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This proposed procedures manual for budgetary accounting 

was prepared at the request and for the use of the Direction 

General of Budget and Foreign Aid by ~1r. John Q. Adamson, 

Accounting Consultant on the staff of the Michigan State Uni­

versity Vietnam Advisory Group. In the preparation of this 

material Mr. Adamson spent three months in the Obligation Control 

Service of the Vietnamese Governme'nt, working in close cooperation 

with staff members of that agency. His research was performed 

under the general supervision of 1·1r. Marvin H. Murphy, Budget 

Specialist of t,he Michigan State University staff. 

It was originally planned to issue this report in the form 

of a loose-leaf procedures manual. Subsequently, however, i~ 

was decided that the material would have greater utility if it 

were bound. It is hoped that this book will become a reference 

guide, to be used by the Vietnamese Government in modifying and 

modernizing budgetary accounting procedures. 

Those who are interested in existing 1957 Vietnamese 

Government budgetary accounting procedures should find the 

comparative flow chart and narrative description of present 

procedures (Exhibit I) useful. 

Wesley R. Fishel 
Chief Advisor 
December, 1957 

This proposed procedures manual for budgetary accounting 

was prepared at the request and for the use of the Direction 

General of Budget and Foreign Aid by ~1r. John Q. Adamson, 

Accounting Consultant on the staff of the Michigan State Uni­

versity Vietnam Advisory Group. In the preparation of this 

material Mr. Adamson spent three months in the Obligation Control 

Service of the Vietnamese Governme'nt, working in close cooperation 

with staff members of that agency. His research was performed 

under the general supervision of 1·1r. Marvin H. Murphy, Budget 

Specialist of t,he Michigan State University staff. 

It was originally planned to issue this report in the form 

of a loose-leaf procedures manual. Subsequently, however, i~ 

was decided that the material would have greater utility if it 

were bound. It is hoped that this book will become a reference 

guide, to be used by the Vietnamese Government in modifying and 

modernizing budgetary accounting procedures. 

Those who are interested in existing 1957 Vietnamese 

Government budgetary accounting procedures should find the 

comparative flow chart and narrative description of present 

procedures (Exhibit I) useful. 

Wesley R. Fishel 
Chief Advisor 
December, 1957 



. , ,Y 
<'.- "---

I. BUDG~TARY ACCOUNTING 

A. Introduction 

B. Budgetary Control Register 
1. Central Accounting Direction 
Z. Department 

C. Budget Document 
1. Central Accounting Direction 
Z. Department 

D. Allotment Schedule 
1. Budget Direction 
Z. Central Accounting Direction 
3. Department 

E. Purchase Order (Purchase Requisition) 
1. Central Accounting Direction . 
Z. Department 

F. Invoice -Voucher 
1. Central Accounting Direction 
Z. Department 
3. Special Vouchers 

G. Receiving Report 
1. Central Accounting Direction 
Z. Department 

H. Disbursements 
1, Treasury and Central Accounting Direction 
Z. Alternative Procedures 

. 3. vlarrants vs Cheques 

I. Signature Authorization 

J. Budget Reports 

K. Overcoming Delay 

-'<' .'" . , ,Y 
<'.- "---

I. BUDG~TARY ACCOUNTING 

A. Introduction 

B. Budgetary Control Register 
1. Central Accounting Direction 
Z. Department 

C. Budget Document 
1. Central Accounting Direction 
Z. Department 

D. Allotment Schedule 
1. Budget Direction 
Z. Central Accounting Direction 
3. Department 

E. Purchase Order (Purchase Requisition) 
1. Central Accounting Direction . 
Z. Department 

F. Invoice -Voucher 
1. Central Accounting Direction 
Z. Department 
3. Special Vouchers 

G. Receiving Report 
1. Central Accounting Direction 
Z. Department 

H. Disbursements 
1, Treasury and Central Accounting Direction 
Z. Alternative Procedures 

. 3. vlarrants vs Cheques 

I. Signature Authorization 

J. Budget Reports 

K. Overcoming Delay 

-'<' .'" 



LIST OF EXHIBITS 

Exhibit Form No. 

I. Comparative Flow Chart 

II. 

III. 

IV. 

V. 

VI. 

VII. 

VIII. 

IX. 

X. 

II 

XII. 

XIII. 

XIV. 

xv. 
XVI. 

XVII. 

A-I 

A-2 

A-3 

A-4 

A-5 

A-6 

A-7 

A-a 
A-9 

A-IO 

A-ll 

A-12 

A-13 

A-14 

Budgetary Control Register 

Budgetary Control, State of Michigan 

Appropriation and Expenditure Ledger 
(Mikesell) 

Purchase Requisition 

Purchase Order 

Invoica-Voucher 

Receiving Report 

Imprest Cash Voucher 

Imprest Cash Receipt 

Employee Expense Voucher 

Quotation (Not An Order) 

Invitation, Bid, and Acceptance 

Advice of Change in Purchase Order 

Pay Roll Voucher 

Quarterly Requisition for Blank Forms 

Pay Roll 

i" 

, 

LIST OF EXHIBITS 

Exhibit Form No. 

I. Comparative Flow Chart 

II. 

III. 

IV. 

V. 

VI. 

VII. 

VIII. 

IX. 

X. 

II 

XII. 

XIII. 

XIV. 

xv. 
XVI. 

XVII. 

A-I 

A-2 

A-3 

A-4 

A-5 

A-6 

A-7 

A-a 
A-9 

A-IO 

A-ll 

A-12 

A-13 

A-14 

Budgetary Control Register 

Budgetary Control, State of Michigan 

Appropriation and Expenditure Ledger 
(Mikesell) 

Purchase Requisition 

Purchase Order 

Invoica-Voucher 

Receiving Report 

Imprest Cash Voucher 

Imprest Cash Receipt 

Employee Expense Voucher 

Quotation (Not An Order) 

Invitation, Bid, and Acceptance 

Advice of Change in Purchase Order 

Pay Roll Voucher 

Quarterly Requisition for Blank Forms 

Pay Roll 

i" 

, 



A-l 

A. INTRODUCTION 

Since this writing is intended as a description of pro­

cedures for budgetary control acco~ting, its form will be 

that of a loose-leaf procedures manual rath~r than of a report. 

