Test I," 


the Next Page") . The name of
 
"Answers," "Go on to 

"Culture Fair Intelligence 
Test (CFIT)."
 

the test is 

Institute for Personality 

and
 
It is published by the 


Ability Testing (IPAT).
 

test, covering the
three scales of the
There are 

test items
Examples of 


full range of intelligence. 

The type of test item (series,


given in Figure 15.
are 
not labelled
 

classification, matrices, conditions) 
is 


on the test itself. The person being tested is given
 

test administrator and 
detailed instructions by the 
is
 

in solving sample problems before 
start

given practice 

ing the test proper.
 

Scale 2 (250 copie. each of Form A and Form B), 
1

scale 3 (50 copies each of F'orm! A and 13) and Scale 
hand secure storage. The few 

('00 copies) are on in 
test booklet.; for Scales 2 and 3lnglish words in the 

and printedinto Vietnam'eehAve been translated 
the English word:;. ThuSe tesL bookletsad4icent to 


are now ready for u:Sc.
 

tt:st!; can be u.;!i it is llece.:;aryBefore the ;coring"Admini stration and 
t - "Ins trucf.ionsi 

trans l,,ted in to Viethmlu:;that 
for eachl -Icale be 

for 
• Thi s has 

for It ha.; bietii extremelybeen accomPlished ,;cdl e 2. 
tranI51ation Of tile Eng isinh

difficult to obtai (1 9J0o(1 
1)r. Ngjuy(.1 l1Uy Gi .0, 'roft!sstor 

text into Vietnamn.,se. 
aigon

and Chairman of the Dep,,artjmett ()Ilsych,,y o)f 


Wa: I CeUlqted to review and revis,,e the
UniVurtity, 

original transilation. Or. i*i.o has had (o)o!e.;iv (I
 

Les ting and i, Liamiliar withperienco in plychological 
the difficulties it tralltlaitig tuchlniCs. ma teriaml into 
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FIGURE 15
 

SAMPLE PROBLEM
 

CULTURE FAIR INTELLIGENCE TEST 

o 	the following sample problems: ANSWERS
 

2 
 3 4 


FIRES0 


SERIES E] 	 SE1W 
5 

w1E 

2 3 4 

CLASSIFICA TION 

4MA TRICES3 



Copies of the translation have been
Vietnamese. 

printed and are on hand.
 

The "Instructions for Administration and
 

Scoring" for Scale 3 are being translated 
by the
 

contractor's staff translator, using Dr. Giao's 
re

vision of the Scale 2 translation as a guide.
 

The training specialists must now be trained
 

to administer and score the test properly.
 

3. Personnel Data
 

Data on classification, age, education, ex

perience, and location for the VIHA work force have
 
These data have
not been available in a usable form. 


been collected by the VHA personnel officer, working
 

in concert with the personnel advisor. The first com

puter print-outs have been received and errors are 

now being corrected. Data will be updated by means 

of employment applications for new hires, by termina
tion notices, and by reports of change of status when 

the personnel system is fully operational. 

(6) Develop Training Materials
 

1. Course Development Process
 

Figure 16 shows the sequence of activities to be
 
followed in the development of training courses. The
 
steps are summarized below.
 

• Perform Work Analysis 

The training specialist analyzes performance
 
of the work in detail, making notes and sketches
 
as necessary. Each individual action is recorded
 
in the proper seqluence. 

Collect Data 

Visits are made to sites where the work is being 
carried out. The training specialist observes the 

process and (etermines how and why each stepj is 
accomplished. Work methods are examined for po
tential improve ent. LRelevant documents are 
collected. Thesu ma y include ma nuals, :;pecifica

tions , contract memoranda, ';pecial provisions. 
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FIGURE 16
 
COURSE DEVELOPMENT PROCESS
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Obtain Committee Review
 

The Training Committee reviews all data that
 

were collected for currency, relevancy and
 
adequacy.
 

Prepare Training Draft
 

The training technique to be employed is
 
decided upon. The analysis of training needs
 
provides the information required for the decision.
 
Some items to be considered are
 

Number of persons to be trained
 

• Reading capability
 

• Capacity to learn.
 

When the technique has been chosen, a draft
 
is prepared. For audio-visual materials this
 
will consist of a "camera script" showing the
 
drawings or photographs to be used and an "audio
 
script" correlated with each photograph or drawing.
 

Obtain Committee Review
 

When tL.e training draft is completed, it is
 
reviewed by the Training Committee for adequacy.
 

Accomplish Field Testing
 

Sufficient copies are prepared for field test
ing the course. Field Testing includes
 

Pre-test to establish level of knowledge
 
before training
 

• Training
 

Post-test to determine how much of the material
 
has been assimilated
 

Post-test analysis to determine the gain over
 
pre-test score and to analyze questions answered
 
incorrectly for ambiguity and possible replace
ment, re-casting or deletion.
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Prepare Final Copy
 

This step includes final typing for pro

grammed texts, preparation of master tape for
 

audio scripts and preparation of final slides.
 

Reproduce Required Quantities
 

This step includes printing of programmed
 

texts and reproduction of slides and tape
 

cassettes in the number decided upon by the
 

Training Committee.
 

Implementation
 

This is the process of arranging for and
 

accomplishing instruction using the newly de

veloped training materials.
 

2. Training Program
 

Delay in availability of VHA personnel data and
 

the test of capacity to learn made it impracticable
 
to conduct formal training needs analyses. However,
 
work was initiated on an adaptation of a programmed
 
text in mathematics for construction inspection per

sonnel and on the development of a course in operator
 
(1st echelon) preventive maintenance for heavy equip
ment.
 

In September 1973 a proposed progr.am of training
 
development and implementation was prepared for VHA
 
for the remainder of the 1973 contract year and ex
tending through 1974 and 1975. Copies of self-instruc
tional courses prepared for other highway agencies have
 
been accumulated and will provide a point of departure
 
for development of the VHA courses. The list of courses
 
to be developed and implemented is shown in Figure 17.
 
The list does not include ,-ourses to be taught at the
 
Highway Training School.
 

3. Development of Courses
 

Status of work on courses under development is
 
given below.
 

Mathematics One
 

Review of the Vietnamese draft oy VHA was com
pleted on 20 November 1973. The final copy is
 
being prepared for printing.
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FIGURE 17
 

VHA TRAINING PROGRAM
 

ADMINISTRATIVE COURSES
 

Accounting Reporting 
Management Seminar
 
Construction Management Seminar
 
Maintenance Management Seminar
 

TECHNICAL COURSES 

Equipment Operator Preventive Maintenance 
Construction Mathematics One 
Sampling
 
Soils and Aggregates Orientation
 
Contract Plan Reading
 
Soils and Aggregates Field Testing
 
Excavation and Embankment Inspection
 
Base Course Inspection 
Asphalt Field Testing
 
Asphalt Plant Inspection 
Asphalt Paving Inspection 
Bridge Inspection
 
Portland Cement Concrete Testing
 
Drainage Maintenance
 
Premix Patching 
Asphalt Sealing 
Premix Levelling 
Construction Mathematics Two 
Maintenance Mathematics 
Base Repairing 
Gravel and Dirt Road Conditioning 
Physical Testing - Central Lab 
Chemical Testing - Central Lab 
Soils and Aggregates Exploration 
Pipe Installation 



Preventive Maintenance of the CAT 120
 

Motor Grader (operator)
 

Work analysis and data collection have been
 

completed, the results of data collection have
 

been reviewed by the Training Comittee and
 

approval given for the preparation of thetraining
 
draft. Preparation of the training draft is under
 

way.
 

Spot Premix Patching; Premix Levelling;
 
Asphalt Sealing
 

Activity and task statements for these three
 
courses were completed and reviewed with Chief,
 
Maintenance Division, VHA, on 14 November. Data
 
collection for the three courses is under way.
 

* Sampling
 

The programmed text on Sampling and Testing
 
for Excavation and Embankment prepared by RJA
 
is being reviewed preparatory to the development
 
of a course in sampling.
 

* Accounting Reporting
 

This short course will be given to accounting
 
and administrative personnel, supervisors and
 
foremen at the District level. The instruction
 
will be in the form of a workshop, with flip
chart illustrations and preparation of input
 
documents by the class. Preparation of training
 
materials was completed in December. Instruction
 
will begin in Danang District in January 1974.
 

(7) Review and Upgrade DGOH Training Capability at the
 

Highway Training School and Districts
 

1. Visits to Highway Training School and Districts
 

District Engineer offices were visited in Danang,
 
Nha Trang, Dalat, Saigon and Can Tho to obtain informa
tion on training facilities, training courses and
 
training personnel. Visits were also made to the High
way Training School (IITS) at Suoi Lo o to identify re
quirements for new training equipment and repair or
 
replacement of existing equipment.
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The Districts were found to have no training
 
equipment, no active training program and, with the
 
exception of Dalat, no facility within which to con
duct training. At the Dalat District Engineer's
 

a room has been set aside for seminars and
office 

appropriately furnished.
 

The HTS is a well equipped facility. Techni
ques of instruction include lecture, demonstration,
 
practical exercise and training films. No programmed
 
instruction is presently in use. Inspection of the
 
facility, supplemented by discussion with the Director
 
and the Operations Officer, served to i'lentify re
quigements for equipment for use in the mechanic course
 
and for the reproduction facility. Most equipment re
quirements were derived from the objective of develop
ing and implementing self-instructional courses.
 

The principal problem at the HTS was one common
 
to all of ViLA - low salories and inability to attract
 
or retain qualified personnel.
 

The creation of VHA as an autonomous agency is
 
intended to remedy this problem, but the change in
 
salary level may not take place for some months.
 

Another problem is that of low per diem for per
sonnel from the Districts who attend the IHTS. These
 
personnel are said to lose money if they attend HIS,
 
so they are reluctant to enroll. If few persons en
roll, the cost per student could be high.
 

2. Training Equipment Requirements
 

Training equipment requirements derived from the
 
visits to the Districts and discussion with the Di
rector, 1ITS, were consolidated into a single list in
 
the format required by USAID. Approximate costs were
 
obtained from searching catalogs in the library of
 
USAID.
 

Following USAID concurrence, necessary informa
tion on sources, specifications and cost of the items
 
was obtained from the catalog library. (Attachment E
 
lists the equipment being purchased.) The contractor
 
initiated purchase action in October 1973.
 

3. Highway Training School Study
 

A study was made of enrollment at HTS during the 
period 1969 to July 1973 to determine what proportion 
of the students were from DGOi (Central and Districts) 
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as a measure of the benefit derived by DGOH from
 
operation of the School. The study showed that the
 
number of giaduates from DGOi and the Districts never
 
exceeded seven percent of the total number of graduates
 
in any year of the period. Because of the responsi
bility DGOH had for strengthening Province Public
 
Works forces, it was appropriate that personnel from
 
these organizations be trained at HTS. Now that VIHA
 
has been created as an autonomous agency, the prob
lem is one of budgetary support for training of per
sonnel from organizations other than VHA.
 

It was recommended that the HTS be kept intact
 
with the following stipulations.
 

The National Budget subsidize the prorata share
 
for all trainees except VHA personnel
 

Training for some courses be carried on at HTS.
 
Other training to be carried out at Province or
 
District level utilizing self-instructional
 
methods and on-the-job training
 

The courses in drafting and surveying be re
located to 1ITS. Self-instructional courses be
 
developed for surveying and drafting
 

The scope of the mechanic course enlarged to im
prove the capability for repair and maintenance
 
of VHA and Province road and ferry equipment
 

HTS tacilities be utilized by the VIIA training
 
specialists to develop self-instructional courses
 
for administrative as well as technical personnel
 

Personnel procedures be established for proper
 

selection of personnel to be trained.
 

4. Proposed Training Organization at Central ViHA
 

The fITS has been the sole training capability in 
DGOII and V1IA. Courses at 1IT'.S have been limited to sur
veyor, draftsman, heavy equip.nent operator and mechanic. 
No organization has had overall responsibility for all 
types of training, including training in administrative 
skills as well as technical skills. Nor has there been 
a central point for systematic determination of ViTA
wide training needs or integration with external train
ing agencies, such as NIT, which can support soine of 
VIIA's training needs. 
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An effective training system for VHA requires
 

the existence of the functions of training planning
 

and development, conduct of training, and training
 

support. For proper coordination of these functions,
 
they should be placed under the management of one man.
 

Also, because of the close coordination needed be

tween the training and personnel functions, they
 

should report to the same manager. Physical proximity
 

of the personnel and training functions is desirable.
 

Location of the training function at Suoi Lo 0 and
 

the personnel function at VHA is workable, although
 

less than optimal.
 

It is recognized that there may be some obstacles
 
to an immediate implementation of the functional or
ganization shown in Figure 18 because of potential
 
personnel considerations. However, management of the
 
training function will be facilitated when the pro
posed organization is brought into being.
 

During the year three of the individual work procedures
 

were altered.
 

The preparation and approval of the program of in

struction (original Work Procedure 5) was combined
 

with the development of training materials (original
 

Work Procedure 6) as an appropriately integrated
 

task
 

The establishment of a Participant Training Program
 

for VIIA highway engineers (original Work Procedure 10)
 

was deleted because it was considered that the high

way engineers would obtain more relevant knowledge
 

and experience in Vietnam highway pro-blems by working
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TRAINING PLANS 
SECTION 

-Training Plans & 
rogra .s 

-Determination of 
Training Needs 

-TraLning Development 
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FIGURE 18 

PROPOSED ORGANIZATION FOR TRAINING 

LPERSONNEL8a 

TRAINING DIVISIONPE 
S N L
 

TRAINING OPERATIONS SUPPORT SERVICES
 
SECTION SECTION
 

-Printing
 
Conduct Training -Graphics
 
at Suoi Lo-O 	 -Photography
 

-Audio Recording
 
-Translation, nglish
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Materials 
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Track for Training 
Films
 
-Maintain Physical
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with RJA advisors than would be gained by a visit to
 

the United States
 

The preparation and conduct of a management seminar
 

(original Work Procedure 11) was rescheduled for
 

early in 1974 because of higher priority activities
 

related to the establishment of VHA.
 

The estimated progress against the 1973 Work Plan is given
 

in percentage accomplishment in Figure 19.
 

3. PROPOSED WORK PLAN FOR 1974-1975
 

Training advisory support for calendar year 1974 and 1975
 

includes six major work procedures. Each is described briefly
 

below and the schedule for accomplishment given in Figure 20.
 

Planned imilestones are indicated by open triangles (Attachment
 

F). A dashed line extending througn the entire year indicates
 

an activity which cannot easily be scheduled at the present time,
 

but from which outputs are required at specified times. The
 

required outputs are identified by milestones.
 

(1) Develop Permanent Training Cadre
 

Development of the four VHA training specialists will
 

continue through 1974 and 1975. Each training specialist
 

has been assigned responsibility for development of self

instructional courses in several areas of highway work (for
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FIGURE 19
 
TRAINING WORK ACCOMPLISHED
 

TASK JAN FER MAR APR MAY 
1975 

JUN JUL AUG SEP OCT NOV DEC 

1. Establish Priorities for CCMPLEE 

Training Needs 

2. Review Local Training Resources 

3. Establish Participant Training 
Program for VHA Engineers 

POSTPONED 

4. Develop Permanent Training 
Cadre 

CONTINUING 

5. 

6. 

Review and Upgrade VHA Training 
Capability at HTS and Districts 

Identify Training Requirements 
in. Selected Areas 

50% 

50% 

7. Schedule VHA Personnel for NIT 
Czburse 

COMPLETE 

8. Prepare and Conduct Management 
Serdnar 

POSTPONEI 

9. Develop Training Materials 
Prepare and Approve Program 
of Instruction 

CONTINUIN 
CO-- N-IN



FIGURE 20
 
PROPOSED TRAINING WORK PLAN
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example, routine maintenance, materials testing, 
and
 

The training advisors will continue to
 construction). 


work closely with the training specialists to 
ensure
 

proper application of technique and attention 
to product
 

quality.
 

(2) Determine Training Needs
 

We will work with the training specialists to identify
 

A print-out of information on the charactraining needs. 


(as of November 1973) beteristics of the VHA work force 


Scale 2 of the Culture
came available in December 1973. 


(CFIT), together with an acceptable
Fair Intelligence Test 


translation of the instructions for its administration and
 

scoring, also became available in December 1973. These two
 

capabilities will facilitate the determination of training
 

needs. The output from this task will be used to prepare
 

the VHA Master Training Program for 1975.
 

(3) Develop and Implement Training Courses
 

We will continue the development of self-instructional
 

courses. In some cases, courses developed by the contractor
 

for other highway departments will be used as a point of
 

departure for development of similar courses for V1IA. New
 

photographic and graphic materials will be prepared based
 

upon the Vietnam environment. Preparation of course material
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will proceed in English initially. When the training
 

specialists have acquired sufficient skill in course de

velopment, they will begin to develop cour:;es directly in
 

Vietnamese. Adequacy of the work will be checked Dy the
 

training advisors through translations of selected course
 

material into English. Most courses will follow the full
 

development sequence diagrammed in Figure 16 described
 

earlier. Courses in management topics will be presented
 

as seminars.
 

(4) Provide Advice and Support to ±iighway Training
 

School (1ITS) Operations 

The year 1974 will be one of preparation and transi

tion for the HITS. Because of organizational changes in 

VIiA, requirements for courses previously taught at HITS 

have also changed. In addition, the introduction of self

instructional techlniques will lhv ,11 imp)act on 11Th. In 

1974, the JITS will prov'de the support necessary to tile 

development of selF-in,tructiondl courSCS. Al:;o, the 

need for courses to ke taught it 4:," 'Will e assessed. The 

results of thi; issesnent will be retlocted in the i1; 

prog4ram for 1J75. 

Thel: develop'int of the coursec in Prevent ive1 lintenance 

of Ileav', !&ui,,ent at ill le(vel; will UtilizL juip1ment 

availa lo a t 1,. Fied IlubricaLion tea'l ;:n iber .; will be 
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among the first to receive this instruction when the
 

course is implemented.
 

The Heavy Equipment Operator course and Mechanic
 

Course will be offered in 1974, but the number of per

sons who need this training will have to be determined
 

subsequent to the organization of the sub-districts.
 

This determination will be accomplished as part of Work
 

Procedure 2, Determine Training Needs. For thi' reason,
 

the scheduling shown in Figure 20 for these two courses
 

is tentative.
 

(W) Schedule VHA Personnel to External Training Agencies
 

This work procedure includes coordination and inte

gration with the National Institute of In-Service Train

ing (NIT), Office of the Prime Minister Computer Center
 

(OPM/CC) and other training organizations external to ViIA.
 

NIT solicits nominations quarterly for attendance at courses
 

offered for the coming quarter. The schedule takes account
 

of this phasing requirement. OPM/CC has not yet established
 

its training program on a regular cycle as NIT has done, so
 

programming of VRA pereonnel will have to accommodate to
 

announcements from OPM/CC.
 

(6) Prepare VHA Master Training Program
 

The VHA Master Training Program development must phase
 

with the development of the budget for the following year.
 

83
 



Initial budget submissics to the Director General, VHA,
 

are scheduled for 1 April. Accordingly, the VIIA training
 

budget, based upon the VHA Master Training Program, must
 

be available not later than 31 March. This requirement is
 

recognized in the schedule.
 

The Master Training Program will be based on the re

sults of Work Procedure 2 as it affects both Work Pro

cedures 3 and 4, and by progress on Work Procedure 3.
 

Experience gained in 1974 should substantially improve
 

the accomplishment of Work Procedure 6 in 1975 because
 

assessment of training needs will have been continued
 

through 1974, thus providing a larger data base for planning
 

purposes.
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V. PLANNING
 

In order to understand the approach which RJA has taken
 

in providing advice and guidance in the planning area, and to
 

appreciate the progress that has been made in the development
 

of the planning function, it is necessary to understand fully
 

what planning is and its relationship to sound highway organi

zation and administration.
 

1. THE NATURE OF PLANNING
 

There are many common misconceptions of the nature of
 

planning as it should be practiced by a progressive organiza

tion. One misconception is that planning essentially is a
 

function whose purpose is to produce or provide data as the
 

basis for working decisions. Another misconception is that
 

planning is the performance of several standard procedures such
 

as - in a highway department - the performance cf highway inven

tories, or of traffic counting programs, or of economic studies.
 

Although these procedures may be basic to planning, they are not
 

the essence of planning. Still a third misconception is that
 

planning is only that which is performed in a division of the
 

organization called the planning division.
 

A progresbive, modern organization understands that planning
 

essentially is a group of processes concerned with establishing
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.n
the organization's goals and objectives and setting in mo 


the forces by which the organization will achieve its goals
 

and objectives.
 

To make the same statement in another way, it can be said
 

that the main purposes of planning are twofold
 

To develop a plan
 

To develop a program.
 

Unfortunately, the distinction between a plan and a pro

gram is not always clear. However, the most common understand

ing of the two terms as they are utilized in the highway in

dustry is as follows.
 

A plan presents a complete, overall objective which
 

is sought at some future date and the general means
 

of accomplishing the objective
 

A program lists a number of individual projects which
 

are to be accomplished by some future date - they
 

may or may not be interrelated so as to form a plan 

and the specific resources needed to accomplish each
 

project.
 

These concepts of a plan and a program can be made general
 

is application. They do not need to refer to only those acti

vities which go on in the planning division. Thus, there can be
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a personnel plan and a personnel program which may be developed
 

in the personnel office. Or, in a sense, a highway project de

sign is a plan developed in the design division. It is not a
 

program because there is always more than one project in a pro

gram.
 

In considering planning in the general sense, it is ob

vious that an organization cannot get very far without it. If
 

there are to be any accomplishments, there needs to be some
 

plan as to how they will be obtained. Planning may involve
 

planning for a meeting a few hours away to accomplish a partic

ular goal, or planning a new highway route, or a new highway
 

system.
 

Organization leaders usually have no difficulty in recog

nizing the need for short-range plans - what will be done
 

tomorrow or next week. They know that if the plans are not
 

made, the desired result is not likely to be obtained.
 

However, organization leaders sometimes have difficulty in
 

recognizing that the same principle applies to long-range plans.
 

It is not as apparent, but it is true that if definite plans
 

are not established for some future goal, it is not likely to
 

be achieved.
 

Thus, if VIIA desires to develop highways in Vietnam so they
 

will be equal to the demands made on themn in ten years or fifteen
 

years, the agency must make specific plans for the desired
 

accomplishment.
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This is the real function of the Planning Division - to
 

develop and propose to VHA leadership plans for obtaining de

sirable future objectives. The leadership needs these plans
 

so it can make decisions and establish the course of action
 

which will obtain the goals.
 

The needs of the organization leaders influence the way
 

planning should be carried out. For example
 

Management needs to have a clear overall picture
 

of what the proposal will accomplish and the an

ticipated impacts on the citizens of Vietnam
 

Management needs to know what the resource commit

ment will have to be for the proposed accomplishment
 

Management will need to know specifically how the
 

proposed accomplishment will be obtained - that is,
 

management needs to know the nature of contemplated
 

programs.
 

One of the reasons organization leaders sometimes do not
 

appreciate the value of planning is the failure of planners to
 

produce sound, responsive plans with enough support to provide
 

the basis for sound decisions. When this happens, planners are
 

discouraged because their plans are turned down. In this -ase,
 

they need to recognize that their function is to provide decision

makers with a sufficient basis tor decisions (not to make decisions
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themselves), to provide concrete support for their proposals,
 

and to be flexible and provide more support (or do it over) as
 

top management desires.
 

2. BOOZ, ALLEN STUDY
 

Recognizing the principle objectives of planning which
 

are described on pages 87 to 90 of the Final Report, the Booz,
 

Allen management study identified several weaknesses in the
 

then current planning function. These included
 

Lack of relationship between short-range programs
 

and long-range plans - the programs being formulated
 

were not stages in the development of a planned con

cept
 

Lack of project justification
 

Lack of a sufficient data base.
 

In addition to the above general weaknesses of the exist

ing planning function, the Booz, Allen report also identified
 

several specific areas where the data base was lacking and where
 

specific processes to provide the data requirements were non

existent. These processes included such things as
 

* Highway condition inventory
 

* Traffic counts
 

0 
 Project cost analysis
 

0 
 Economic analysis.
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And the Booz, Allen reports also included specific recom

mendations for performing analytical processes in the planning
 

function.
 

3. RJA OBJECTIVES
 

A high priority activity for the planning phase of the
 

implementation project was the determination of objectives for
 

development of initial planning processes and data systems.
 

These are listed below but not necessarily in order of im

portance or sequence in which they appear in the Work Plan.
 

Develop and maintain a Master Plan for the develop

ment of the highway transportation system which will
 

accommodate travel demands within imposed budget
 

constraints and promote and enhance economic growth
 

and development of the nation
 

Advise the Director General and furnish functional
 

guidance to the other Divisions and Districts of the
 

following
 

- Highway revenues and forecasts 

- Highway improvement programs 

IoWork program budgets 

- Program administration 

Develop and mainLain a continuing program of traffic 

counting and vhicle classification that will provide 
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the highway engineer, planner, maintenance super

visor and administrator with essential information
 

for the determination of design standards, systematic
 

classification of highways and the development of
 

plans and programs for improvement and maintenance
 

in establishing a highway network capable of ac

commodating highway traffic in an orderly, safe,
 

efficient and economical manner
 

Functionally classify all highways on the highway
 

system according tc the character of service they
 

are expected to provide (i.e., types of trips and
 

levels of service)
 

Establish acceptable design controls required to
 

maintain services commensurate with each respective
 

functional classification
 

Develop a road and bridge inventory file and a
 

physical features file that will provide data for
 

the highway needs analysis, transportation studies
 

and other information concerning all or any part of
 

the highway system upon demand
 

Develop and maintain a continuing program of highway
 

needs analysis that will determine the deficiencies of
 

the entire highway system, an entire route, or any
 

section thereof, according to functional classification.
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The Needs Report will be the basis for the prepara

tion of the Master Plan
 

Develop and maintain various planning studies
 

(nationwide, corridor and urban) that will satisfy
 

the management objectives of VHA and will serve
 

transportation decision-making processes throughout
 

the rural and urban areas
 

Assemble and analyze highway revenue data, forecast
 

highway revenues and formulate policy proposals re

lating to highway revenues
 

Prepare and update on an annual basis a priority
 

program covering a period of five years and con

sisting of such items as major maintenance, up

grading, new construction and bridge replacement
 

Prepare and process a project analysis for each pro

ject in the priority plan on which the character of
 

work is defined and which includes data upon which
 

justification for expending money on the project
 

can be justified
 

Prepare and update on an annual basis a work program
 

budget that will recommend to the Director General
 

certain programs together with proposed funding levels
 

which will enable VIIA to achieve its objectives
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Provide management controls of the highway improve

ment program through
 

* 	 Scheduling
 

-	 Monitoring
 

Revision
 

Progress reporting.
 

Develop an annual work program for all sections of
 

the Planning and Research Division based upon the
 

goals and objectives of VHA and which will act as a
 

guide for the supervisors of the Planning and Re

search Division to accomplished their assigned tasks.
 

In order to better understand the above planning objectives,
 

a Glossary of Terms was prepared defining some of the terms
 

which were not in general use in VHA. This Glossary is in

cluded as Attachment G.
 

4. 	 ACCOMPLISHMENTS DURING THlE YEAR 1973
 

One of the earliest activities of this project was the
 

preparation of a policy for the planning and programming function
 

of DGO11 which was to be used as a general guide for developing
 

management objectives and the organizational procedures of the
 

Planning and Research Division. This policy is shown in Figure
 

21. This policy does not refer to the research function since
 

the role of research in DGO! has not yet been determined.
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FIGURE 21
 

PLANNING & RESEARCH POLICY
 

In accordance with Decree Number 67/54-ND/CC dated 3
 
February 1967, the organization and responsibilities of the
 

Planning Division have been established. Not withstanding con

templated changes in the future the following policy is appli
cable for guilance of this Division in developing its management
 
objectives and organizational procedurals:
 

The Director General will prepare and maintain on a con
tinuing basis a Master Highway Development Plan directed tiward
 

The Master
the formation of an adequare system of highways. 

Highway Plan will be consistent with National development ob
jectives and will recognize highway planning accomplished by all
 
levels of government in the Republic of Vietnam.
 

Within the limits of the Master Hlighway Development Plan,
 
VHA will prepare and up-date on an annual basis a two phase
 
Highway Improvement Program,. The first phase, known as the Four
 
Year Priority Progra:mi will consist of a series of improvement
 
projects that reflect the most urgent needs of the highway system.
 
The second phase or the Long Range Priority Program will be com
posed of highway improvement projects considered of vital impor
tance to the needs of the Republic of Vietnam although of lesser
 
importance than those listed in the Four Year Priority Program.
 

These progra:is will indicate the priority, location, type 

of improvement and total estimated cost to correct existing defi
ciencies on the highway syste:i. Each annual up-date will be 
approved prior to the tine the annual budget submission is nade 
and will include projects of an emergency nature which were not 
included in the previous program. 

A Project Analysis Report will be prepared for each project 
included in the Master Hifghway Plan, the priority listing for 
the irprove,:ent programs will be based on those projects with the 
highest rating as sho.; by the Project Analysis Report. 

The Master iI. ,hway lan and the- Imp rove:.ient Pr ogral' 11 
constitute the offll..c 1 obJective'- of VILA in acco:p] I hings the 
planning, surveying co:.rigi , right of way acqu isition, construc
tion nil' iialtitenanct- of the hlghway systen. Pr ogram deve] opment, 

and budgetproductlon schedullDi arid the ortan:zatIon, staffingr 
ing will bu directed toward the fulfil3i,,ent of these objectives. 



(1) 	Design and Implementation of a Traffic Counting
 

System
 

The 	last nationwide traffic count taken on the high

way system was during the year 1958. Since that time
 

estimates of traffic growth have been based upon isolated
 

counts. During this period, planning studies have used
 

a growth factor of twelve percent.
 

This factor is not unreasonable when consideration
 

is given to the escalation of the war effort. But with
 

the signing of the cease-fire, military use decreased and
 

it was apparent that immediate action was necessary to
 

resume a traffic counting program.
 

Even though military engagements between the com

batants were supposedly suspended, security remained a
 

problem to be considered in all highway operations. This
 

situation had a great impact upon the development of a 

traffic counting program. 

A considerable portion of the highway system was 

either under control of the Viet Cong or traversed areas 

of VC activity and was considered unsafe for travel wi th

out an escort. Another important consideration was that 

portable -juntjnq machine stations had to be located at 

sites where armed guards were constantly on duty. Other

wise, the machines, would be stolen or destroyed. The 
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curfew which has been in effect throughout the country
 

be considered.
also presented certain problems that had to 


Prior to preparing the traffic counting )rogram, an
 

inventory of equipment was ade. It was deteriined that 

DGOII had ten portable counters and four manual counters 

on hand. These were hardly adequate to conduct a large
 

scale traffic counting program.
 

Additional constraints were encountered. Funds were 

not available to finance a nationwide program. Trained 

manpower was not available and that which was available 

was recruited from the Provinces to the detriiient of 

other highway-related activities such a:; maintenance. 

The imrrdiate needs for a traffic counting program 

were analyzed in detail. It wa.; determined that the 

greatest need %.:as to provide (lata which could be used as 

(1) a basis for ju.sti.fyi nr ongoini projra:s of., higiway 

improve;ients, and (2) a 5asii for prcp.xri g d:;iIgn plans 

for the project!; contained in the highway improvernent pro

gram. 