A procedures manual, to be practical and effective, must not 

be merely a description of current practice as it exists,but 

rather it should assume leadership and point out the way to be 

followed for more efficient and economical operations. Super­

vision at various levels should constantly strive to direct actual" 

practice so that it will conform with procedures as set forth in·· 

the procedures manual. If circumstances exist at the outset or 

at any time which" prevent conformity with the procedures as out-
, 

"lined in the manual', then those in authority should work towards 

correct.ing the circumstances if, after careful examination and 

reView, the procedures are found to be sound and proper, 

Likewise a procedures manual, to be practical and effective,.'· 

should be subject to revision from time to time as new ideas 

. develop and better ways·of performance present themselves. All 

personnel concerned should be encouraged to present their ideas 

and inventions as such thoughts occur to them for improvement 

of ~~y and all procedures. Such suggestions should be made to . 
the Organization and Methods Group, which after careful ·analysis 

of their practical application, should prepare a write-up thereof 

and present it for the Director's approval before incorporating 

it into the procedures manual. At the time of incorporation it 
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is important that all personnel be informed and instructed. 

The best way to do this is by making the revised or supplemen­

tary procedures manual sheets promptly available to them. When 

necessary, the written instructions should be supplemented with 

personal instruction as well. 

The first writing of the procedures manual is n~turally on 

a tentative basis. Doubtless some unnecessary detail is included 

while, on the other hand, certain matters deemed essential by 

some are inadvertently omitted. Consequently, frequent revision 

and supplementation is anticipated and expected in the early stages -

of its formation. 

One 6f the problems already encountered is that of tenninology~"' 

For example, how should major sections of government be referred 

to in general? As a matter of expediency the term 'department 

has been used, not as a specific but simply descriptive. The 

same can be said in adoption of the term central accounting 

direction to describe a unit of government that perhaps does not 

now exist in the Viet-Nam Republic. As established in the VUlt-Nam. ~0 

Republic, this direction would operate as a unit in the Direction 

General of the BUdget and Foreign Aid, surplanting the present 

direction of control of 'liSpsnses engag9ill!lr and expanding its functions. 

Likewise, the ordonnateur is assumed to be the department head 

or his delegated representative. The lig~tor is assumed to be 

the departmental accountant or chief accountant. 
.' 

Thus it is pointed: . 

out that terms are intended in a descriptive sense and not as 

specifics, Converting terms to specifics will doubtless be some 
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of the e~rly revisions called for in this procedures manual. 

Although tile procedures herein outlined advocate the use of 

a central accounting direction (service) for the final clearance 

and ultimate control of all expenditures, for the assembling and 

recording of all governmontal financial activity in one central 

location, for one overall supervising and directing authority for 

all accounting procedures in the interest of adequacy, uniformity, 

and standardization, and finally for the maintenance of a 'strong 

or6anization to serve as, a check and balance against the treasury!s 

handling of funds in and out, nevertheless it is recognized that 

a central accountine; direction, ;,It least to the extent advocated 

herein, is not mandatory. It is possible to adopt an alternative 

system which would minimize the functions of the central account-',l 
~~, 

ing direction and leave the conttol of expenditures in accordance 

wi~h allotments and appropriations entirely under the unqualified 

jurisdiction of the individual departments. The strong argument 

for t"le alternative system is that it eliminates a certain amount 

of duplication and facilitates paY:llents in the hinterlands. It 

should be reoognized that certain conditions must exist in order 

to insure an adequate and satisfe>ctory decentralized accounting 

system. When a department has unqualified jurisdiction over expen~ 

ditures, it becomes almost imperative ,to rely on an independent 

post-aUdit agency to achieve fiscal control and to insure that 

expenditures have been made in accord with the budget authorization. 

This system also requires an effective delegation, and acceptance, 
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of financial responsibility at the department level, and a satisfac­

.tory level of accounting skills within the departments to insure 

uniformity in procedures and reporting. If, at any time, this 

alternative system is adopted, this manual can be readily revised 

to conform to this alternative. 

It is the responsibility of the budget direction to see 

through to conclusion the adoption of a complete and workable annual 

expenditure appropriation as set forth in the budget document. 

Consequently, it is at that point where budgetary accounting begins. 

11-1-57 
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{ B. BUDGETARY CONTROL REGISTER , 

The budgetary control register is maintained in both the 

central accounting direction and each department or ministry 

concerned. This should be a loose-leaf book for flexibility, 

the same speet form being used in the departments as is used 

in the central accounting direction, which results 1n printing, 

economy and the advantage of standardization. In Doth places 

a separate sheet is headed up for each account by code number 

and name or description according to the budget account classi­

fication. In other words, the identity of the obligation,ex­

penditure, etc., will be no'longer by budget chapter and title 

but by the new budget account classification. 

The particular layout of the form can vary as long as 

certain essential data is arranged for in convenient sequence. 

An example of the form is illustrated in all good, recent text­

books on governmental accounting1/. 

Following this pattern is the State of Michigan "Budgetary 

Control" Form A-54 which provides a satisfactory arrangement£!. 

Columns 6, 7, g, and 9 could be eliminated. However they might 

be left for: 

a. Separate control of Caisse de Regie expenditures, or 

b. When the Vieb-Nam Republic installs a central purchasing 

office. 

1/ See Mikesell, "Governmental Accounting", P. 136 (Homeward. 
Illinois, Richard D.lrwin, Inc., 1956). Also see Exhibit IV. 

Y See Exhibit III and accompanying explanatory text in this manual. "~ 
'I' 
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1. Central Accounting Direction 

The central accounting direction need carry only as much 

detail in the budgetary control register as is contained in the 

official budget document itself. This arrangement contemplat"~ 

that tne breakdown in the budget document would go no lower 

than the four or five major groups of objects of expenditure. 

More detail would unnecessarily burden the process of high level 

review and approval. The bcoader presentation would allow 

emphasis on the program concept of budget accomplishment.: 

It is anticipated that the various units of the Government 

will prepare th~ir budget requests, which are submitted to the 

budget direction, by object code, but such fine detail should be" 

omitted from the budget document presented to the National 

Assembly. 

If this is done, thent~e central accounting direction would 

" set up its budgetary control register sheets, likewi8e~ by the 

four or five major groups of objects of expenditure for each 

unit of the Government. 

To illustrate, an example of the budget document accounts 

might be as follows: 

SOCIAL DEVELOPMENT 
Education 

Department at the Presidency 

National Institute of Administration 

Academic Instruction 

11-1-57 

(function) 
(sub-function) 

(department) 

(budget admin- " . 
istrative unit) 

(program) 
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(a) Civilian employee compensation 

(b) Contractual services, Supplies and 
Materials 

(c) Current Transfers 
Scholarships and Educational Allowances 

Total Current Operating Expenditures 

(d) E,:,uipment 

Total Capital Expenditures 

Grand Total for Program 

),578,000$VN 

2,029,000 

500,000 

6,107,000 

550,000 

550,000 

6,657,000$VN 

Items deSignated a, b, c, and d would be recorded as accounts 

in the budgetary control register of the central accounting 

direction. 