'dith the above thoughts in 1nind, an interim program 

was developed. Counting :; tatLio were seicctLed at iLe. 

that would offe r recurityw' 'eli l)rt-. d', ; ac!iines were used 

afnd tha t wo uId '! ide (I 1ta te l juct4; i tcludcd in1'" 


anticipate(i 1ajlway 1IIr wv(' t f ) ,, i,:;. 
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Additional portable and manual counters required
 

to conduct the program were requisitioned in April and
 

have not yet been received. The counting program was
 

implemented during April 1973. By mid-year it was evi

dent that the original objective of completing 3-4 day
 

counts at each station could not be accomplished because
 

of lack of funds. Therefore, authority was granted the
 

Can Tho and Nha Trang Districts to conduct only 2-4 day
 

counts at each station.
 

Several other modifications were made to the original
 

program during the implementation phase. These were
 

The counting period was reduced to 4 con

secutive days including Saturdays and Sundays.
 

This change was due to a manpower shortage
 

Only ten portable and four manual counting
 

machines were available for use during the
 

year. The counters requisitioned in April
 

were not delivered
 

The classification of vehicle types was reduced
 

from 5 to 4 by combining 2 and 3 wheel vehicles.
 

This was done to simplify the manual counting
 

procedures. It is anticipated that 5 classifi

cation units will be used during the 1974 count

ing period.
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One of the difficulties involved in determining
 

traffic volumes in the Republic of Vietnam is the number
 

of different types of vehicles using the highways and
 

streets. A high percentage of the vehicles are 2 wheel
 

bicycle or motorcycle and 3 wheel pedicab or Lambretta
 

type vehicles. This has a profound effect upon the
 

manner in which total volumes are computed.
 

Based upon the four division classification, values
 

for vehicle units were assigned as follows.
 

0.5 2 and 3 wheel vehicles
 

1.0 cars, jeeps and pick-ups
 

2.0 single unit trucks
 

3.0 semi-trailers or truck-tractor combinations
 

At.each counting station three separate totals are
 

listed indicating the following.
 

Total of vehicles of all types
 

Vehicle Units (VU) conversion of the values
 

assigned to the various vehicle classification
 

Total number of 4 wheel vehicles (2 axle and
 

over)
 

In addition, the volume and classification of vehicles
 

in percentage of total vehicles is recorded for peak AM and
 

PM hours.
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(2) Road and Bridge Inventory
 

When the Work Program was prepared, this activity
 

was given a high priority. Subsequently, requests were
 

were received from the Director General of Highways to
 

give higher priority to other activities. This delayed
 

work on the inventory until late in the year.
 

Planning for the road and bridge inventory began
 

with a meeting of representatives from each of the five
 

Districts on 13 September 1973. A review was made of the
 

forms to be used to record the inventory data. Many prob

lem areas were disclosed by this review and revisions were
 

made to both the forms and the instructions tu be used in
 

the implementation of the inventory.
 

A training program was prepared which was to be used
 

to indoctrinate each of the District inventory teams in
 

the desired procedures prior to beginning the field work.
 

The training program included a slide presentation which
 

illustrated the various road and bridge features to be
 

inventoried as well. Slides were also used to portray the
 

physical condition of roads and bridges.
 

A team from the Saigon District was used to initiate
 

the program. Training began 12 November 1973, and followed
 

immediately with a field test over predetermined routes.
 

The purpose of the test was (1) to determine the effectiveness
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of the program, and (2) determine the time required to
 

inventory various types of highways and bridges.
 

The inventory was continued on all highways in the
 

Saigon District that were located in secure areas.
 

Fund-, were provided in the 1974 budget to conduct
 

the inventory in the other four Districts. It is anti

cipated the first annual inventory will be completed by
 

1 June 1974.
 

(3) Interim Program
 

Development of an Interim Program was given a high
 

priority in the Work Plan. Several programs were in
 

existence at the time the cease-fire went into effect.
 

The objective of the Interim Program was to set forth the
 

official DGOH position of the highway improvement needs of
 

the Republic of Vietnam.
 

It was necessary to describe this as an Interim Pro

gram because the war had interrupted the planning processes
 

which are the basis for preparing a Highway Improvement
 

Program.
 

The procedures used in developing the Interim Program
 

are described in detail in Attachment H.
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(4) Functional Classification System
 

The process of functional classification is actually
 

one of the first steps undertaken in the development of
 

an overall highway systems plan. With this in mind, an
 

inspection of the initial Work Plan (Figure 22) will show
 

that this activity was undertaken earlier than originally
 

intended. This change of schedule occurred for the
 

reasons outlined below.
 

Shortly after the start of the assistance contract,
 

many changes began taking place within the GVN organiza

tional structure. One of these was the reorganization of
 

DGOH.
 

One of the by-products of this reorganization con

cerned the relationship between the highway organization
 

of the Central Government and that of the individual
 

Provinces and Cities. Presidential Decree No. 635-TT/SL
 

dated 11 July 1973 assigned to the Highway Administration
 

responsibility for the "Renovation, Maintenance, and Con

trol of QL's, LTL's and major roads being classified as
 

Highways including bridges and ferries and securing per

fectly the Highway System."
 

In anticipation of this Decree, the Director General
 

requested a revision to the Work Plan that would permit
 

an earlier start on the functional classification system.
 

100
 



In response to this request, a procedure was developed
 

for conducting the classification study. This procedure
 

was submitted to DGOH on 31 March 1973.
 

Work began at once on the process of classifying the
 

system. As the field intent of the Presidential Decree of
 

11 July 1973 became known, the scope of the classification
 

process changed. Since the Decree assigned responsibility
 

of the QL and LTL Systems to the new highway organization,
 

the classification process assumed the task of identifying
 

those segments of the highway system that should be the
 

responsibility of the national organization. The remain

ing portion would become the responsibility of the Provinces
 

and Cities.
 

This change had little effect upon the composition of
 

the QL System, but it did cause some change in policy as to
 

the make-up of the LTL System. The original draft of the
 

classification was modified on 5 May 1973 and work pro

ceeded accordingly.
 

Prior to drafting the procedures for the classification
 

study, much thought was given to developing a new concept
 

for classifying the highway system in Vietnam. It soon
 

became apparent that any attempt to deviate from the exist

ing classification would be unacceptable to the highway
 

department.
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There were two basic reasons for this attitude.
 

First, the present system has been in use for many years
 

and the traditional aspect would be hard to overcome.
 

Second, mileposts are in place at each kilometer on
 

the QL and LTL Systems with the letters QL and LTL inset
 

into the concrete post. Unless these letters or the
 

mileposts were removed, the classification would live on.
 

In suburban areas the street which was the QL route was
 

named QL-4 and QL-l, as the case may be, and buildings
 

numbered accordingly. It would be difficult to make a
 

change under these conditions.
 

It was determined to be in the best interest of all
 

concerned to retain the existing classification and fit it
 

to the usual arterial, collector and local road classifi

cation as practiced in the United States.
 

In this case the QL (National) System would corres

pond to the principal arterial classification, the LTL
 

(Inter-Provincial) System could be similar to the minor
 

arterial classification.
 

The Presidential Decree placed responsibility on the
 

soon-to-be-created VHA for these two categories of the
 

total highway system. The TL (Provincial) System and the 

HL (Local) System would be the responsibility of the local 

agencies. 
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During
The classification proceeded on this basis. 


the week of 8 October 1973 the newly developed National
 

and Inter-Provincial Systems were approved by the
 

Director General.
 

Description of functional classification procedures
 

is included in the "Compilation of Supporting Planning
 

Documents."
 

(5) Staff Development and Training
 

This was a continuing activity. It involved the
 

training of staff personnel as each new activity was
 

started. A formal training program was never implemented.
 

Instead, the concept of each planning function was des

cribed in a written program which outlined one or more
 

approaches that could be used to achieve the desired re

sults.
 

This program was submitted to the appropriate personnel
 

for review and comuents before preparation of the final
 

draft. Any revisions that may have been necessary were
 

made and the final draft prepared. Generally, this draft 

was translated from .noglish to Vietnamese. 

The general concept applied to staff development and 

training in the planninq p hase of this contract has been to 

identify and establish the objectives and procedures of the 

103
 



various programs. The programs were then turned over to
 

The intent of the training pro-
VIIA for implementation. 


gram was to develop staff capabilities by having the staff
 

personnel perform the actual planning operations.
 

During the implementation stage, periodic evaluations
 

were made of each program. Often problems arose that
 

even revisions to
necessitated additional explanation or 


the program. When these situations arose, conferences
 

were scheduled at which time the problems were resolved
 

and the activity continued.
 

One major problem encountered in training and develop

ing staff capabilities was the reassignment of key per

sonnel within the Planning and Research Division to other
 

positions in ViHA. For example, the engineer who performed
 

most of the work involved in the function classification
 

study was reassigned to another position shortly before
 

completion of this activity. lie was replaced by another
 

employee who was not entirely familiar with the procedures
 

and re-training was necessary.
 

It is anticipated this type of training and develop

ment program will be continued throughout the next two
 

years.
 

As a basis for summarizing accomplishments to date in the 

planning phase of this project, Figure 22 shows the proposed 
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FIGURE 22
 
PLANNING WORK ACCOMPLISHED
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Work Plan as originally submitted to DGOH and USAID. The
 

estimated current percentage completion is shown for each of
 

the work procedures depicted on this chart.
 

5. PRIORITY DIRECTION OF CONTINUING WORK 

During 1974 further emphasis will be given to developing
 

the highway plan and the resulting program.
 

Development of the highway plan will involve a continuation
 

of data collection processes currently under way, as well as
 

others that have not yet been implemented. We will direct our 

attention to such items as construction and maintenance costs 

and the operating costs of the vrious types of vehicles in use 

on the highway system. A principal objective will be to estab

lish procedures for processing, storing, analyzing and dis

tributing the collected Wilta. 

It is luite evident tlat tL11 collection and processing of 

data will not reach thie sLitaite of pro Licioncy duriinq 1974 that 

will permit repl acementL of t l, Intfrim Prog ram withL the Priority 

Program. For tli; ,,,as!on the,, Interim ilrojram will w re-viewed 

and updated dur inj th(- y0ar1. In aldl tit i l, ,,11 i,,wly acjuir.(1 

data or informa tion col l, t.,,,lt by t. liel a',li 1' I)ivi

sion will he ul;le to jirodIlIc thetilet iw;! ablel,. in s,,iblo, 

It i s extrern . ly ; tt. t li, tt ,ln i n andt ,:e .,|rch 

Division be reoranizel alld properly ,t il ct!learly ai d(ito 
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as possible. This Division will assume the traffic counting
 

program after 1 January 1974. The addition of this activity
 

and the other new planning processes contemplated for imple

mentation will require additional personnel. The training of
 

these additional people will hold a high priority during 1974.
 

The Planning and Research Division has been directed to
 

conduct a study of revenues received by the government from
 

the sale of gasoline. The purpose of this report is to deter

mine sources of revenue available to VIIA for use in performing 

its hxinway respc.-sibility. 

It if- propo:;ed to expand the study to include alternate 

plans for consideration by the government which will offer a 

choice of variou; funding patterns which will permit the 

accomplishnenL of accepLabI1e oh i'cCtivet.; assigned to the VIIA. 

6. REICOMt'.NI)AT I oW; 

There are o!v,'-ral recommendaLiaim that will re; ult in tho 

improvemlnLt (t performance ri/d capabi litics of the Planning and 

Ronearch I)iviion ill 1 . 

Attemlrpt t, ,it.racl . 1. ie perl nnlOj to fill key 

J)l1 it. iolin ill tL, I'l ati ll,iq atll, iH4tf'4I rc1i )jiviazion 

At-tvme ti tL.(t, t,|li11.'' th, :t t iattl wlherly 

Planimi; ad l I 'Ito il I q i(,",',ir l-m 114, bv(iI2, tlrIllmiferrod 

to Othr llcmtIMa n %jl it_: wit hiii VIIA 
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Prepare and distribute a management directive that
 

will require all activities related to the planning
 

and programming function to be cleared through the
 

Planning and Research Division
 

Insist that data collected by District personnel be
 

accurate and representative of actual conditions.
 

Qualified people must be assigned to these data
 

collection tasks. They must be properly trained in
 

the techniques necessary to accomplish the task and
 

provided sufficient supervision to assure that they
 

are performing their duties in a satisfactory manner.
 

7. SCHEDULE FOR 1974
 

The proposed Work Plan for 1974 is shown in Figure 23 of
 

this report.
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FIGURE 23
 
PROPOSED PLANING WORK PLAN
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VI. FINANCE AND ACCOUNTING
 

A central recommendation of the Booz, Allen study was
 

that an adequate, modern accounting system and associated
 

budgetary and financial controls were essential 
to improved
 

management of the highway system. A conceptual pattern for
 

such a system was developed and illustrative examples of its
 

use presented. 
 It was recognized that the full achievement of
 

such a system would require considerable time and training of
 

personnel and should thus be developed as an evolutionary pro

gram. Although some details would vary depending upon whether
 

or 
not DGOH became an autonomous agency, the fundamentals re

mained the same.
 

1. GUIDING CONCEPTS
 

The guiding concepts adopted by the RJA advisory team 
con

tinued and extended the Booz, Allen proposal. In summary form,
 

these were that
 

The overall system should provide complete and co

herent integration of subsystems supporting require

ments of active managers as well as providing
 

traditional fiscal status information
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The basic guide would be the system developed by
 

the American Association of State Highway Officials
 

(AASHO) with substantial modification and adapta

tion expected
 

The initial system would be a simplified, manual sys

tem containing all fundamental features and designed
 

to expand its capabilities as operating experience
 

was gained
 

The system, although designed primarily for highway
 

management purposes, would provide the information
 

required by external agencies such as DGBFA and the
 

Ministry of Finance in their required formats.
 

Following these guides, a general schedule for system develop

ment was prepared anticipating installation about mid-year 1974.
 

2. ACCOMPLISHMENTS DURING THE YEAR 1973
 

The system development program anticipated the continuation
 

of DGOH in its then current organizational status, although
 

future conversion to an autonomous agency was given consideration
 

in the planning. In April and May the move toward autonomy
 

picked up speed and on 11 July the Decree establishing the au

tonomous Vietnam Highway Administration was promulgated with 

full implementation effective 1 January 1974. This shift of 

agency status and the time schedule imposed required substantial 
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redirection and modification of the financial and accounting
 

system program.
 

Redirection of the program was guided by the following
 

considerations.
 

Priority was given to development of those subsystems
 

needed to meet the minimum requirements for financial
 

and accounting information by 1 January 1974
 

Detail development was confined to those procedures,
 

forms and ledgers essential to the central structural
 

flow of the system, with documentation refinement
 

postponed to a later opportunity
 

All subsystem development in the expedited program
 

was assured to be coi.sistent with the requirements
 

of the final overall system so that unnecessary
 

future revision was avoided
 

Maximum use was made of existing procedures, where
 

feasible, with substitution of refined procedures to
 

be carried out after 1 January 1974.
 

As a result of this redirection, the precise schedule of 

the original program was not followed - althougi the essential 

work was accoinlished. From a practical )oint of view, tile 

program must now be conceived of in two major phases - the crash 
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program phase prior to 1 January and the completion and refine

ment phase of 1974.
 

(1) Program Initiation
 

a detail review of the Booz, Allen proposals,
Following 


the RJA advisors concurred in the general assessment of the
 

existing situation and the finance and accounting system re

quirements. Discussions with DGOH management and account

ing personnel confirmed certain unique requirements for the
 

new system posed by government regulations, the structure
 

of DGOH day-to-day operations and the necessity to maintain
 

continuity of accounting activity during the transition
 

period. A summary of the purpose and basic structure con

ceived for system development was presented to the DGOH
 

Steering Committee in a seminar held in lay. General
 

agreement as to approach was received and specific system
 

design was initiated.
 

(2) Preparation of Chart of Accounts 

A draft of basic policies governing the planned
 

budgetary, general (fiscal) and cost accounting system opera

tion and control was prepared. The proposed chart of 

accounts and associated function and object class codes 

were included as the pr incipal guide to system development. 