(a) Civilian employee compensation 

(b) Contractual services, Supplies and 
Materials 

(c) Current Transfers 
Scholarships and Educational Allowances 

Total Current Operating Expenditures 

(d) E,:,uipment 

Total Capital Expenditures 

Grand Total for Program 

),578,000$VN 

2,029,000 

500,000 

6,107,000 

550,000 

550,000 

6,657,000$VN 

Items deSignated a, b, c, and d would be recorded as accounts 

in the budgetary control register of the central accounting 

direction. 



B-1. 

2 • Department· 

Each department would set up a budgetary control sheet for 

each object code. Summary sheets would also be set u,P according 

to ma,jor groups of objects of expenditure in order that an imme­

diate comparison can be made between the departmental budgetary 

control register and the central accounting budgetary control 

register. The idea is that the department is given the respons­

ibility of control of its own detail. The department needs the 

detail for management control of its operations. This is as it , 
should be. The central accounting direction is concerned only 

with seeing that expenditures are in conformity with the appropri­

ations set forth in the budget document. 

An alternative procedure would have each department set up 

budgetary control sheets only for major groups of objects codes, , 

that is, for the fo"ilowing as they apply: 

CURRENT OPERATING EXPENDITv~ES 

1. Civilian Employee Compensations 
(or Pay and Allowances of the Armed Forces) 

2. Contractual Services. Supplies and Y~terials 
3. Payments of Interest 
4. Reimbursement 
5. Current Transfers 

CAPITAL EXPENDITURES 

6. Machinery and Equipment 
7. New Construction and Improvements 
8. Purchase of Lands and Other Existing Assets 
9. Capital Transfers 

The central accounting direction would then have the 

responsibility for recording expenditures by detailed object code. 
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B-5, 

The detail by object codes could be punched on cards, sorted 

into object codes by department, and tabulated on accounting 

machines to furnish statistical statements to each department 

of its expenditures by object codes. 
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C-l 

C. BUDG~T DOCUMENT 

The budget document, as finally approved, or the legislative 

bill which enacts the appropriations in detail, becomes the 

authority for posting, or entry of, the amount of the specific 

appropriation for the particular fiscal year in the budgetary 

control register. It should be the duty of the budget direction 

to notify each department of the amount of its appropriation by 

written notice. This can be by form letter with the particular 

section of the budget document, or legislative bill, attached. The 

present form of the budget document should be, and is being, revised 

according to the new account classifications. 

1. Oentral Accounting Direction 

The central accounting direction promptly posts or enters 

the appropriated amount for each department according to the 

account headings on the sheets, or pages, in the budgetary control 

register. The figure is entered for each account in the special 

• column provided for "Appropriation!! (budget credit). 

2. Department 

Likewise each department promptly posts, or enters, the 

appropriated amounts for its particular budget accounts according 

to the applicable account headings on the pages in its budgetary 

" control register in the special uAppropriation tl column provided • 

• . 
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D-l 
D. ALLOTMENT SCHEDULE 

Allotment is the process of estimating the spread of appro~ 

priation expenditures over the entire fiscal year by months and/or 

quarters and scheduling the appropriation (budget credit) accord­

ingly. The purpose of this is to conserve the appropriation to 

assure its availability over the entire period to which the appro­

priation applies. This is to avoid loss of the entire year1s 

perspective and to prevent the early erhaustion of the appropria­

tion to the detriment of operations later in the year. It is pro­

tection against the department's over-enthusiasm to spend its 

creqit for an account too soon and thus be embarrassed and inef- " 

fective due to unavailable credit for finishing certain aspects of 

its year1s operations. 

Under present procedures, the payroll for the entire year is 

encumbered or obligated at the start of the year although the 

"allotment therefor is made on a quarterly basis. This results in 

an apparent over-expenditure immediately which is a distortion 

and is unsatisfactory from the standpoint of control. The argu­

ment is made that this applies to permanent employees and, there­

fore, an obligation is created for the entire year. On the other 

hand, the same philosophy could be applied to certain other mate-

.• rials and services but it is not. Also there "actually is no 

• 
i, 

obligation to pay until the work has been performed. Therefore, 

the allotment for personnel should be encumbered as payrolls are 

submitted. 
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As an alternative, encumbrances could be made to match the allot­

ment. That is, when the quarterly allotment is made, the payroll 

for that quarter could be entered as an encumbrance against it. 

This will provide a more realistic comparison and n truer picture 

of the situation from an obligation of expenditure control stand­

point. 

A second purpose of an nllotment system is to prevent govern­

mental deficits by estnblishing procedures whereby an agency's 

budget appropriations may be reduced when the actual revenue 

collections during the fiscal year are less than the estimi',ted 

revenues used as a basis for determining the ap)cropriations. 

~uarterly allotments are now made by the bUdget direction 

according to the receipt of revenue and the budget direction 

should ~etain this power to reduce allotments when estimated 

revenues fail to materialize. However, the budget direction 

should be very cautious in exercising this authority. It should 

be assumed at the beginning of the fiscal year that funds will 

be available to cover the appropriations, and allotment schedules 

should be prepared on that basis. Only after five or six months' 

experience clearly indicates that actual revenues are falling 

below estimated revenues should procedures be started to reduce 

allotments. A more s~tisfactory solution to this problem is -Q 
develop better and more accurate revenue estimates, so that 

only under unusual circumstanc$will allotments have to be 

reduced for this reason. 
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1. Budget Direction 

The budget direction issues the "Requests for Allotments" 

forms to t he various departments with :instructions on the prepara­

tion and submission of the forms. The forms are designed to 

facilitate the spread of the appropriations throughout the year 

by months as accurately as possible. Payroll figures can be 

spread perhaps more accurately than others. On materials, con­

tractual services, etc., estimates must be relied upon 'and here 

experience and prior records are helpful. 

The "Request for Allotments" become formal allotments when 

approved by the budget direction and the respective departments 

are so notified. If, after review, the budget direction examiner 

thinks the request should be revised, he discusses this with the 

particular department fS representative, explaining" the reason, and 

together they come to an agreement or compromise. The "Request 

for Allotments" is prepared once a year in as many copies as 

necessary, including copies for the budget dkection. the central 

accounting direction, the department. All copies are first sent 

to t he budget direction. the department retaining one for record 

which could be the penciled' work copy. The budget direction dis­

tributes the copies after approval. 

The budget direction furnishes "Request for Allotment Trans­

fer" forms to each department for its use in making such requests 

• from one 'period to another as circumstances justify. No books 

of record are kept in the budget direction. Copies of forms ate 

filed by department. 
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2. Central Accounting Direction 

Upon receipt of the approved allotment schedules, the 

central accounting direction posts, or enters, the respective 

allotments in the budgetary control register, according to 

department and account classification, in the special column 

provided. Any allotment transfers approved are entered in the 

same columnwhen written notice thereof is received. 