Also included were recommended levels; and points of author

ization and approval to control commitme nt and disburse

ment of funds.
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This draft was completely revised and modified follow

ing the conversion of DGOH to the autonomous VHA. These
 

revisions centered mainly on accommodating the enlarged
 

fiscal control and reporting requirements of the autono

mous agency. The draft was presented to the Director
 

General on 30 August and approved in principle to ptmit
 

detail system development to get under way. Additional
 

podifications were made to meet specific requirements of
 

the Decrees establishing the VHA and the final document 

the basic document authorizing the new finance and account

ing system - was presented to the Director General on 14
 

November for presentation to and approval by the VHA Ad

ministrative Council. (See Attachment J).
 

The chart of accounts, modeled after the AASHO system,
 

must be considered a "master plan." While considerable de

tail is available in the sub-account structure, only ,.he
 

principal accounts will be used initially. Exploitation
 

of the more detailed information capability of the sub

accounts should take place only after the initial installa

tion is functioning smoothly and as the usefulness of added
 

breakdowns is perceived and demonstrated.
 

(3) Budgetary S,stems
 

The present budgetary control system places emphasis on
 

the control of obligations and disbursement of funds as
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prescribed by GVN external agencies. The new budgetary
 

preparation and control system, while retaining the funds
 

control, places primary emphasis on VHA internal manage

ment responsibilities for planning and controlling their
 

activities according to the purposes of the work. Both
 

operating management and fiscal control needs are met.
 

The budgetary process is composed of two phases.
 

The first is the preparation of budgetary estimates based
 

upon specific operating projects and programs planned for
 

the budget period. The second is the control of eypendi

tures against the budget as finally approved.
 

With the conversion of DGOH to VHA, the residual
 

budgetary credits of DGOH for FY 1973 were transferred
 

to VHA. In the interest of conserving time and effort,
 

and since little useful purpose would be served, it was
 

decided not to attempt to convert the interim 1973 budget
 

to the new chart of accounts but to complete the year under
 

the existing system.
 

The FY 1974 budget preparation cycle was well ad

vanced at the time VHA was established. Again, in the
 

interest of time and priority demands for general and cost
 

accounting system development, it was decided not to re

trace the budget preparation process using new procedures.
 

However, the budget estimates, by whatever method prepared,
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were broken out into a summary of the new accounts and
 

codes format anticipating budgetary control urier the new
 

system in FY 1974 (Figure 24).
 

The FY 1975 budget will be the first to utilize the
 

new budgetary preparation and control system throughout
 

the entire budget cycle.
 

(4) Cost Accounting
 

The development and installation of the cost account

ing system is a considerable task for several reasons.
 

There is no existing system which can furnish
 

even a partial base
 

Accounting personnel are few in number and
 

lack even rudimentary cost accounting training
 

Managers and employees outside of accounting
 

who must generate system inputs have no pro

cedural experience in such reporting
 

Geographical spread accentuates data trans

mission and communications problems
 

The required date for initial implementation
 

has made the usual pilot tests impossible.
 

In order to simplify the initial installation
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Emphasis was given to data recording and com

pilation procedures rather than analysis pro

- providing
cedures which can be treated later 


the data are available
 

Aggregation of some data into gross accounts
 

was accepted rather than the detailed accounts
 

which will eventually be required for certain
 

cost allocations (i.e., equipment cost as a gross
 

figure rather than allocating to projects through
 

a service center account)
 

Recognition was given to the current nonavail

ability of costs of many inventoried materials
 

and methods were devised to circumvent the item
 

cost input requirement for the initial phase.
 

The single, overriding objective has been to get some
 

sort of a system going which will meet the minimum require

ments, provide a base for on-the-job training and be capable
 

of refinement toward the ultimate system as experience is
 

gained.
 

The initial system was designed, forms prepared,
 

simplified instructions for use prepared nd preliminary
 

charts of data flow completed by mid-December. Central
 

Headquarters and District accounting personnel were in

structed in the purpose and use of the system, in the 

115
 



detail of input form completion and the compilation of
 

cost data. The detail of forms, procedures and flow
 

charts is included in the package prepared for the Central
 

and District accounting personnel attending the training
 

scheduled for
sessions. Initiation of the system was 


1 January 1974.
 

A major share of the advisors' efforts during early
 

1974 will be devoted to the follow up of this basic, initial
 

installation.
 

(5) Fiscal Accounting
 

Development of the fiscal (general) accounting system
 

was originally scheduled to begin in December. The speed
 

up of the entire program required that initial work be
 

undertaken earlier in order to assure compatability with
 

the budgetary and cost accounting systems which were
 

scheduled for initial installation by 1 January 1974.
 

The basic policy and regulatory document prepared
 

for submission to the VHA Administrative Council includes
 

the basic structure of the planned general accounting 

system. Fiscal accounting policy statements are preo-nted. 

The chart of accounts and its application are covered. 

Ledger sheet formats for the general and subsidiary ledgers 

are included. Il lustrative examples of typical journal 

entries also have been submitted a"; supporting explanation. 
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With this accomplished, further development was set
 

aside to concentrate upon the cost accounting system de

velopment.
 

(6) Audit Procedures
 

Pre-audit procedures to insure verification of proper
 

approvals, cost coding and computations on all input docu

ments (documents of original entry) before recording have
 

been incorporated in the procedures for preparation of the
 

documents. Additional refinement will be necessary during
 

the early weeks of the accounting installation.
 

No work was accomplished on post-audit procedures
 

other than to provide, in system design, the features re

quired to assure feasibility of a comprehensive post

audit procedure and program.
 

(7) Physical Inventory of Assets
 

The task of conducting the physical inventory of VHIA
 

assets and establishing valuations therefor was assigned 

to the VIIA Accounting iivis'ion, who have not been able to 

adhere to the oriqinal schedule becau:;e of the convers ion 

of DGOIH to VIIA plus routihc workloads. Initiating the in

ventory program is a high priority task for 1974. 
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(8) Financial and Accounting Manual
 

The Financial and Accounting Manual is essentially 

an orderly compilation of the policies, procedures and 

associated forms and documentation oriqinated in the de

sign and installation of the several accounting systems. 

The format has; been designed and deveIopmer.- has pro

gressed concurrently with the development of the overall 

integrated accounting system. Completion and issue 

should be accomplished on the original schedule of I May 

1974. Certain procedural material in draft, short form 

will be issued during the early system installation period 

to guide the installation. 

In summary, despiLe, the major shift in schedule occasioned 

by the DGOII-V]IA dhiift, the financial and accounting program has 

met the project demands. 

The basic policy and regulatory Jocument has been
 

prepared and preolented to the VIIA Administrativo 

Council
 

The IY 1974 IlwdgpeL has been conformed to the now nyq

tern and w ' i1 b io ropor td and controlled boginning 

1 January 

The fI r!i L pha it'colt t i nj syl, turm ha been dl,.count 

nin ! .11d r0ih.dumleCd for implemofntaLion aS of 1 January 

1974 

118
 



The overall structure of the total integrated
 

accounting system has been designed and refinements
 

of the initial cost accounting system planned.
 

Figure 25 is a bar graph showing the degree to which the
 

individual work procedures outlined above have been completed
 

Ls a percent completion in each case. This chart does not
 

show the initially proposed progress schedule because of the
 

basic changes caused by the shift to VHIA.
 

Although the race against time has required extensive
 

simplification of initial systems and some short-term compro

mise, we feel that an adequate base is now in place for the
 

work in 1974.
 

3. PRIORITIES FOR TIE NEXT YEAR
 

The priority of work for the year 1974 is bound to the
 

requirements to monitor, service, extend and refine the overall
 

accounting system while it is being progressively installed under
 

actual operating conditions.
 

(1) Cost Accouintin Implementation 

Top priority muqt be iven to assistance and follow 

up on the cost accountiniq installation. This will require 

Oxtennive field work and include 
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FIGURE 25
 
ACCOUNTING WORK ACCOMPLISHED
 

_ 1973TASK 
JAN FER MAR APR MAY JUN JUL AUG SEP OCT NOV DEC 

-.eview Current Prcedures 
COMFLETE 

2. eeio Budget Procedhires 50% 

C:,-, 

-f 

4 .t- 1 

A.ssets 
' r -ventory CONTI UING (VHA -

7-e,:e;c CDst Acc ounting System 35% 

. Deve~: Au4iit Procedures 50/. 

..;;re 
.... 

Fiancial anra Accounting 
, :-rf Procedures 

10% 

7. Develop Fiscal Accounting System 30% 

I 



Expediting performance in source document re

cording, pre-audit procedure, subsidiary ledger
 

entry and other cost accounting tasks
 

0 


a 	 Spot, on-the-job training of accounting per

sonnel as deficiencies are observed
 

* 	 Modification or clarification of procedures to
 

accommodate local problems in system application
 

* 	 Identifying and assessing opportunities and re

quirements for near-term system refinement.
 

Emphasis will be given in the early days of imple

mentation to the recording of cost data on the documents
 

of original entry. With the assured input of this data
 

into the system, the follow-on activities of posting, allo

cation and report production can be completed over a more
 

extended period. It is probable that problems of initial
 

application, plus the TET holiday in January, will require
 

deferment of the first cost reports until at least the end
 

of February and perhaps to the end of March (the first
 

quarter). With this experience, reasonable, sequenced
 

closing date schedulucq can be set for future accounting
 

periods.
 

It is anticipated that this initial implementation
 

phase will require approximately three months, following
 

120
 



which one month will be required to complete all final
 

documentation for the Finance and Accounting Manual.
 

From about 1 April to 1 August, part-time monitoring
 

of the initial cost accounting system should continue.
 

Minor refinements will be undertaken as opportunities
 

arise. The planning of the refinements of the system for
 

introduction 1 January 1975, should commence about 1 August
 

to give sufficient time for revision of and additions to
 

forms and procedures as well as required personnel training.
 

(2) Fiscal Accounting
 

The general accounting ledger formats and outline
 

procedures have been prepared. Installation of the basic
 

system and production of the fiscal reports required by
 

Decree will be completed by 1 April. The major requirement
 

will be continuing on-the-job assistance and training in the
 

Central Accounting Division. One advisor will devote the
 

major share of his time to this task.
 

The ledger structure has been simplified and only
 

those accounts required for production of the basic fiscal
 

reports will be used in the initial installation. Neverthe

less, the introduction of double-entry accounting and the
 

requirements for reconciliation with District subsidiary
 

ledgers will require almost constan1zt attendance of the 

assigned advisor in the Accounting Division. 
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The principal deficiency in the first fiscal reports
 

will be the valuation of assets. Physical inventories are
 

incomplete and adequate valuations of inventories and other
 

assets are not available. Methods will have to be devised
 

to augment and extend existing data by the best estimates
 

possible with subsequent adjustments to be undertaken as
 

physical inventories are completed and asset valuations
 

determined using. adequate appraisal techniques.
 

Following production of the first quarter reports,
 

final documentation will be prepared for inclusion in the
 

Finance an" Accounting Manual. Part-time assistance and
 

monitoring will continue until about 1 August, at which
 

time preparations should begin for the second phase re

finements of the system to be introduced in FY 1975.
 

(3) Budgetary Accounting
 

The FY 1974 Budget Request is already in the new
 

accounting format. Concurrently with the work in the
 

general accounting system implementation, the budgetary
 

ledgers and reports will be developed in detail. The
 

reports to be produced will conform to the requirements
 

of DGBFA and MOF and be compatible with the National Budget
 

reporting system.
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On or about 1 April the first stages of the FY 1975
 

Work sheets and probudget cycle will get under way. 


cedures will be prepared and instruction given to the
 

supervisors and managers responsible for preparation of
 

budget estimates for their functions and projects. Budget
 

estimates will be related directly to the approved VHA
 

program sequenced by priority ratings. Advisor: will
 

assist directly in this budget preparation both at Central
 

Headquarters and in the Field Organization.
 

A target date of 1 July is suggested for the first
 

draft of the FY 1975 Budget Request, with 1 August the
 

date for submission of the Budget Request to the Director
 

General.
 

(4) Finance and Accounting Manual
 

Cost accounting, general (fiscal) accounting and
 

budgetary preparation and accounting procedures in finished
 

form should be completed and the first issue of the Finance
 

and Accounting Manual made on 1 May.
 

(5) Physical Inventory of Assets
 

The completion of an overall physical '.nventory of
 

equipment, parts, materials and fixed assets and their
 

proper valuation is essential to meeting the commercial
 

accounting re, uirements of VIIA. Some inventory records
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exist with accuracy ranging from fair to highly conjectural.
 

Inventory costs and fixed asset valuations are fragmentary.
 

A substantial project is required to acquire the necessary
 

information.
 

The Accounting Division has been unable to move on
 

this assigned task. Participation of many other VHA or

ganization units is required. It seems clear that the
 

only way to accomplish this substantial task is to establish
 

a special project team, perhaps augmented by contract
 

Vietnamese personnel.
 

The general sequence of procedure should be as follows.
 

Review and confirm the specific requirements of
 

the accounting system for inventory and asset
 

valuation data
 

Identify existing inventory activities and assess
 

their adequacy and capability to provide the
 

necessary information, both now and on a contin

uing basis
 

Adapt the information outputs of adequate inven

tory activities to the new accounting system
 

Develop and install inventory procedures for 

activities having inadequate or no procedures 
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Develop a costing procedure for all inventory
 

activities
 

Undertake complete physical inventories at all
 

VHA activities (or confirm existing records) as
 

a basis for original valuation
 

Inventory and value all fixed assets at current
 

value and establish depreciation rates and pro

cedures
 

As the inventory and asset valuation data are
 

confirmed for an activity, enter the adjustments
 

on a rolling basis in the accounting records
 

Establish a procedure for regular audit on a
 

rolling schedule that covers each activity
 

annually.
 

Such a complete physical inventory should be scheduled
 

to cover all VILA activities by the end of FY 1975.
 

4. RECOMMENDATIONS
 

The single major recommendation, other than to continue the
 

program as 
currently planned, authorized and under implementation
 

is to
 

Establish a VIIA project group no later than 1 March
 

1974 to plan and undertake the physical inventory as
 

outlined.
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5. SCHEDULE
 

The target schedule for task accomplishment during 1974
 

is summarized in Figure 26 following.
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FIGURE 26
 
PROPOSED ACCOUNTING WORK PLAN
 

TASK 	 n1974 - 97-
JAN 	 FEB MAR APR MAY IJUN JUL AUG SEP OCT 	NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP 	OCT NOV DE 

. implementation of Cost
 
Accounting System
 

2. 	 Develop Fiscal Rep~rts 
and ?rocedures 

Z. 	Delop Accou nting 
4anua! 

.e e Z975 audget 

= "uni.i= f Cost
 
Acc-u tlr-.g System
 

6. 	 ? 4jsical inventory
3: 	 A-ssets 

7e'zeloc s....t-Audit
 

P r: 	C-ed -res 

.	 RefLnenent and Expan
sion :FD Cost AccDunting
 
System
 



ATTACHMENT A 

CLASSIFICATION PLAN
 

LEVELS OF DIFFICULTY
 
A A A 

BANG SAP NGACH NHAN VIEN 

A 
LEVEL 1 BAC I
 

Clerk I Thd kycap I
 
Messenger Tiy phai
 
Helper Temporary Phu th5 tam
 
Laborer Lao corng
 

LEVEL 2 BAC 2 
/ 

Guard Gac dan 
Typist Da t. vien, 
Key Punch Operator Xuyen6 phi u vien A 
Tradesman Helper Phu th{ chuyen mon 
Mechanic Helper Phu th m 6y 

A 

LEVEL 3 BAC 3 
I A 

C,.erk II ThU ky cap II 
Accounting Clerk Thd ky, ke to6n 
Chauffeur Tai x6 

A 
LEVEL i BAC 4 

Equiprmient Operator I Tai xe c5 giui cap 
Printing Machine Operator Anl l011t vien 

A 

LE'VEL 13AC 
A A A

Senior Key Punch Operator Tr&t.ri xuyen,phieu vien 
Senior Acounting Clerk Trdi~g th 6 1y, kt6 toan 
Senior Clerk TrdJng' thu' ky ^ 
Senior Typist Trd"3nirF t vien 
St ore kecper ThiY kho A 