At the beginning of each quarter the respective quarterly 

allotment is entered in the designated columnin the budgetary 

control register. 

3. Department 

The departments make the same entries for allotments as the 

central accounting direction in the budgetary control'register. 

The departments, however, will post the allotment amounts accord­

ing to the analysis in which the budgetary control register is 

set_up" that is, either by object code or by major groups of 

object codes. The latter alternative would be followed if central 

accounting furnishes the departments monthly tabulated 'statistical 

statements by object codes. 

11-1-57 

" • 

D-4 

2. Central Accounting Direction 

Upon receipt of the approved allotment schedules, the 

central accounting direction posts, or enters, the respective 

allotments in the budgetary control register, according to 

department and account classification, in the special column 

provided. Any allotment transfers approved are entered in the 

same columnwhen written notice thereof is received. 

At the beginning of each quarter the respective quarterly 

allotment is entered in the designated columnin the budgetary 

control register. 

3. Department 

The departments make the same entries for allotments as the 

central accounting direction in the budgetary control'register. 

The departments, however, will post the allotment amounts accord­

ing to the analysis in which the budgetary control register is 

set_up" that is, either by object code or by major groups of 

object codes. The latter alternative would be followed if central 

accounting furnishes the departments monthly tabulated 'statistical 

statements by object codes. 

11-1-57 



-
B-1 

E. . PURCHASE ORDER 

Until a central purchasing department .is established, it is 

assumed that each department will issue its own purchase orders. 

This should be the responsibility of a certain person or office 

(depending on volume of activity). Each section head, division 

head, or director, who has a budget authorization to administer, 

would make his wishes known by means of a iI~urchase Requisition" 

form which he issues to the departmental purchaser or purchase 

office. Those authorized to issue and sign "Purchase Requisitions" 

are designated in writing by the ordonnateur with a copy to the 

purchase office. Here authorized signature cards can be used as 

explained in Section I below. The "Purchase Requisition" differs 

- from the "Purchase Order" in that the former is an order to the 

• 

.. 

purchase office while the latter is an order to the trader, or 

vendor. This process provides a centralization and thus a control 

of all purchasing by the head of the department. The "Purchase 

Requisi tll.on" shows the account number, according to th e budget 

account classification, and this account number is then shown 

on the "Purchase Order". 

It must be emphasized that the purchase office is not to 

delay or hold up issuance of the purchase order. As soon as the 

requisition is received, the purchase order should be prepared 

immediately, provided all purchase procedure requirements ar~ 

complied with, such as obtaining the proper number of quotations, 

the calling for bids, etc. 
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The "Purchase Requisition" is prepared in three copies: 

Copy No. 1 for the purchase office 
Copy No. 2 for the liquidator 
Copy No. 3 for the issuing office 

The "Purchase Order" is prepared in six copies: 

Copy No. 1 for the trader or vendor 
Copy No. 2 for the purchase office 
Copy No. 3 for the liquidator 
Copy No. 4 f,ar the central accounting direction 
Copy No. 5 for the issuing' office 
Copy No. 6 for the purchase office 

After the "Purchase Order" is typed, copies 5 and 6 are 

removed. r~o. 5 is forwarded to the requesting office as notice 

th2,t the ·jPurchase Order" has been prepared. No. 6 is filed 

numerically in the purchase office wit!", the original requisition 

attached. The other four copies are sent to the ordonnateur 

who approves copies 1, 2, and 3, then forwards all four copies to 

the central accounting direction. 

When the three visaed copies are received by the purchase 

office back from the central accoUllting direction (central account­

ing keeps copy 4) the 6th copy and the "Purchase Requisition" are· 

compared with the original, and changes noted, if any. The 6th 

copy is filed alphabeti.cally '1ccording to vendor's name. The 

original and 2nd copy are sent to the vendor, the 3rd to the 

liquidator. The vendor signs the 2nd copy of the "Purchase Order", 

signifying his acceptance of the order and agreement to abide 

by its terms, and returns it to the purchase office where it is 

filed numerically to provide a cross reference. 
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Each department will number its own purchase orders con­

secutively beginning with number one. To distinguish between 

the different numerical series, each departnJent will use a prefix 

which will be the two-digit department code in the budget account 

classification, separated from the serial sequence by a dash, 

such as, 10-1, 10-2, 10-3, etc. 

1. Central Accounting Direction 

Upon recaipt of the "Purchase Order", it is registered as 

an encumbrance (obligation) in the budgetary control register 

according to account number, the amount of money being posted 

in the column headed "Encumbrance ll (or "obligation"). Before 

entering, the accountant (or special employee assigned) pre­

audits the "Purchase Order" for: 

a. Mathematical accuracy. 

b. Adequacy of unencumbered allotment balance or 
budget credit, proper account number. 

c. Nature of contemplated expenditure in keeping with 
appropriation intent. 

In the event any of these three are negative, the "Purchase 

Order" is attached to a printed transmittal slip on which the 

reason for rejection is checked (VI, and returned to the liqui­

dator who will arrange to have the necessary rectification made. 

In such case, central accounting makes no entry in the budgetary 

control register. 
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If the "Purchase Orde r" is found to be proper, it is 

registered h¥ entering tne pertinent information in the budgetary 

control register and bringing down a new balance in the "Unen­

cumbered Allotment Balance" column. 

The four copies are then visaed, the fourth is filed, the 

first, second, and third copies are returned to the purchase 

office. 
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2. Department 

The issuing office sends the "Purchase Requisition" in 

duplicate to the purchase office. The purchase office prices 

both copies and passes them to the liquidator. The liquidator 

enters the proper budget account classification code number on 

both copies. He records the obligation as an encumbrance in the 

budgetary control register, ascertaining that the allotment 

balance is sufficient to absorb the proposed expenditure. The 

liquidator then visas both copies, returns the original to the 

purchase office and files the duplicate copy by issuing office. 

Upon receipt of Copy No. 3 of the "Purchase Order" which 

has been visaed by the central accounting direction, the liqui­

dator compares it with his copy of the "Purchase Requisition", 

and its entry in the budgetary control register, and makes any 

supplemental posting required to bring the original posting into 

agreement with the "Purchase Order". He also amends the 

"Purchase Requisition" to bring it into agreement with the 

"Purchase Order", including notation of the purchase order number. 

He files the "Purchase Order" by number and the "Purchase 

Requisition" by i~suing office. 

It will be pointed out that the department encumbers the 

requisition while central accounting only encumbers the order. 