Technician I Chuyeii vie 1 cap I 
A 

LEVEL 6 13AC 6 
A * A A

Data Processing Machine Operator Dien, bieii du ki.on vien 
Ph:)t: rilphl~, Nhiep niih vCn 
Senizor Printitng, Machine Operator Trd~g an loat vion 
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LEVEL 7 

Tradesman 

Mechanic 

Equipment Operator II 

Technician II 

Secretary 

Senior Storekeeper 

Right of Way Trainee 


LEVEL 8 

Maintenance Crew Chief 

SeniDr Data Processing Operator 


LEVEL 


Technician III 
Lata PrDcessing Programmer
Riiht of Way Negotiator 

LEVEL 10 

Maintenance Superintendent 
Shop Superintendent
Engineer-In-Training 
Translator 
Senior Technician 
Personnel Officer 
Training Officer 
Administrative Officer 
hight :)f Way Appraiser 

LEVEL 11 

Acco untan t 
Eriglne:r 
Systems Analyst 
Senior Data Processing Programmer
Attorney 
Senir H/W Nlegotiator 

A 
BAC 7 

Th3 chuyen mon
 
Th3 may
 
T'i x6 c3 gi3icap II
 
Chuy~n vi~n cap II
 
Bi'thd
 
Trdng kho /
A 

Dd.tAp vin 1o gi3i 

BAc 8 

Trung toan tu,bo 

TrtUng didn bien dd 

*
 

kien vien'
 
A 

BAC
 

Chuyen vien cap III
 
Thao chd~ng vien
 
Thd6ng id3ng vien 10
giE~i 

A 

BAC 10 

Quand~c ,tu bo 
Trdng xdlng 
Ksd t ap s ^ 
Thong dich vien
 
Trd"ng huyen ven 
Chuyen vien nhan vien 
Hua^ luy&n vi n 
Chuyeri vien hanh chanh 
Ho gin' viln 13 giloi 

A 
BAC ].1 

A / AKe toan vien 
Ky , , / , 
Pha tilch vien A 

Tril3ng thaw chu3ng vien 
Lu.t~sd tap sti 
Tr"" ..i.gthd.ng~lsng

vien ]? gici 
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LEVEL 12 

Senior Engineer 


Senior Accountant 

Senior Attorney 

Senior Personnel Officer 


Senior Administrative Officer 


Senior R/W Appraiser 


Senior Training Officer 


LEVEL 13 


Division Chief 


LEVEL 14 


District Chief 

Director 


LEVEL 15 


Assistant Director General 


LEVEL 16 

Deputy Director General 

LEVEL 17 


Director General 


A 
BAC 12
 
Trdng kysd, 

Truing ke toan 
LuAt su 
 A
 

Tra3ng chuyen vien
 
nhan vien ^ ^
 
Trd3ng chuyen vien
 
hanh chanh A
 

Tru'ng hSEgia vien 1o 
gi'i 
TrdSng huan luyen vien
 

BAC 13
 

Chanh S? Vu
 
A 

BAC 14
 

TrdSng Khu
 
Giam D5'c
 
A
 

BAC 15
 
A 

Phu Ta Tong Cuoc Tri6ng
 

BAC 16 
I - V 

Pho Tong CuAc TrdSng 

BAC 17
 

Tong Cuoc Trding
 

A-3
 



0 

ATTACHMENT B
 

PERSONNEL PROCEDURES 

POLICY AND PROCEDURE NO.: 3 DATE 1 JAN. 74 REVISION 

ACTIVITY: ANNUAL LEAVE 

POLICY
 

Permanent employees are entitled to annual leave with pay. 

Annual leave is earned according to a normal schedule and is 

granted at the convenience of the employee, workloads, security 

condition and deadlines permitting. 

General Frovisions are as follows:
 

Authorized annual leave is computed as follows:
 

LENGTH OF SERVICE HOURS PER MONTH 

Less than 5 years 8 hours 

6 to 10 years 10 hours 

1 to 15 years 12 hours 

16 to 20 years 14 hours 

20 years and more 16 hours 

1. 	New employees must berve a six (6) rmnth probationary 

period before being entitled to annual leave. 

2. 	 Employees will earn annual leave effective on the first 

date of permanent e;.iployment. 

3. 	 The maximum annual leave allowed on a continuous basis 

is 89 working hours. 

J. 	 All annual leave must be taken by December 31st of oeach 

year. Unused annual leave will be caiceled. 
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5. 	Upon termination of employment, all unused annual leave
 

will be paid to the employee at the current rate of pay.
 

PROCEDURE
 

Responsibility Action 

1.npl oyee 1. Completes "Request for Leave", 

form , one week 

prior to effective date. 

a) District Persotnel 

origirnal and two copies. 

b) 	 Divi.iDn Personniel 

original anid one copy. 

2. 	 Submits to the Direct Super

vs or. 

Direct Supervisor (District) 1. 	 Approves or disapproves 

request. 

Frward:, -H auid.jrlIal two 

copie'; tD the D.l,,trlct Per

s ontlel Officer. 

Direct Supervisor (Division) 1. 	 Aprivec, :)r dis;approves re

que:; t. 

2. 	 ForwarJ:. :)ri Ijnal and one 

copy t,: the Personrinel Divi
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District Personnel Officer 1. 	 Records hours requested in
 

the leave ledger.
 

2. 	 Completes section of form 

reserved for "Personnel use
 

only".
 

3. 	 Returns one copy to employee.
 

4. 	 Forwards original copy to
 

the Personnel Division.
 

5. 	Files one copy.
 

Personnel Division 1. District Personnel:
 

a) Records hours requested
 

in the leave ledger.
 

b) File copy.
 

2. 	 Division Personnel:
 

a) Records hours requested
 

It,the leave ledger. 

b) Copletos, section of 

for:,m reserved for "Per

s onilel u se only'. 

c) Retur, o)ne copy to em

ployee. 

d) File original. 
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LEAVE REQUEST 

EMPLOYEE NAME DATE 

DISTRICT/ DIVISION 

REQUEST PERMISSION TO TAKE HOURS 

OF: 

ANNUAL LEAVE 	 Z£7 FUNERAL LEAVE
 

Z7 	 SICK LEAVE Z MILITARY LEAVE (WITHOUT PAY) 

LEAVE WITHOUT PAY j7 OTHER LEAVE (EXPLAIN) 

FROM 	 TO 19. 

DATE SIGNED 19 - BY 

DATE APPROVED 	 19 - BY 

(PERSONNEL USE ONLY) 

To rAL HOURS UNUSED
 

TOTAL HOURS REQUESTED
 

TOTAL HOURS REMAINING
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LEAVE RECORD 
YEAR 

EMPLOYEE NAME : ID NO. 

DATE EMPLOYED : DAYMONTH YEAR 

BALANCE CARRIED FORWARD SICK LEAVE 

DAY/MONTH VACATION SICK LEAVE OTHER 

FROM TO EARNED USED BAL EARNED USED BAL 
TYPE OF DAYS/

LEAE O R USE 
LEAVE HRS USED 

YEAR ENDING 
BALANCE
 



ATTACHMENT C
 

SECTION RESPONSIBILITIES
 

PROPOSED PERSONNEL FUNCTION
 

EMPLOYMENT
 

1. Develop application form
 

2. Establish application files
 

3. Recruit 

A. Determine Labor Source
 

+ Within VHA 

+ Educational Institutions
 

+ Professional and technical organizations 

+ Open Market 

+ Employment agencies 

B. Locate Qualified Personnel
 

+ Internal
 

- Transfer
 

- Promotion 

+ External
 

- Application file 

- Educational Institutions 

- Professional and Technical organizations 

- Advertisement
 

- Employ:;ient agencies
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4. Select Personnel
 

A. Receive employment application form
 

B. Conduct preliminary interview
 

C. Administer Employment Tests
 

D. Investigate applicants background
 

E. Arrange for physical examination 

F. Make final selection
 

5. Perform Orientation and Indoctrination 

A. Relate overall objectives of VHA
 

B. Relate VHA policies and procedur.s
 

C. Relate employees role as a member of VHA 

6. Place Personnel 

A. Complete personnel and payroll forms
 

B. Assign employee to the job 

C. Establish individual file folder
 

D. Maintain Employee Records 

+ Personal History changes 

+ Educational and Training changes 
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EMPLOYMENT DEVELOPMENT
 

1. 	Determine training needs by careful and continuous Research
 

to determine where within the organization training empha

sis can and should be placed.
 

2. 	Develop training programs to fit the needs.
 

3. 	 Select personnel in need of training. 

4. 	Train selected personnel.
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MANPOWER PLANNING
 

1. 	Determine manpower needs by developing manpower and perform

ance standards for each activity and relate this to the
 

planned workload of VHA to determine the manpower require

ments.
 

+ 	 Methods improvement studies 

+ 	 Motion and time studies 

+ 	 Work simplification studies 

2. 	Placement of employees to jobs they can perform most
 

effectively.
 

3. 	 Continually evaluate employee's performance. 

+ 	 Motivation - maximize employee potential by transfers 

and promotions in order to utilize more effectively any 

skills and abilities that individual has been able to 

develop during the course of his training and employment. 

+ 	 Disciplinary action - establish grievance procedures 

for 	management to correct the attitudes and behavior of
 

employees who have violated VHA rules, have failed to
 

maintain required standards of performance, or have
 

acted contrary to established policy.
 

- Reprimands
 

- Cowuciling
 

- Termination
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COMPENSATION
 

1. 	Work analysis 
- identify in detail the duties and operations
 

of each Job.
 

2. 	Job descriptions and minimum qualifications -- Develop 

written statements covering the duties, responsibilities,
 

and minimum qualifications required to perform the duties
 

and operations of each Job.
 

3. 	Job Evaluation -- Determine which Job is more difficult to
 

perform in relation to another Job in VHA. 

4. 	Compensation Survey -- conduct a compensation survey 

annually to determine prevailing salaries and benefits paid
 

to comparable Jobs in the labor market.
 

5. 	Establish and maiiitain a classification and salary plan
 

based on:
 

A. 	Equal pay for equal work
 

B. 	 Increase for merit 

C. 	Opportunity for advancement 

D. 	Titles to fi.t the work 

E. 	Salary plan to fit the work 

F. 	 Stay withJ I budgeted funds 

6. 	Employee Evaluationl -- asstn each employee a title and 

rate of pay based on work performance. 
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7. 	Establish policies covering benefits other than salaries.
 

8. 	Continually review the personnel system to update, modify
 

or change the system to accomplish the objectives of VHA.
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ATTACHMENT D
 

KNOWLEDGE AND ABILITY STATEMENTS
 

VIETNAM HIGHWAY ADMINISTRATION ACTIVITY STATEMENT
 
NO. 1
 

PREVENTIVE MA INTENANCE 
CATERPILLAR 120 MOTOR GRADER
 

(Operator: 10-Hour and 50-Hour Checks)
 

TASK 

DAILY (10 HOUR) 

1. PERFORM SAFETY CHECKS 

+ 	 ATTACH WAR14ING TAG TO CONTROLS WHEN SERVICING 

MAClIINE 

+ 	 CHECK BRAKE OPERATION 

+ 	 LOWER OR BLOCK ALL EQUIPMENT BEFORE WORKING ON 

MACHINE 

+ 	 RELIEVE PRESS3URE IN HYDRAULIC SZSTE1, BEFORE 

SERVICING 

+ 	 BLOCK BLAE WIIEN WORKING ON CUTTING EDGES 

+ 	 MAKE SUPR ENGINE IS STOPPED BEFORE MAKING ADJ,:ST-

MENTS 

+ 	 CLEAN ST RAB, TION.S AND AREAS OF MACHINEMI3 TO 

BE WORKED' )N 

+ 	 MAKE SURE ThEREiS rJo SMOKING OR OPEN FIRE WITHIN 

ABIA1.5 	 NMf1'EI{S OF FLA1.l ILES 
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2. PERFORM "WALK-AROUn- ' CHECKS 

+ 	 CHECK ENGINE COMPARTMENT FOR LEAKS OR TRASH 

ACCUMULATION 

+ 	 CHECK GEARBOXES FOR LEAKS 

+ 	 CHECK OPERATOR'S COMPARTMENT FOR LOOSE ITEMS AND 

CLEANLINESS 

+ 	 CHECK BLADE LINKAGE FOR ADJUSTMENT AND CONDITION 

+ 	 CHECK COOLING SYSTEM FOR LEAKS AND TRASH 

ACCUMULATION 

+ 	 CHECK TIRES VISUALLY FOR PROPER INFLATION, WEAR, 

OR 	CUTS
 

+ 	 CHECK BLADE, FND BITS AND MOLDBOARD FOR WEAR OR 

DAMAGE 

3. CHECK OIL LEVEL IN HYDRAULIC SYSTEM 

4. CHECK AIR CLEANRER PRECLEANER 

5. CHECK COOLANT LEVEL IN RADIATOR 

6. ClHEOK ENGINE OII, LJVEL 

7. CHECK ELECTROLYTE LEVEL IN BATTERIES 

8. CHECK AIR CTLMINER CONDITION INDICATOR 

ChECK FUEL 1. E88URE GAUGE FOR INDICATION OF NEED 

TO CI,f,A[4 PIUlIMAl Y FUEL FILTE;R 
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10. FILL FUEL TANK AT END OF EACH DAY OF OPERATION 

WEEKLY (50-HOUR) 

11. LUBRICATE BLADE LIFT AND DRIVE PINION 

12. LUBRICATE BLADE LINKAGE AND CENTER SHAFT 

13. LUBRICATE CIRCLE SHAFT AND STEERING SHAFT 

14. APPLY LUBRICANT TO CIRCLE, SHOES AND SPACER
 

15. LUBRICATE TIE ROD AND STEERING ARM 

16. LUBRICATE LEAN PIVOT AND KNUCKLE PINS 

17. LUBRICATE AXEL PIVOT AND RACK
 

18. LUBRICATE STEERING CYLINDER AND ARM 

19. LUBRICATE DRAFT BALL, STEERING AND LEAN HOUSING 

BEARING
 

20. LUBRICATE STEERING TIE ROD AND BLOCK 

21. LUBRICATE WHEEL LEAN SHAIP-T 

22* LUBRICATE BEVEL PINION 
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VIETNAM HIGHWAY ADMINISTRATION KNOWLEDGE AND ABILITY
 

KNOWLEDGE
 

1 


2 


3 

4 


5 


6 


7 

8 

9 

STATEMENT
 

NO. 1
 

PREVENTIVE MA INTENANCE
 
CATERPILLAR 120 MOTOR GRADER
 

(Operator: 10-Hour and 50-Hour Checks)
 

OF NOMENCLATURE AND LOCATION OF MAJOR VEHICLE 

COMPONENTS 

OF REQUIRED SAFETY CHECKS
 

OF "WALK-AROUND" CHECKS
 

OF TYPES OF LUBRICANTS REQUIRED FOR 10 AND 50-HOUR PM
 

OF PROPER LUBRICATION TECHNIQUE
 

OF GUIDE FOR LUBRICATION AND MAINTENANCE OF THE
 

CATERPILIAR 1,0 MOTORi Gli\ DER 

OF TIiE U UFo ' TOOTI. U TIlE VEHICLE FOR''DITHI 

PM4 PUI pO,;j,,,; 

OF LOCATIi 0F LUBRICATION POIH1TS 

OF THE VEH1ICLE LOG BOOK AII) POLICY CONCERNING ITS 

USE
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10 OF THE PROCEDURE TO BE FOLLOWED FOR REPORTING 

FAULTS NOT CORRECTIBLE BY THE OPERATOR 

ABILITY 

1 TO SELECT PROPER LUBRICANT 

2 TO FILL AND OPERATE GREASE GUN 

3 TO ATTACH GREASE GUN TO LUBE FITTING AND INJECT 

PROPER A1M1OUNT OF G1EASE 

4% TO INFLATE TIRES TO CORRECT PRESSURE 

5 TO CLEAN AIR CLEANER PRECLEANER 

6 TO DRAIN CONDENSATE FROM FUEL TANK 
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ATTACI2 =T E 

LIST OF TRAINING EQUIPMEiT 

NO. DESCRIPTION & SPECIFICATIONS QUANTITY UNIT UNIT PRICE EXTENSION 

Kodak Carousel Custo 350H 
Slide Projectr, Mdel 
3850ZHC, Cat. No. 151-6210. 

7 EA $ 146.16 1023.12 

-

-

-

-
-
-
-

-

Accepts 2 - inch slides 
n and l3 slide trays 
Auto-atic focussing 
Aut--.atic slide change 
Remote forward & reverse 
slide chanre, 5, or 15 
second interval 
High-low brightness control 
Accessory outlet 
Elevation to 6 degrees 
3 Watt, 12-- olt ELH lamp 
Ektanar Zoo- Lens 4-6 inch, 

Eastar. K< da Copan~y 

Govern::er.t M'arkets Service 
3 L..3 State Street 
Rochester, :1. Y. !650 

2 K da': Carousel CustD:.- H 
Pr:Iect-2r carryir.: case Model 

_,,-5C, Cat. : D. 1-1-3144. 

(See itex1 4-r source). 

7 EA $ 11.14 77.98 
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IT 2- .0. DESCRIPTION & SPECIFICATIONS QUANTITY UNIT UNIT PRICE EXTENSION 

7Kdak'K 
n a. 7 

;,9. 
for 

CarouseI 
r o. e I 

- . . 
S Durce 

Sourd Zynchro-
7-,:)o. 7 6 , Cat. 
(See ite,' 1 

7 EA $ 23.23 162.61 

4 da
".*. -de Caruse"

B3 C1t7 D SI de Tray,o. 5C
7 EA $ 1.91 13.37 

(See 'te- I 2or source). 

5 IK-o d. ouSeL 3' S I de Tray,
Mode " B-0, Cat. No. 103-2242. 
(See ite. I for source). 

7 EA $ 3.18 22.26 

6 -oda ?enote E-tension Cord, 
25 Feet, Mdel Cat. No. 
1' - . (See it1e 1 for 
source). 

7 EA $ 3.50 24.50 

SHrioneywelI Pentax SL, -f 1.8, 
55:: Super Tai-}zuar, Satin 
BIa Finis.., Cat. No. 7127. 

2 EA $ 219.50 439.00 

.Ho evwe__, Lnc. 
Photo:raphic Products Division 
I11 South 3roadwayT ittleto, Colorado 80120 

8 Leathter Case for Huneywell 
Pentax SL, Catalog #3c87. 
(See item 7 for source). 

2 EA $ 17.50 35.00 
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ITF.: NO. DESCRIPri0 & SPECTFICATIONS QUANTITY UNIT UNIT PRICE EXTENSION 

9 Lens Hood for Pentax f 1.8, 
55:-: Super Takun:ar Lens, 
Cat. IT.D 84. (See item 7 
for source). 

2 EA $ 7.25 14.50 

10 Pentax 35-2_O.. Zoom Takumar 
SMCT, f ,.5 Lens, Cat. No. 
7261. (See item 7 for source). 

2 EA $ 321.39 642.78 

11 Pentax 2C--. Super Takumar 
f 4.5 Lens, Cat. No. 7085. 
(See item 7 for sourze). 

2 EA $ 171.24 342.48 

12 Wolliensak Record/Playback 
Portable with Built-in 
Synchronizor, Model 2550 AV. 

7 EA $ 299.95 2099.65 

3.4 Coma.y 
Mincom Division 
224-6 
3M Center 
St. Paul, MIinn. 55101 

13 Cover Soeaker M.iodel A0531 for 
Wollensak Record/Playback 
Unit M-del 255! AV. (See item 
12 fo-: source). 

7 EA $ 49.95 349.65 

14 Wollensak Cassette Duplicating 
System ?.-odel 2750 AV, Cassette 
Master, Item No. 136-18. 
(See item 12 for source). 

1 EA $ 499.95 499.95 
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iTS.1 NO. DESCRIPTION & SPECIFICATIONS QUANTITY UNIT UNIT PRTCE EXTENSION 

15 Wollensak Cassette Copier, 1 EA $ 299.95 299.95 
Ite' 136-I3. (See item 12 
for source). 

16 Da-Lite Projection Screen, 8 EA $ 23.75 190.00 
70 x 70 inch, Type II, 
Class I, Regular Duty 
Trioold ount. Item No. 
673b-558-5870. 

Da-Lite Screen Co. 
State Road 15 North 
Warsaw, Indiana 

17 Drafting Machine - Paragon 1 EA $ 200.00 200.00 
K&- iio. 60ool, or Equivalent 
18" Luxylite Scale No. 60-0712, 
Style 25. 

Leslie's Art Supplies 
2323 ;*est 7th Street 
Los Angeles, California 90057 

18 Oravisual M1agnetic All Purpose 2 EA $ 59.00 118.00 
Portable Easel, Model A505. 
(See item 17 for source). 

19 Oravisual Grip-Quick Chart 
Clap, 28" Length, Model C-124. 

2 EA $ 9.50 19.00 

Oravisual Grip-Quick Chart 2 EA $ 12.00 24.00 
Clamo, 36" Length, Model C-124, 
(See item 17 for source). 
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ITEM NO. DESCRIPTION & SPECIFICATIONS QUANTITY UNIT UNIT PRICE EXTENSION 

20 Oravisual Carton of Four 
Ruled Vellum Chart Pads,
1-inch Squares, 27x34', 
30 sheets per Pad, Model 
V-315. (See item 17 for 
source). 

4 EA $ 20.00 80.00 

21 Projection Lamp for Kodak 
Carousel Slide Projector, 
Cat. No. 146-5556, ELH, 
300 Watts, 120 Volts. 
(See item 1 for source). 

14 EA $ 7.36 103.04 

22 Honeywell Deluxe Copy Stand 
II Cat. 2-o. 7101. (See 
item 7 for source). 

1 EA $ 65.67 55.67 

23 Graflex TR-III-A Tripod or 
Equivalent, Cat. No. 4535. 

1 EA $ 53.30 53.30 

Singer 
Graflex Division 
3750 Monroe Ave. 
Rochester, New York 14603 

24 Honeywell Omnica Deluxe A 
Case for Pentax, Cat. No. 
5110, Black Top-Grain Leather, 
i0, x 7f x 8.A inc. (See 
item 7 for source). 

2 EA $ 56.85 113.70 
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ITEM NO. DESCRIPTION & SPECIFICATIONS QUANTITY UNIT UNIT PRICE EXTENSION
 

25 Commutator Turning Tool Set 
At-2X-B, Snap-on Tool, or 
Equivalent. 

1 EA $ 58.30 58.30 

Snap-On Tools Corporation 
International Division 
6218-23 Rd Avenue 
Kenosha, Wisconsin 53140 

26 Armature Growler, 117 Volt, 
60 CY AC Snap-On Tool, Model 
%-326, or Equivalent. 
(See item 25 for source). 

1 EA $ 82.50 82.50 

27 Snap-On mT-615C Anal-O-Scope. 
(See item 25 for source). 

1 EA $ 700.00 700.00 

28 Magnasync Mlotor, 60 Cvcle 
110 Volts, Part No. 103144 
for Magnasync x 40-. 

1 EA $ 160.00 160.00 

S.O.S. Photo - Cine - Optics, Inc. 
7051 Santa Monica Blvd. 
Hollywood, California 90038 

29 KRA-455 Roll CAB 43" Wide 
Hih-H x 19 !/E " (Snap-On). 
ite2 25 for source). 

x 36-" 
(See 

1 EA $ 400.00 49.oo 

30 UC-6 Mica Undercutter (Snap-0I,). 
(See item 25 for source). 

1 EA $ 25.00 25.00 
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I-: NO. DESCRIPTION & SPECIFICATIONS QUANTITY UNIT UNIT PRICE EXTENSION 

31 Standard Eauioment for Valve 
Refacer VI'304A (Snap-ON). 

Grit Refacing Wheel VW 60 
Grit Refacing Wheel VW 80 
Diamond Stone Dresser 

(See item 25 for source) 

3 
3 
1 

EA 
EA 
EA 

$ 10.00 
10.00 
80.00 

30.00 
30.00 
80.00 

32 Honeywell Auto Extension Tube 
Set, Cat. No. 7D94, No. 1, 2, 
3. (See item 7 for source). 

1 EA $ 16.17 16.17 

33 Staples fzr Bostitch Stapler, 
Model E7.h&S-EF, Item No. 
51-105. 

Bostitch SCCR 25 9/16 Inch Staples
3/8 Inch Staple 

10 
10 

BOX 
BOX 

$ 4.10 
$ 3.15 

41.00 
31.50 

Bostitch Division 
Textron, Inc. 
Briggs Drive 
East Greenwich, R.I. 02818 

34 Honeywell 80B Filter for Color 
Correction of Kodachrome II
Fil.. with Photofloods, Cat. No. 

1 EA $ 7.59 7.59 

35 
855. (See item 7 for source). 
Trianrgle LiGhting System, Seninr 1 EA $ 54.95 54.95 

Lite Pak. 

Industrial Photogrpohic Products, Inc. 
8618 Fenton Street 
Silver Spring, Maryland 20910 
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IT2.!4 NO. DESCRIPTION & SPECIFICATIONS QUANTITY UNIT UNIT PRICE EXTENSION
 

36 Photoflood Lamps, 1000 Watt, 
28000 Candle Power, 32000 
Kelvin, Mogul Base, for Use 
with Senior Lite Pak. 

6 EA $ 3.85 23.10 

(See ite n 35 for source). 

37 Stapler, Bostitch Special 
Item 1,-o. 51-l04, Foot-Powered, 
Pedestal Type, Flat & Saddle 
Table for Stapling Pamphlets, 
Pads & Eooklets, Capacity 2 
Sheets to 3/8 Inch Thickness, 
Model E61i7FS-FP, Bostitch. 
(See item 33 for source). 

1 EA $ 191.00 191.00 

38 General Binding Corooration 
Plastic Bindings, IP-o 19 Ring 
D-ane ter 

/ inch 
5t'Ilnch 
I incn 

1000 
1000 
1000 

100 
100 
100 

3.66 
6.o 

11.71 

36.60 
60.01 
117.10 

General 3inding Corporation 
r inois 60062 

39.... te Seue.tial Edito/ 1 1 $ 274.00 274.00 

Transvie;er. Translucent 
-.x5 - -n Vie.;in Scieen with 

?,e.-movabe, :.stable, Inter
changeable 1etalChannels, Comi
plete with 'MaEnafinder. (See
iteni 35 for source). 
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ATT_ ACHKENT F 

LIST OF MILESTONES
 

. lestone Task 
Number No. Description Scheduled Date 

! 3 Accounting Reporting Course Implemented 2 March 74 

2 2 Tra'nIn Needs Determined 30 March 74 

33 .aage.er. t ...Se:inar Imoemented 30 March 74 

14.3 Costructi n ..a- One imoiemeted 30 March 74 

5 6 , Master Trafr.in -gcProgram for 1975 Prepared 30 March 74 

6 3 Preventive :aLntenrance Course for Heavy Equipment(DaiyP~e:-Ly ) imlemented 
18 May 74 

7 3 Asphalt Pazc.tng, -'Asphalt Sealing, Premix 1 June 74 
Leve2"i7n Courses I.-olemented 

8 3 FY of Heavy Equiment (!.onthly-Yearly) Course 3 August 74 

I:-plemented 

9 3 Saz.opin Course Implemented 3 August 74 

10 3 Construction Management Seminar Implemented 5 October 74 

11 3 Soils & Aggregates Field Testing; Excavation & 16 November 74 
2ban .ent inspection Courses Implenmented 

12 3 Asphalt Field Testir.g, Asphalt Plant Inspection, 16 November 74 
Asphalt Paving Inspection Courses Implemented 

13 3 Base Course Inspection Course Implemented 4 January 74 
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Milestone Task 
Number No. Description 

14 3 Drainage Maintenance Course Implemented 

15 3 M4aintenance Management Seminar Implemented 

16 3 Contract Plan Reading Course Implemented 

17 2 Training Needs Determined 

18 3 Soils & Aggregates Orientation Implemented 

19 6 VHt ..aster Training Program for 1976 Prepared 

20 3 Bridge Inspection; Portland Cement Concrete 
Testing Courses Implemented 

21 3 laintenance M:ath Course I:m.olemented 

22 3 Gravel & Dirt Road Conditioning Course Implemented 

2.3 3q Construction Math Two Implemented 

24 3 Base Repairing Course I emolemented 

25 3 Pipe installation Course I:mplemented 

26 3 Soils & Aggregates Exploration Course Implemented 

27 1 Training Needs Determined 

Scheduled Date 

15 January 74 

1 February 74
 

15 March 75 

29 March 75 

29 March 75 

29 March 75 

19 April 75 

2 August 75 

2 August 75 

3 October 75 

29 November 75 

13 December 75 

3 January 76 

27 March 76 
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Milest-ne Task 
Number No. Description Scheduled Date 

28 3 Physical Testing - Central Lab; Chemical 27 March 76 
Testing - Central Lab Courses Implemented 

29 6 VHA .aster TrainLng Prog-am for 1977 Prepared 27 March 76 
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ATTACH1,ENT G 

GLOSSARY OF TERMS
 

1. Acceptable Design Controls: These are Design Standards
 
that are somewhat less than the desirable standards adopted by

the Director of Engineering for use on all new construction pro
jects but which have been agreed upon within DGOH as being ac
ceptable for developing a highway improvement program that encom
passes a short, intermediate and long range priority listings
 
of projects and for the design and construction of those projects.

These standards may be subject to revision based upon the develop
ment of a master plan to obtain a highway iinprove!mient program in 
balance with increased revenues. 

2. Annual Work Program: A program which will detail the 
work to be perform;7ed, the specific objectives to be achieved and
 
the resources to be used during a particular year or program
 
period.
 

3. Deficiencies: Term used in Needs Analysis which de
scribes a condition of the roadway or bridge that does niot meet
 
Acceptable Design Controls and should be improved. 

4. Design Standards: Standards for design approved by the 
Director of Engineering and used according to the Functional
 
Classification.
 

5. Function: Work or service expected from an organiza
tional unit. 

6. Functional Highway Classification: Grouping of highways
 
into classes of systems according to the character of service
 
they are expected to provide.
 

7. Goals: A statement or a set of statements that relate
 
the primary results that are expected to be produced, the end
 
toward which an effort is directed.
 

8. Highway Improvement Program: This is a program of 
approved projects involving such projects as major maintenance, 
up-grading, land acquisition and new construction which reflect 
a capi!I.[ investm~ient in the highway system. 

9. Hfighway Revenues: All taxes, fees arid levies collected 
thru the usc oI' the highway system or from services rendered by
the Department of Hi1ghways irregardless of how or where the 
revenues are expended within GVN. 
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10. Highway System: All roads and streets that are assigned
 
to the various functional systems regardless of administrative
 
responsibility. The DGOH Highway System includes those highways
 
for which DGOH has been assigned administrative responsibility.
 
The Province Highway System includes those highway which are the
 
responsibility of each Province.
 

11. Interim Program: A priority program of highway improve
ments which will be itilized by DGOH until such time as more
 
factual and refined data has been collected for use in developing
 
the Priority Program.
 

12. Management Controls: A term used to describe the many
 
devices used by management in assuring itself the goals and ob
jectives of the organization are being achieved.
 

13. Master Plan: A long range plan developed from the col
lection of all pertinent plannitng data and statistical forecasts
 
which indicate socio-economic trends, transportation and land 
use trends and which defines the program needs, costs and related 
benefits.
 

14. Objectives: A desired achievceint toward which an 
effort is directed. So:mething that is essential to the accom
plishlacnt of doal. 

15. Plan: A course, of action resultin- , in a decision. 

16. Priority Prograin: The selection of projects contained 
in the Master Pi_,n on the basis of factual need to carry out the 
goals and objectives of DGOI{ thru a system of scheduling within 
the limits of money and manpower. 

17. ProCpram: A procedure which will implement a plan by 
defining t e woF to be done, the specific goals to be achieved 
and the resources to be used. 