This is to save central accounting some unnecessary detail 

because a fourth copy of the requisition could be made and sent 
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to central accounting for encumbsring. It is believed, however, 
, 

that the omission of this step in no way weakens central account-

ing control because from central accounting's standpoint no 

oblig::ction is incurred until it visas the "Purchase Order" • 
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F. INVOICE - VOUCHER 

This is a combined invoice and voucher prepared by the 

trader or vendor (or by the department and sent to the vendor 

for certification signature) on the standard form furnished by 

the Viet-Nam Republic. The cost of furnishing the forms is more 

than offset by the processing time saved with the use of a 

standard form. Since it is a combined invoice-voucher, desig­

nated spaces are provided for all accounting and budgetary con-

trol purposes, as well as for the pre-audit processes. 

The "Invoice-Voucher" comes in sextuplet, that is, six 

copies to each set, which are distributed as follows: 

/ 

Copy No. 1 for treasury, after visa by central 
accounting direction. 

Copy No.2 for central accounting direction. 

Copy No.3 for vendor with remittance (cheque) 

Copy No.4 for liquidator, at time payment is made, 
completed as to date of payment, check 
number, etc. 

Copy No.5 for liquidator, at the start. 

Copy No.6 for vendor, retained for record at time 
invoice-voucher is prepared. 

Conforming to present practice, the approval signature of 

the ordonnateur is provided for on the "Invoice-Voucher". It is 

recommended, however, that this duty be delegated, say to the 

liquidator, in order that the ordonnateur will have more time 

available for administration of his department as well as for 

other problems of state. 
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1. Central Accounting Direction 

If the flInvoice-Voucher" is received from the department, 

there will only be the four copies, Copy 6 having been retained 

by the vendor, Copy 5 by the department. Copy 1 will have been 

approved by the ordonnateur. 

A voucher number is assi8ned by central accounting from 

the register established for this purpose, and the number is 

entered on all four copies. For applying serial numbers to 

forms in quantity, a small,mechanica~ hand-numbering machine, 

such as a "Bates", is highly recommended. ··S1.ICh a machine auto­

matically changes number after the set designated impressions '. 

have been made. 

If the "Invoice-Voucher" is received by central accounting 

from the vendor, Copies 1 and 5 are sent to the liquidator. 

No.1 will be approved by theordonnateur and returned to the 

central accounting direction, No.5 will be retained for 

departmamal record. For departmental control purposes, the 

liquidator will assign a departmental consecutive voucher 

number to the No. 5 copy because the numbers assigned by the 

central accounting direction will not run consecutively for 

individual departments. 

At the central accounting direction the "Invoice-Voucher" 

is matched with the copy of the corresponding "Purchase Order" 

on file and partial pre-audit is performed as follows: 

a. Compt. - Verification of mathematical accuracy. Since 

this was done for the "Purchase Order", 

mental comparison of figures would suffice 

unless a double check is desired. 
11-1-57 
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b. Checked - Items and specifications on "Invoice-Voucher'! 

are compared with those on npurcha'se OrderJ! 

c. Audited - This is partially done by auditing the account­

ing distribution of the total amount (in mo~ey) 

by cost classification or object code. 

It may be JOund more practical to defer any of the pre­

audit processing until the TlReceiving Report" arrives so that 

all three essential documents: "Purchase Order", "Invoice­

Voucher", and "Receiving Report" are on hand to complete,the 

pre-audit in one continuous operation. Although these three 

steps in the pre-audit process can be performed by the same 

employee, the better practice is to have one employee verify the 

mathematical accuracy, another employee to do the checking, still 

a third employee to audit for accounting distribution and over­

all review. Each person thus becomes adept at his particular 

function, initials the document after completion, and passes it 

along quickly to the employee performing the next function. 
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2 •. Department 

The liquidator has the responsibility of seeing that the 

vendor promptly submits an "Invoice-Voucher!!, even to the extent 

of preparing it himself, if necessary (from the vendor's own 

invoice), and submitting it to the vendor for certification. 'Only 

the No. 1 copy is certified by the vendor. 

Should the vendor send the "Invoice-Voucherlt to the central 

accounting direction, the liquidator receives the No.1 and No.5 

copies from there. 

In either case the liquidator matches the ItInvoice-Voucher" 

with his No.3 copy of the "Purchase Order" which he has on file, 

obtains approval of the ordonnateur on copy No. 1 of the "Invoice­

Voucher", then passes it on to the central accounting direction, 

ei~her alone or with copies No.2, No.3, and No.4, if he has 

them. 

In the budgetary control register, the liquidator liquidates 

the encumbrance of the "Purchase Requisition" as adjusted to the 

"Purchase Order" if so required, and enters the "Invoice-Voucher" 

as an expenditure. This last operation is deferred until actual 

notice of payment is received by the arrival of the No. 4 copy 

of the "Invoice-Voucher" with evidence of payment thereon. 
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3. Special Vouchers 

Special voucher'forms can be designed and made use of to 

meet specific demands where the general "Invoice-Voucher" does 

not seem to fit too well. Too much specialization is not advised, 

however, particularly at first. With the proper detailed attach­

ments the "Invoice-Voucher" can be adapted to all payments without 

too much strain. Special voucher forms which might be considered 

for specific uses include: 

Payroll Voucher 

Employee Expense Voucher 

Imprest Cash Voucher 

Freight Voucher 

These are vouchers, of course, which do not require purchase 

orders nor receiving reports. The supporting schedules attached, 

however, must be certified and approved. For example, in the case 

of a "Pay Roll Voucher", the payroll itself must be attached and 

certified to by the accountant responsible for its preparation, 

visaed by civil service, perhaps, and approved by the ordonnateur. 

Likewise for an "Employee Expense Voucher", specific details as 

to expenditures are required to be shown and certified to by the 

employee, authorized by his immediate or intermediate supervisor, 

visaed by the liquidator, and ,approved by the ordonnateur. 

The "Imprest Cash Voucher" must not only carry a listing of 

all cash disbursements, but each amount listed must be supported 

by an "tmprest Cash Receipt" be'<ring thee signature of the 

I 
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payee as well as a detailed description of the object and purpose. 

In addition, the "Imprest Cash Voucher" must be visaed by the 

liquidator ilnd approved by the ordonnateur before it is sent to 

c~ntral accounting. 

The recommendation for attaching copies of the receipts to 

thc voucher raises the objection that too much clerical effort 

would be spent in the pre-audit of such petty expenditures and 

would thus serve to partially cane out some of the advantages 

gained through the use of an imprest cash fund for small pay­

ments. Perhaps after a post-audit procedure is well established, 

the receipts should be retained in the issuing office ror the 

inspector's scrutiny, rather t"an be attacr.ed to the original 

voucher which goes to treasury. 