I3. Travel Demands: Demands on the highway system by the 
users to provide--f'or accommodating highway traffic In a safe, 
efficient and econ omicql manner. 

1.9. Vehicle C] assificati.on: The groupitg together of 
vehicles oFimliar characteristics In order to establish struc
tural and geometrical design crIteria, computlni expected high
way user revenues, c o!putitin, highway capacity and determining 
correction facto.rs for machine counts. 
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20. Work Proram Budzet: The process of recommending a 
set of workobjectives foi The various types of projects required 
to achieve the goals of DGOH and to schedule the objectives into 
specific time periods based on revenue forecasts. 
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ATTACHMENT H
 

INTERIM PROGRAM PROCEDURES
 

OBJECTIVE 

The Planning and Research Division of DGOH will prepare 
a priority program of highway improvements which will be the 
basis for resource planning, budgeting and production scheduling 
for all affected Directorate units. 

This program will be prepared on a year to year or interim
 
basis until such time as more factual data has been collected
 
that can be used to reflect a realistic program representative
 
of the true highway improvement needs of the RVN.
 

II GENERAL
 

In the past seveial years many different plans and programs
 
have been developed by various agencies having responsibility
 
for highway improvements in the RVN. With the end of hostili
ties, priorities have changed causing so:me programs to be can
celled while others have been consolidated or combined. 

As a result of these changing conditions, the Planning and 
Research Division of DGOH is faced with the responsibility of 
identifying the priority needs for improving the highway system 
to a standard that is compatible with the growth needs of the
 
nation. 

At the present time this is a most difficult task. Planning 
data generally required to prepare a highway improveiment program 
is not available. Because of the prolonged ariaed conflict such 
elemientary ite:mis as traffic counts and the road and bridge inven
tories have been neglected and no)w are of' little value to the 
planning process. There is also a lack of reliable construction 
and maintenance cost data on file" in the central office which 
can be used for estimating purposes. 

To overcome this lack of data, and :meet a pre-determined 
schedule for an early completion of an Interim Program, the 
Planning and Research Div ision has imp.lermented procedures designed 
to ccllect a minimunM amount of data necessary to 'evelop a 
meaningful program. Whenever possible, existing programs and 
duta will be used to the fullest possible extent. 
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III EXISTING PROGRAMS
 

The Directorate General of Highways of the Republic of 
Vietna'i oublished a Ten Year Highways Improvement Plan - 1965
1975. This plan has been aienlded, the fiost significant revision
of which is the Highways portion of the Four Year (1972-1975) 
Plan of Infrastructure Development. 

DGOH asse:.ibled a plan consisting of four parts which in
cluded all types of' projects rangings from those involving a 
high impact program of emergency repairs to local roads, streets 
and bridges damaged by the war, to projects of a more permanent 
nature invDlving ;.ajor maintenatce of the existing facility
and finally new construction projects. 

In March 1)73, the Ministry of Public Wrks published a 
Post War Plan for Rehabilitation and Development. The highway 
portion of this plan included the four appendices of the DGOH 
plan noted above, and can be considered thc most authoritative 
program for post war reconstruction in the ;spublic of Vietnam. 

One of the objectives in developing the Interim Program is 
to utilize as much existing information as possible. With this 
thought in mind a project analysis form was developed to collect 
certain data for use in preparin; the Interim Progra:.,. 

Instructins have been issued to each District Engineer 
to complete as fully as possible a project analysis form for each 
project included in Appendix C, a designated number of projects
listcd in Appendix D and any project not itcluded in Appendix C 
or D but which in the opinion of the District Engineer shou].d beprogr ,.
considered for inclusioni in the 

It is the desire of the Planning and Research Division to 
obtain a sufficient amount of data from the project analysis
form to determine a rating for each project which in turn can 
be used to prepare the Interim Program. 

IV ECONOM1IC ANALYSIS 

Highways are constructed because they provide benefits to
 
society in general and to individuals in particular.
 

This is a broad statement that must be given proper analysis 
by relating these benefits to the corresponding costs of the 
many projects that are to be considered in long range highway 
plann inHg. 
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V 

The development of meaningful data that can be used to
 
reliably predict the project which provides "the most profitable
 
returns in proportion to the amount expended upon it" involves
 
much time, effort and study. A review of existing data indi
cates much more information must be collected before a reliable
 
economic analysis of hijhway projects proposed for the Republic
 
of Vietnam can be accoitplished.
 

One of the objectives of the Interim Program is to assemble
 
a list of high priority projects within a short period of time.
 
This time factor precludes the development of a data base of
 
sufficient reliability to conduct an economic analysis. There
fore, this process will not be considered in the preparation
 
of the Interim Program.
 

There are however, other procedures that can be used on an
 
interim basis to meet the program objectives. These proce,,'.1Xs
 
are discussed in subsequent sections of this report.
 

It must be stressed that while the economic analysis proce
dure :ill not be considered for the Interim Program, immediate 
steps will be undertaken to develop such necessary data as
 
operating costs for vehicles common to Vietnam and highway main
tenance and construction costs. Such data will be used in the
 
development of a procedure for performing an economic analysis

of the projects considered for the long range plan.
 

PROJECT ANALYSIS SUIVARY 

Upon receiving the project analysis form from the District
 
Engineer, the Planning and Research Engineer will begin an evalu
ation of each project. A sumarization will be prepared which 
considers the factors contained on the analysis form. 

The following is a brief discussion of each item which is 
to be considered in the project by project summary. 

A. 	Route or Project. This is a description of the project
 
for which the analysis is being made.
 

B. 	Province. List the province within which the project
 
is located.
 

C. 	Location. Describe the location of the project with 
respect to a mile pDst. 

H-3
 



D. 	Type of Work. Indicate the type of work proposed by
 
the District Engineer to affect the necessary improve
ment. This recommendation should have the concurrance
 
of the Director of Operations.
 

E. 	ADT. Annual Daily Traffic (Vehicle Units) should be
 
c-cked out with the representative of the Director
 
of Engineering who is responsible for the traffic
 
counting operation.
 

F. 	ADT. Annual Daily Traffic (4 wheel - 2 axle or greater)
 
should be checked out with the representative of the
 
Director of Engineering who is responsible for the 
traffic counting operation.
 

G. 	Design Life. The number of years of life as previously

determined for the various types of construction. For 
example: Reinforced concrete bridges have a design

life of 40 years; bituminous concrete pavements have a 
design life of 20 years, etc.
 

H. 	Total ADT/KM. This represents the product of the ADT 
and num er of days in the year (365). 

I. 	Estimated Cost. The best current estimate of cost
 
available from any source in DGOH or other agency.
 

J. 	DGOH Economic Analysis (Upgrading). The average value 
of the project being considered taken from the Highway 
Inventory Computer print-out. 

K. 	DGOH Economic Analysis (Maintenance). Same as above.
 

L. 	Recommended by. Place an x in the appropriate column. 
If recommended by "other", name agency making recom
mendation. 

M. 	A proved b District Enineer. If project has approval
 
of District Engineer place an x in this column.
 

N. 	Essential to National Defense. Use the appropriate 
symbol H, 1M, S, or 0 that represents the degree of 
essentiality - heavy, medium, slight or none. 

0. 	 Essential to Economic Development. Use the appropriate
symbol H, M, S, or 0. 

P. 	 Recreational Value. Use symbols. 
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Q. 	Maintenance Costs. Use symbols. Check with Mainte
nance Division to verify classification.
 

R. 	Travel Delays. Use symbols to describe degree of
 
delays thatimay be caused by one-way bridges, congestion
 
or other causes.
 

S. 	Service between Saigon and Autonomous Cities. Use
 
symbols to describe amount of travel.
 

T. 	 Service between Province Capitols. Use symbols to
 
describe amount of travel.
 

U. 	 Geometric Alignment Deficiency. Use symbols to de
scribe degree of deficiency based upon design standards.
 
This item concerns vertical and horizontal curvature,
 
design speed, sight distance restrictions, etc.
 

V. 	 Roadway Geometric Deficiency. Use symbols to describe
 
extent to deficiency of roadway and shoulder widths,
 
slopes as compared to design standards.
 

W. 	 Structural Deficiencies. Again using symbols indicate
 
if the deficiency of the base or surface is heavy
 
medium, slight or none.
 

X. 	 Remarks. Use this column to describe in words some of
 
the bad deficiencies or conditions that cannot be
 
adequately described by the symbols.
 

VI PROJECT PLATINGS
 

Upon co:pleting the Project Analysis summary described in 
Section V above, each project will be rated in accordance with
 
data co:ipiled on the analysis forn for each specific project.
 
It is not proposed to apply nuerical values to each of the
 
categories considered. Num-erical ratings have definite disadvan
tages. Instead an analysis will be made of each project in 
which the greatest consideratin is given to the rating given
each project in the categories of greatest importance. 

For example, projects with higher ADT's should rate high, 
especially if there is a great amount of travel delay encoun
tered because of one-way bridges or any other cause. A project 
that involves a narrow roadway without adequate shoulders and 
a roadway surface that is in very bad condition should rate high
 
particularity if the ADT is high or if it is important for the 
movement of comm,,ercial or defense vehicles. 
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After the review, the project analysis reports will be
 
placed in three or four groups. Each group will contain projects

of about the same rating or importance. The projects in the
 
most important group will have the highest priority for improve
ment. The projects in the second group will in the second
 
priority, those in the third group the third priority, etc.
 

Each of these groups will contain a variety of projects.

Some projects will be located on the QL system others will be
 
on the LTL system. It is possible that some secondary or TL
 
system projects may also be included. It must be recognized that
 
each group will consist of several different types of projects.

These could be bridge repair or bridge replacement projects,
 
betterment projects, reconstruction projects, new construction
 
projects or special maintenance projects.
 

VII DEVELOPING THE PROGRAM 

When the projects have been placed into groups as noted 
above, development of the Interim Program can begin. 

To aid in the program preparation a large map showing the
 
QL system should be available for reference. A similar map of
 
the LTL system should also be available. It would be helpful
 
to have available for reference a strip map that indicates the
 
locations on the QL and LTL systems where major maintenance
 
or construction work has been performed in recent years.
 

As a substitute for the road and bridge inventory, it is
 
suggested that the Chief of the Maintenance Division and the
 
Chief of the Planning & Research Division meet together and by
 
using the maps of the QL and LTL systems indicate or determine
 
the following items:
 

1. 	General condition of various segments of each system.

This will be a very general type description such as
 
excellent, good, poor, bad, needs immediate attention,
 
because the Maintenance Division is unable to keep
 
roadway in an acceptable condition, etc. The length
 
of each section should be as long as possible and still
 
describe the situation satisfactorily.
 

2. 	Using the record of maintenance and construction activi
ties, the conditions shown on the map as described 
above can be verified.
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3. Plot the location of the projects proposed in the
 
several priority groups as determined by the project

analysis 
on the maps of the QL and LTL systems.
 

4. 	Verify that the projects proposed by the project

analysis review are located in areas 
which have been
 
determined to be in need of improvement.
 

The above procedures will identify and verify the selection
 
of individual projects that qualify for the Interim Program on
 
the basis of needed improvements to the highway system.
 

One 	of the most difficult tasks of program development is
 
to select those projects which wil. provide the "best mix" of

projects which will provide for the optimum investiment of
 
money and resources. 

The "best mix" method can be used to the best advantage

when c:,rtain objectives have bof-n established by top management.

When these objectives are made known to the programning staff,
 
a combination of projects can be developed that will achieve
 
the pre-determined objectives. 
Some of these objectives can be
 
defined as follows:
 

1. It is desired to replace all bridges destroyed by the
 
war 	 in a five year period ending 1979. 

2. Because of the unbalanced expenditure of construction
 
funds between the primary and secondary systems in

the past several years, an objective of the MPW is to 
prepare a program that will bring the expenditure of
funds for projects on the Secondary System in a more 
realistic ratio with those of the Primary System. 

3. 	In accordance with the MPW objective stated above,
and until such time as the needs of the Primary, 
Secondary and Rural highway systems 
can 	be more accu
rately determined, it will be the objective of DGOH
 
to expcnd least of the annualat 20, construction 
budget on the Secondary SysteK. 

4. 	The construction funds budgeted for the Primary Systemwill be divided on a basis of 60, for the QL and 40" 
for the LTL syste. 
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5. A construction betterment program will be initiated
 
that will utilize at least 50% of the authorized
 
constructio~l funds each year. Construction betterment
 
is most generally defined as improvements to the
 
existing facility that improve the value 
or life of
 
the facility. These improvements are usually limited
 
to the existing facility and are not so extensive as
 
to be classified as reconstruction or construction.
 
(See letter of 20/6/73 from Mr. L. M. Chittim to Mr.
 
Phan Dinh Tang which transmitted Mr. Chittim's recom
mendations concerning maintenance programs). An
 
example of a project of this type is the project now
 
under construction on QL-4 between Saigon and My Tho.
 

6. Up to 251o of the annual construction program will be
 
expended on reconstruction projects. A reconstruction
 
project is defined by Mr. Chittim as one involving

realignment or the use of standards well above those
 
of the existing highwlay, whereby the type of highway
 
or it's geometric and structural features are signifi
cantly changed. An example of such a project is the
 
one proposed for LTL 50 between Saigon and the My Loi
 
Ferry.
 

7. Until further notice, the main construction effort
 
of DGOH will be to improve the existing systems without 
consideration being given to the construction of multi
lane roadways unless directed to do so by the Director
 
General.
 

Using the above stated objectives as guidelines, the
Director of Planning will prepare a priority listing from the 
first group of projects as described in section VI. If the
 
estimated cost of the projects in 
the first group does not 
equal the funds available for programiiing during the program
period, the same process of evaluation will be used to analyze
the projects in the second group, etc. 

VIII DOCUMENTATION
 

Justification for each project selected for the Interim
 
Program will be furnished on a form provided for this purpose.

One form will be used for each project listed in the program.
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The form will summarize the data that has been considered
 
in analyzing each project and which will serve as documentation
 
for the ranking given each project in the program.
 

iX CONCLUSION
 

During the development of the Interim Program the Director
 
of Planning and Research will confer as needed with other
 
officials in DGOH to resolve any questions or problems that
 
might arise.
 

When the Interim Program has been assembled it will be
 
reviewed by the Director General of Highways and any other offi
cial of DGOH or MPW as desired by the Director General. All
 
alterations, corrections or additions that may result from
 
these reviews will be made by the Director of Planning and Re
search.
 

The Interim Program will then be presented to the Director
 
General for approval. Publication and distribution of the
 
approved Interirmi Program will be made in accordance with in
structions issued by the Director General of Highways.
 

This program will then serve as the basis for planning 
and developing those activities associated with the highway con
struction program in the Republic of Vietnam. 
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PROJECT ANALYSIS
 

INTERIM PROGRAM 

1. 	 SYSTEM4: 

2. 	DISTRICT:
 

3. 	 PROVINCE: 

4. 	LOCATION:
 

5. 	 LENGTH (KM): 

6. 	TYPE OF PROJECT (Check one): New Construction
 
Upgrading

Major maintenance 

7. 	IS PROJECT IN AN APPROVED PROGRAM?
 

Yes: DGOH USAID Other
 
No 	 : 

8. 	 HAS PROJECT BEEN RECOMMENDED BY DISTRICT ENGINEER? 

Yes No 

9. 	 ADT
 

10. 	ECONOMIC ANALYSIS RATING:
 

11. 	BENEFIT/COST RATIO:
 

12. 	CONTRIBUTION TO NATION DEFENSE:
 

High _ Moderate 	 Low
 

13. 	FMNCTIONAL USAGE:
 

Multi use
 
Commercial 
Recreation
 
Military
 
Local
 

14. 	TYPE OF VEHICLES:
 

All types
 
Mostly cars & taxis
 
Mostly trucks
 
Light vehicles
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15. STRUCTURAL EVALUATION (Describe):
 

16. GEOMETRIC EVALUATION (Describe):
 

17. ESTIMATED COST OF PROJECT:
 

18. PROJECT RANKING:
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PROJECT ANALYSIS SUMMARY 

PROJECT PROVINCE LOCATION TYPE OF PROJECT ADT DESIGN GROWTH 
ROUTE WORK LENGHT LIFE FACTOR 



ATTACHMENT J
 

FINANCIAL AND ACCOUNTING REGULATIONS OF THE 

VIETNAM HIGHWAY ADMINISTRATION 

The Financial and Accounting Regulations of Vietnam High
way Administration after due consideration and approval of the
 
Administration Council are prescribed as follows:
 

CHAPTER I
 

GENERAL INFORMATION
 

Article 1. The Director General has overall responsibility for
 
the accounting, auditing, and budgetary procedures of the Viet
nam Highway Admninistratioi. 