For all of the special-purpose vouchers, regardless of form 

used, t.e liquidator makes entry in the department budgetary control 

register to encumber the allotment (budget credit) as soon as it is 

first received. Thore will be an exception for the "Pay Roll 

Voucher" if pay rolls are encumbered quarterly in advance. 

Recurring Zxpenditures, which require no "Purchase Requisi­

tion" but relate to a service that is furnished on a continuing 

basis, ce,n be processed in different ways. Such expenditures 

would include those for telephone, telegraph, water, electricity, 

garbage collec on, and other items that could be included in a 

broad, general class. In connection with the rendering of such 
services, the user is usually required to sign a contract, no 

matter how simple or informal. A copy of such contract should, 
be retained by the liquidator and central accounting. particu­

larly those named are so~etimes referred to as compulsory 
exper.ditures. The responsibility for originating these periodic 
expenditures rests with the liquid~tor of each department. 
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Such expenditures could be processed for payment by anyone of 

the following means. 

1. By using the regular "Invoice-Voucher". 

2. By using a special voucher form, one entitled, say, 

"Contractual Service Voucher". 

3; By using imprest cash funds. 

Both the liquidator and central accounting must necessarily 

be alert to the fact that each of these would be primary obliga­

tion documents as distinguished from material purchase vouchers 

which have been previously encumbered through the preceding 

"Purchase Requisitions" or "Purchase Orders", Imprest cash 

fund payments are processed on an "Imprest eash Voucher" anyway 

-' which is by nature a primary obligation document. An experienced', 

recordkeep~r quickly becomes aware of these differences and 

recognizes them with no trouble. The liquidator will arrange for 

proper entries to be made in the budgetary control register as 

• 

soon as these vouchers originate or arrive in his office. The 

register should be checked for each voucher to ascertain whether 

or not the expenditure has been previously encumbered and for 

what amount. This procedure is followed in centraloccounting as 

well as in the office of the liquidator. 

The "Invoice-Voucher" would be adequate for processing the 

payment of such expenditures. The main objecuon would be that 

the "Invoice-Voucher" should always be Slpported by a "P.urchase' 

Order" and a trRecei ving Report Ii and introduCing exceptions 
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violates'this rule and thuE ;tends to weaken control. If excep­

tions are made, these expenditures not entitled to such excep­

tion might slip by, or troublesome attempts will be made by 

some employees to slip them by. 

On the affirmative side it could be stated that the very 

nature of the expenditures would indicate that neither a "Pur­

chase Order" nor a "Receiving Report II would be required fo r thee e 

recurring expenditures, consequently there would be no problem. 

• It was not intended that the "Invoice-Voucher il is to be used 

• 
exclusively for material payments but for payments of both ma-

~. terial and services. In most cases, however, it would be better 

flo ,. 

to accept the utility billing on the companies! regular billing 

forms, attaching these to the voucher, using the voucher as a 

summary or recapitulation statement for the attached bills. Then 

the question arises as to whether 'tbno Iwould bG available for the 

sending of the voucher back to the utility for signature. 

A little patient education might prevail upon the utility 

offices to prepare the "Invoice-Voucher" each month in recapitu-

lation form and submit it signed with the supporting bills 

attached. That course would seem to present a rather ideal solu­

tion. It would be desirable to have two sets of the bills for 

attachment. One set would be attached to the original of the 

voucher which is filed in the treasury, while a second or dupli-

..... cate set would be attached to Copy 5 of the voucher which the 

. liquidator retains. The bills would be visaed by the liquidator 
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while the voucher would be approved by the·ordonnateur or his 

delegate. The liquidator should make an earnest effort to in­

clude all the bills from the same company for the same billing 

period on one voucher. The only exception would be the bills 

for services furnished free by the Governmett to the homes of 

certain employees. It would be a good idea to prepare a sep­

arate voucher for these. 

The "Contractual Service Voucher" would be processed the 

same as explained above for the "Invoice-Voucher" but it would 

mean another special purpose form. About the only difference 

would be in na'lle to indicate that no "Purchase Order" nor a 

"Heceiving Report" is required. Although seeming to simplify 

matters in that respect, it creates at the same time the com­

plication of employees (and vendors, too, perhaps) having to 

decide when to use the "Invoice-Voucher" and when to use the 

"Contractual Service Voucher". The different form title would 

have this definite advantage. It would be a signal to both 

liquidatorand central accounting that this was a primary obliga­

tion document not previously encumbered. 

Imprest Cash Funds are often used for recurring expenditures, 

such as utility bills, post office box rental, etc. It might be 

of sufficient interest to mention that the various departments 

in the State of Tlichigan process such expenditures through ei th er 

an imprest cash fund or an imprest fund bank account. For the 

latter an "Imprest Cash Purchasc Order" form Wl ich is a combina.-
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tion purchase order, vendor~ invoice, and receiving report is 

used in combination wi th an imprest cash cheque. One reason 

for handling payments through an imprest cash fund or imprest 

fund bank account is that in America utility companies often 

charge a penalty to users of service who fail to pay their 

bills within a relativel~ short time, usually 10 days. 

For outlying offices in Viet-Nam which are furnished 

recurring services, local utility and otherwise, it seems that 

expediency would demand payment out of an imprest cash fund. 

If the utility operates on a National scale, then bills fo r 

services rendered to outlying offices could be included on 

the same departmental voucher as the bills for services in 

Saigon • 
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G-l 

The "Receiving Report" will be prepared ,by the liquidator of 

the department concerned from the tally sheet of the receiving 

clerk or storekeeper. The four copies in the set are distributed 

as follows: 

Copy No. 1 for the treasury - sent by central accounting 
direction with '1 Invoice-Voucher". 

Copy No. 2 for the central accounting direction. 

Copy No. 3 for the purchasing. office. 

Copy No. 4 for the liquidator 

The storekeeper or receiving 'clerk certifies all four copies. 

The ordonnateur approves copy 1, authorizing payment of vouchers 

covering the items listed, returns' it to the liquidator who sends 

copies 1 and 2 to the central accounting direction, copy 3 to the 

purchase office. 

1. Central Accounting Direction 

Upon receipt of the No.1 and No.2 copies of the "Receiving 

Report", the central accounting direction is prepared to complete 

its pre-audit of the "Invoice-Voucher". The "Receiving Report" 

is matched with the corresponding "Invoice-Voucher" and "Purchase 

Order" for completion of the pre-l:.udit which is carried out as out­

lined under Section F (p.F-l) above with the additional process of 

checking and comparing the items on the "Receiving Report" with 

those on the "Invoice-Voucher" • 

2. Department 

The purchasing office and liquidator file their copies of the 

"Receiving Report" with their copies of the "Purchase Order". 
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H. DISBURSEN1E".T S 

The subject of disbursement procedures actually pertains 

to the treasury and is somerlhat beyond the realm of budgetary 

control accounting. Nevertheless, the central accounting 

direction is involved to quite an extent. So, to round out 

the cycle, a brief description of procedures advocated for 

the payment process is outlined in this section • 
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1. Treasury and Central Accounnng Direction 

After completion of pre-audit, central accounting trans­

mits cories 1, 2, and J of the ¥oucher and copy 1 of the "Re­

ceiving Report" (when applicable), to the treasury for com­

pletion of payment. 

The treasury compares all the documents for agreement as 

to detail and then visas the three copies of the voucher. At 

this time, if there is any opposition to payment on file, a 

"Deduction Order" shall be prepared and joined with the voucher. 

The number of the voucher will be entered on the "Deduction 

Order." (Consideration should be given to the preparation of 

the "Deduction Order!1 in advance so there will be no delay in 

payment of the voucher when it reaches the treasury.) The net 

amount of the voucher is entered on the "Deduction Order" and 

the amount of the deduction is subtrac~ed to obtain the net 

amount to be paid. Six copies of the "Deduction Order" are 

prepared: 

Copy No. 1 for the payee 
" " 2 " " central accounting direction 
" " J " It treasury 
11 " 4, " " central accounting direction 
n " 5 II " treasury 
" " 6 " " creditor 

The last three copies are titled "Transmittal of Collection 

for Benefit of Creditor." The amount of the voucher is not 

shown on these copies. They are held until payment is com­

pleted of the voucher against which the deduction was made. 

Then a warrant or cheque is prepared in favor of the creditor 
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for the amount of the deduction (less taxes and charges, if 

any) , and sent to him by the treasury with Copy 6 of the "Trans-

mittal of Collection for Benefit of Credi'tor". All three 

copies, 4, 5 , and 6, are validated by the treasury and show 

date and number of warrant or cheque number. In case of attach­

ment in which the court decision is still pending, the amount 

of the deduction order will be transferred to the bureau of con­

signment. When the court has made its decision, the full amount 

will be transferred back to National Budget Funds and the appro­

priate warrant(s) or cheque(s) will be issued in accordance 

with the court decision. In this case, copies 4, 5, and 6 

will be held until final payment is made. 

But returning to the payment of the voucher, the treasury 

prepares the warrant or cheque for the net amount to be paid. 

The checks could be prenumbered and released to the treasury 

in controlled batches by central accounting. If central account-

ing is informed in advance of the amount of the \I Deduction 

Order", central accounting could prepare the check and present 

it for treasury signature along with the voucher. The warrant 

or cheque number is entered on all three copies of the voucher. 

In the treasury the voucher is validated for its full amount 

and the "Deduction Order", if any, is given a contra-validation 

for its a,nount, so that the difference between the validation 

and the contra-validation will equal the amount of the warrant 

or cheque. 
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Copy 3 of the voucher, and Copy I of the "Deduction 

Order il , if any, are sent with the warrant or cheque to the 

vendor. Copy 2 of the voucher and Copy 2 of the "Deduction 

Order" are sent to central accounting. Copy I of the voucher 

and Copy 3 of the "Deduction Order" are filed in the treasury. 

Central accounting compares Copies 2 and 4 of the voucher, 

enters the warrant or cheque number and date of validation on 

Copy 4, then sends it to the liquidator. Central accounting 

posts from its validated No. 2 copy of the voucher to the bud­
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individually between central accounting and the treasury, it 

will probably be advantageous to use a voucher transmittal form, 

prepared in duplicate, on which the vouchers are listed and to 
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which they are attached. Many of these forms will be prepared 

daily by central accounting and sent to the treasury as prompt­

ly as completed. For ex~nple, if 400 vouchers are processed 

in a day and 20 vouchers can be listed on one transmittal form, 

then there will be 20 transmittals for that day. The advan-

tage is in being able to control vouchers in registered batches 

rather than as individual documents. 

In addition to columns for identifying the vouchers by 

n~e of payee, voucher number, account classification number 

and ~ount, there is a column for the warrant or cheque num­

ber. It would be advisable to have three amount columns, one 

for the voucher, one for the "Deduction Order", one for net. 
; 

It may be necessary to omit the account classification number 

to provide ~pace. The warrant or cheque numbers would be en­

tered by the treasury on both copies of the voucher trans­

mittal, then one copy of the voucher transmittal is returned 

to central accounting along with the validated copies of the 

vouchers. Each voucher transmittal would be consecutively 

numbered and dated for ready accountability and identifica­

tion and would serve as a batch sheet for accounting entry 

purposes • 
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2. Alternative Procedures 

The procedure could be simplified by making provision for 

the subtraction of the amount of the "Deduction Order" on the 

face of the voucher. If this practice is preferred, then Copy 2 

of the "Deduction Order"· should be sent in advance to central 

accounting in order that the subtraction could be made by central 

accounting and the credit account number entered. Under this 

practice there need be no change in the processing of the pay­

ment to the creditor, the "Transmittal of Collection for Benefit 

of Creditor", This alternative procedure would permit central 

accounting to prepare the warrants or cheques and submit them 

attached to the voucher for treasury signature. 

In some cases the "De(luction Order" will be in favor of 

the National Government rather than a third party. Then there 

will be no processing of the "Transmittal of Collection for 

Benefit of Creditor". Rather than accounts payable, central 

accounting will credit the particular account affected. A 

"Deduction Order" in favor of a governmental unit other than 

the National Government, ·such as a province, city, etc" should 

be proceased the same as for private third parties. In the 

event, however, that such unit is in debt to the National Govern­

ment, the account recording the indebtedness would be credited 

rather than a reimbursement payment made. 

If the procedure is followed as recommended by l'<ir. Shep­

hard (see p. SS, "Report on the Budget Process in the Government 
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of Viet-Nam", dated August, 1956) of placing the burden of the 

"Deduction Order" on the department concerned, rather than on 

the treasury, then the subtraction and the account classifica­

tion number would be entered by th~ liquidator at still an 

earlier step in the processing of the voucher. 

It can readily be seen, however, that at best the process­

ing of a claim by use of an offsetting deduction is awkward and 

cumbersome. A much Simpler and cleaner way ",ould be for the 

treasury to notify the intended payee that a warrant or cheque 

in a stated ffiuount is being prepared to his order, that a legal 

claim in a stated amount has been filed against it, that as 

soon as the in~ended payee will make payment of the claim to 

the treasury, the treasury will make haste to deliver said 

warrant or cheque. This last alternative is strongly recom­

mended. Upon receipt of the amount of the claim, the treasury 

would prepare a "Non-Revenue Receipt Voucher", with a copy to 

central accounting. Central accounting would then originate 

a voucher authorizing payment in case claimant was a third 

party. 