Article 2. The Director General of VHFA will appoint a graduate 
qualified accountant, or ar, experienced cost accountant to 
serve as Chief of Accotuiting and Finance Division of the Vietnam 
Highway AdministrsLion. 

Article 3. The Chief of Accounting and Finance Division has 
general charge of the auditing, accounting and cost accounting 
activities of the agency.
 

Article 4. The Chief of Accounting and Finance Division (Deputy
 
Disbursing Officer) is resLponsible for cor:iplian:ce with all regu
lations governing the obligation and disbursement of public 
funds in accordance with procedures prescribed for autonomous 
agencies.
 

Article 5. _'i, C'ii, ;' af Accounting arid Finance Division is 
responsible fo. ,agenent the affairs Hedic of fiscal of' VHA. 
is responsible for the policies and pr"ocedures within the 
Finance & Accounting Division. lie prescribes and directs the 
installations of necessary and appropriate accounting systems, 
including coimercial fiscal accountirjd, cost accounting, budgetary 
accounting, and disbursenent accountiig, lie directs an d reviews 
the preparetion of fiscal reports reflectiig the entire fiscal 
operations of VIJA. 

Article 6. The Chief' of Accountiig is responstie for the develop
ment of a Financial and Accountl.nr; MIanual of Procedures. The 
manual will include a section for u Chart of Accouts. The Manu
al of Procedures will nt be restrictive in nature. It will be 
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the responsibility of the Chief of Accounting to amend the
 
Procedures and Chart of Accounts to meet new technical changes
 
in the financial and accounting field as they develop. He has
 
the authority to recommend new procedures and delete old proce
dures when the change is to the best interest of VHA, providing
 
there is no conflict with Decree Laws. All changes, additions,
 
and deletions must have the approval of the Administration
 
Council.
 

Article 7. On or before the 31st day of March each year, the
 
Chief o-Accounting and Finance Division shall cause to be pre
pared the Financial Statements (Budget Status Report, Balance
 
Sheet, and Statement of Revenues and Expenditures) as of the
 
last day of fiscal year (31 December). Copies will be submitted
 
to the Administration Council, the Ministry of Public Works,
 
the Directorate General of Budget and Foreign Aid, and the
 
Ministry of Finance.
 

CHAPTER II
 

DISBURSING
 

Article 8. The Director General is the Chief Disbursing Officer 
of VHA.
 

Article 8.1. The Director General may appoint the Deputy
 
Director General or the Assistant Director General for Adminis
tration to perform the duties of the Chief Disbursing Officer
 
during his absence. 

Article . The Chief of Accounting and Finance is the Deputy
 
Disbursing Officer.
 

Article ),l. The Director General may appoint the Supervisor of
 
the Disbursing Unit of the Accountig Division to perform the 
duties of the Deputy Disbursing Officer during his absence. 

Article 1I). The Direct.or Geiera] iiay appo:int the Chief of' Dis
trict to perfor:,t the J.lit les 0f' the Chief [)Lsburintg Officer 
in the District. 

Article l).1. The Drect or (j(tern] 'n!,y appolint the District 
th-ief of administration to- rf'riri the duties :)f the Deputy Dis
bursins Officer in the .,Itir ct. 

Article 11. The Deputy DishursI Offlcer or his designated 
atfsFsta[t-wi.1 r i alll pay orders, checks, etc. prepared to pay 
the employees atid th3 _JLier acc- unt of VIA. 
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Article 11.1. All pay orders, checks, etc. prepared for the
 
paym.'nts of VHA obligations will be countersigned by the Chief
 
Disbursing Officer or designated assistant.
 

Article 12. Salaries, wages, bonuses, allowances, etc.. payable
 
to personnel employees, will be paid in accordance with salary
 
schedule developed for V{A.
 

Article 13. Expenditures for purchase of materials, service
 
invoices, etc. in amounts not to exceed V\N$50,000 may be paid 
in cash. All amount in excess of VN$50,00 for above items 
must be paid by checks/orders of transfers to accounts of sup
pliers, except in special cases when suppliers do not accept
 
checks and no other suppliers are available. This fact must 
be certified by the Liquidator in charge with request to the
 
Accounting Division for payment in cash.
 

Article 14. The Director General of V1HA must approve all dis
posal orders for assets, land anid buildings, used equipment 
and scrap aterials. 

Article 14.1. All information concerning sales of assets, com
modities services, etc. will be forwarded to the Accounting 
Division for the preparation of sales invoices and collection
 
of the amounts due VHA. 

CHAPTER III 

BUDGETING 

Article 15. The Director Genera]l shall cause to be prepared
 
an annual budget for each f'iscal] year beginning January 1, and 
ending Decer,,ber 3]-, and shall. be attached as a separate item 
to the 1PW budget. 

Article l.b. The Chi f of Acc unitl,-;, Is respon s ble for the 
co:.ipilatiori of the budt-et. Ile wi] I procure the necessary inl
formation frD:i all of tc operatirqnL Div i-Ions arld Districts of 
VIIA to carry out the fiscal activiti:,; of V1i. 

CI 1A IT HP, I-V! 

Article 17. The Vietnam A,,'itinstration incurs obli)iVhy 
Cations and expends funds for spcific purposes In accordance 
with the annual budget all ezit ions. The fol.lowing prcedures 
will govern the control of the budg:et. 

j-K
 



Article 18. To incur obligations and expend funds for opera
tions, the Director General may delegate authority to the
 
operating managers as he sees fit.
 

Article 18.1. The Director General shall recoimmend to the Ad
ministration Council the transfer of funds from one allotment
 
to another, when in his opinion the transfer will result in
 
more efficiency in the operation of the Department. The Ad
ministration Council shall have the authority to approve or
 
disapprove the recommendation.
 

Article 19. All revenues will be used for payment of all ex
penses without discrimination.
 

However, certaini receipts may be set aside for payment of
 
special obligations, by decision of the Administration Council.
 
In this case, related receipts and expenditures will be re
flected in the budget and by special accounts in the Accounting
 
Ledgers.
 

Article 20. Allocations for specific projects, or items of
 
expenditures which are in process but not completed at the end
 
of the budget year, will be carried forward to the sulbsequent
 
budget year until the completion of the approved program.
 

Expenditures for these specific projects may be settled at
 
the beginning of he subsequent fiscal year without waiting
 
for the new budget.
 

Article 21. Construction of Roads, Bridges, Ferries, etc. 
Constrution Activities performed by VHA personnel will be ac
counted for through the regular accountinig procedures of VHA. 

Construction activities perforned by contract will be
 
governed by the contract specifications and regulations of the 
Contract Adinistration Division of VHA. 
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I 

CHART OF ACCOUNTS
 

INTRODUCTION
 

The Chart of Accounts has been designed to meet the require
ments of statutory regulations and the organizational, adminis
trative and operational activities of the Vietnam Highway Ad
ministration.
 

The Chart emibraces all funds of the Administration. The
 
information is classified into four main sections, namely,
 
Balance Sheet Accounts, Revenue Accounts, Highway Investments
 
and Fixed Assets and Expenditure Accounts.
 

The expenditure accounts cover all of the functional activi
ties of the administration, construction and maintenance sec
tions of the Department and is the basis of the Cost Accounting

System. There must be a proper accounting for every object of 
expenditure by functional activity. In order to assist the
 
Departmcent's personnel in properly interpreting and classifying 
cost distribution codes, the sub-accounts in the expenditure 
classification are treated as a separate chapter in the manual. 
Detailed explanations are given directly under a majority of 
the sub-accounts. 

The budgetary accounts have been integrated with the pro
prietary accounts. Direct coordination of both accounts, in
 
one record instead of two, substantially eliminates duplicate
 
recording and reporting which otherwise would be necessar. 

The following suimmary reflects the balance sheet accounts 
classified according to their proprietary and budgetary nature:
 

BALANCE SHEET ACCOUNTS
 

Account 	 Proprietary Budgetary
 

1000 	Assets:
 
Cash 	 x
 
Investments 	 x
 
Receivables 	 x
 
Inventories 	 x
 
Other 	Assets x
 

2000 	Other Debits:
 
Estirmated Receipts 
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I BALANCE SHEET ACCOUNTS (CONTINUED)
 

Account 	 Proprietary 


3000 	Liabilities:
 
Vouchers payable x
 
Due to Other Funds x
 
Contracts Payable-

Retained Percentage x
 
Deposits of Others x
 
Amounts Withheld for
 
Taxing Authorities &
 
Others x
 
Other Liabilities x
 

4000 	 Appropriations and Reserves: 
Unallotted Appropriations 
Allotments 
Expenditures (Debit) x 
Encumbrances (Debit) 
Reserve for Encumbrances 
Other Charges x 

5000 	Surplus:
 
Unappropriated Surplus x 


6000 	Revenue, Reimbursement and
 
Other Credits (Balance Sheet 
Control): 
Revenue, Reimbursements and 
Other Credits (Current
 
Period) x
 

Budgetary
 

x
 
x 

x 
x 

x
 

The budgetary accounts reflect the estimated receipts, the
 
appropriation allotments and encumbrances, wiile the proprietary
 
accounts may be said to represent the actual assets and liabili
ties and actual amounts received and expended. The unappro
priated surplus shows both a proprietary and budgetary desig
nation since that part of the balance at the beginning of the
 
fiscal year or bienniel period is the result of actual trans
actions.
 

A brief summary of the principal classification of accounts
 
(excluding subsidiary accounts) forming the other sections of
 
the Chart may serve to give a general synopsis.
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II 	 6000 REVENUE, MIMBURSEM NTS AND OTHER CREDITS 
(INCOME SECTION) 

National Budget Appropriations
 
Revenue (Taxes, etc,)
 
Other Participations
 
Other Credits
 

These accounts represent the actual amounts received or
 
receivable, the aggregate of which equals the amount of the
 
6000 Account appearing in the balance sheet referred to above.
 

III 	 7003 HIGHWAY INVESTMENT AND FIXED ASSETS 

Highway Investment
 

Roads & Bridges
 

Note: 	 An account has also been provided for allowance
 
for periodic cost or valuation adjustments.
 

Fixed Assets
 

Land
 
Buildings and nonhighway improvements
 
Equipment
 

Note: 	 Accounts have also been provided for allowances
 
for depreciation for buildings and improvements
 
and for equipment. 

IV 	 4130 EXPENDITURE ACCOUNTS 

Functional Classification
 

Construction:
 

Pre-Construction Engineering
 
Right- of-Way
 
Construction Engineering

Construction In Progress 

Maintenance:
 

Physical or General
 
Traffic Services
 
Unusual or Disaster
 
Force Account-Major Maintenance
 
General Functions 
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Service Centers and Clearing Accounts:
 

Administration:
 

Object or Item of Expenditure
 

Personal Services
 
CDntractual Services
 
Materials & Supplies
 
Other General Expenses
 
Capital Outlay
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APPENDIX I
 

CHART OF ACCOUNTS
 

For
 
Future
 

Account No. Current Assets: Use
 

1100 	 Cash:
 

lll 


1112 


1115 


1117 


1152 


1153 


1154 


1300 	 Accounts 

1311 


1316 


1320 


1350 


1360 


Cash in Banks
 

Cash with National Treasury
 

Imprest Petty Cash x
 

Cash in Transit x
 

International Bank for Recon

struction and Development x
 

USAID x
 

Guarantee Deposits x
 

Receivable: 

Central Government x
 

Other Governments x
 

Individuals, Firms & Corporations x
 

Deposits with Governments x
 

Deposits with others x
 

1500 Inventories:
 

1510 Road Materials & Supplies
 

1530 Equipment Parts & Supplies
 

1550 Petrol Oil & Lubricants
 

1560 Office Stationary & Supplies
 

1570 Professional & Scientific Supplies
 



For 
Future 

Account No. Description Use 

1700 Other Assets: 

1710 Prepaid Expenses 

2000 Estimated Receipts: 

2011 National Budget Appropriations 

2012 Aid From Friendly Countries 

2013 Proceeds from Loans 

C014 Appropriations for Aid to Provinces 

2015 Appropriations from Taxes 

2016 Income from Operations 

Note: AtDove Accounts are budgetary 

accounts - Actual Receipts are 

recorded in the 6000 series of 

accounts. 

3000 Liabilities: 

3110 Payrolls payable 

3111 Withholds - ErLployee payrolls 

3120 Vendors payable 

3130 Contractors Payable 

3131 Contractorn lPayablc - Retainage 

313 Contractrn Payable - Other Withholds 

314O Loans arw Notes Payable 
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For 
Future
 

Account No. Description Use
 

3170 Guarantee Deposits by Others
 

3190 Other Liabilities
 

4100 	 Unallotted Appropriations: 

4111 National Budget Appropriations x 

4112 Aid from Friendly Countries x 

4113 Proceeds from Loans x 

4114 Appropriations for Aid to Provinces x 

4115 Income from Operations x 

4130 	 Allotments:
 

4131 Engineering x
 

4133 Construction x 

4134 Maintenance x 

4137 Service Centers 	 x
 

4138 Administration 	 x 

4140 	 Expenditures: 

4141 Engineering x 

41);3 Con truct ion 

4144 Maintenwnce 

4147 Service Ceitoro x 

4148 Administration 
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Account No. 

4150 

Description 

Encumbrances: 

4151 Engineering 

4153 Construction 

4154 Maintenance 

4157 Service Centers 

4158 Administration 

For 
Future 
Use 

X 

X 

x 

X 

x 

4160 Reserve for Encumbrances: 

The contingent liability for unliquidated 

encumbrances. This account offsets 

account #4150. 

5000 "S~rplus: 

5110 Unappropriated Surplus 

This account represents the balance 

of the current fund, which is the 

excess of assets and other debits 

over liabilities, appropriations 

and reserves. 

6000 Revenues and Other Credits: 

6010 National Budget Appropriations 

602, Aid from Friendly Countries 

6030 Proceeds from Loans 
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7000 

For 
Future 

Account No. Description Use 

6o4o Appropriations for Aid to 

Provinces 

6050 Income from Taxes 

61oo Income from Operations: 

61o Tolls on Roads, Bridges & 

Ferries 

6102 Overload permits & traffic
 

fees
 

6103 Sale of Plans & Specifi

cations 

6104 Sale of used equipment 

6105 Sale of Land & Buildings 

61o6 Sale of Scrap Materials 

6107 Reimbursements for Services 

to Others
 

6108 Other Reimbursements
 

Investments & Capital Expenditures:
 

7110 QL Highways
 

7120 LTL Highways
 

7199 Contra Account for Accounts 7100-7198
 

7200 Bridges
 

7299 Contra Account for Accounts 7200-7298
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For 
Future 

Account No. Description Use 

7600 Fixed Assets: 

7610 Land 

7620 Buildings 

7699 Reserve for Depreciation Buildings 

7700 Equipment: 

7710 Automotive, Road & Marine 

7720 Office Furniture & Equipment 

7730 Laboratory & Testing Equipment 

7740 Engineering Equipment 

7750 Repair Shop Equipment 

7760 Miscellaneous Equipment 

7799 Reserve for Depreciation Equipment 

7800 Equipment Acquired Prior to July 15, 1973: 

7810 Automotive, Road & Marine 

7820 Office Furniture & Equipment 

7830 Laboratory & Testing Equipment 

7840 Engineering Equipment 

7850 Repair Shop Equipment 

7860 Miscellaneous Equipment 

7899 Reserve for Depreciation Old Equipment 

J-l4
 