, 
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3. Warrants vs. Cheques 

It will be noted that throughout the manual no reference 

has been made to the use of the "Mandat" or "Bon. de Caisse". 

The payment medium has always been referred to as a warrant or 

cheque. The use of a "Bon de Caisse" is not recommended because 

it is a cumbersome, unwieldy document unsuited for the purpose 

of facilitating payment. It is advocated that the use of these 

documents be promptly discontinued in favor of either a warrant 

or a cheque as the paying medium. Either a cheque or a warrant 

is negotiable by endorsement. It is a simple, much smaller 

document that facilitates its handling at all times. 

The difference between a warrant and a cheque is that the 

warrant is an order on the issuer (the National Government) to 

make payment (like a draft) while a cheque is an order on a bank 

to make payment for the drawer's (the National Government) 

account. In the first case the treasury makes the payment and 

in the second case a bank makes payment from funds deposited 

there by the treasury. In that respect the warrant is like a 

"Bon de Caisse" but in that respect only. The freedom of cir­

culation of a warrant should in time, though not at the outset, 

be about equal to that of a cheque. As a matter of fact, the 

warrant can be directed for payment to a certain banking in­

stitution similar to a draft, by printing the name of the bank 

that will honor the warrant on the face of the warrant. In such 

a oase, however, the document then technically becomes a draft 

rather than a warrant. 

11-1-57 

H-S 

3. Warrants vs. Cheques 

It will be noted that throughout the manual no reference 

has been made to the use of the "Mandat" or "Bon. de Caisse". 

The payment medium has always been referred to as a warrant or 

cheque. The use of a "Bon de Caisse" is not recommended because 

it is a cumbersome, unwieldy document unsuited for the purpose 

of facilitating payment. It is advocated that the use of these 

documents be promptly discontinued in favor of either a warrant 

or a cheque as the paying medium. Either a cheque or a warrant 

is negotiable by endorsement. It is a simple, much smaller 

document that facilitates its handling at all times. 

The difference between a warrant and a cheque is that the 

warrant is an order on the issuer (the National Government) to 

make payment (like a draft) while a cheque is an order on a bank 

to make payment for the drawer's (the National Government) 

account. In the first case the treasury makes the payment and 

in the second case a bank makes payment from funds deposited 

there by the treasury. In that respect the warrant is like a 

"Bon de Caisse" but in that respect only. The freedom of cir­

culation of a warrant should in time, though not at the outset, 

be about equal to that of a cheque. As a matter of fact, the 

warrant can be directed for payment to a certain banking in­

stitution similar to a draft, by printing the name of the bank 

that will honor the warrant on the face of the warrant. In such 

a oase, however, the document then technically becomes a draft 

rather than a warrant. 

11-1-57 



H-9 

Of the two, the first preference is for a bank cheque, to be 

used as the liquidating medium for National Government obligations. 

The advantage in the use of a bank cheque is broadly two-fold: 

(1) Convenience, expediency, and added safety. The actual 
paying is turned over tio the Country!s banking system 
which, as a general rule, is better equipped and organized 
for this purpose. Honey is not so easily misappropriated 
after it has been deposited in a bank. 

It will encourage the use, 
Country's banking system. 
system will in turn foster 
prise, due to the facility 
for goods and services. 

hence the development, of the 
The development of the banking 
and promote commercial enter-
of making and receiving payments 

The warrant will be a great improvement over the "Bon de Caisse" 

in that it will be a simpler and smaller document to handle. The 

National Government should permit its negotiability by means of 

endorsement but perhaps limiting the number therein to two or three •. 

This would enable the payee to obtain payment from a bank, or even 

from a merchant in exchange for goods, or part goods and part 

piastres. This arrangement would be particularly beneficial to 

payees in the hinterlands where treasury facilities would not always 

be near at hand. 

With the adoption of the warrant it would be necessary to 

maintain the same treasury facilioies as now exist (in lieu of 

using banks and banking agencies) for the payment of the liB on de 

Caisse", It would not be necessary, however, and this is important, 

to maintain complete duplicate processing staffs at points outside 

of Saigon, such as Hue, Dalat, and Banmetruot. All processing 

could be done efficiently and readily, according to the procedures 
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herein outlined, in Saigon. Offices in t he hinterlands would 

operate the same as offices in Saigon, submitting special vouchers 

and "Purchase Requisitions" for all supplies except of a perishable 

or emergency nature. Only purchases of such nature, and in specified 

limited amounts, would be permitted out of an imprest cash fund 

(caisse de regie), which would be reimbursed from Saigon, by cheque 

or warrant cashable at a bank or treasury agency, after submission 

of an "Imprest Cash Voucher" with proper receipts attached, as 

further explained under Exhibits IX and X • 
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I. SIGNATURE AUTHORIZATION 

Authorization of specific document signers (including visa and 

approval) is an important control feature which can be streamlined 

to some extent without losing the essential inherent responsibility. 

This is done by means of signature verification cards on which the 

authorized signatures appear with the approval signature of the 

appointing authority, usually the department head. The form of the 

card could be as follows: 

Front of Card 
, 

V iet.-Narn Republic 
Signature Verification Card 

Name (type or print) Title Signature 

Those named above are authorized to sign the listed documents 
that have not been struck out: 

Purchase Orders, Invoice-Vouchers, Receiving Reports, 
1ayrclls, Imprest Cash, :Travel Vouchers, 

space for addin.e: others . 

for the 
Name of Department 

Date Signature of Department Head 

(Rule out items nor applicable. Expenses incurred 
authorized agent must be approved by supervisor.) 

by 

• 
The cards will be needed mostly by the central accounting 

direction and by the treasury as they will have a set of cards 

'.,L_ 

I. SIGNATURE AUTHORIZATION 

Authorization of specific document signers (including visa and 

approval) is an important control feature which can be streamlined 

to some extent without losing the essential inherent responsibility. 

This is done by means of signature verification cards on which the 

authorized signatures appear with the approval signature of the 

appointing authority, usually the department head. The form of the 

card could be as follows: 

Front of Card 
, 

V iet.-Narn Republic 
Signature Verification Card 

Name (type or print) Title Signature 

Those named above are authorized to sign the listed documents 
that have not been struck out: 

Purchase Orders, Invoice-Vouchers, Receiving Reports, 
1ayrclls, Imprest Cash, :Travel Vouchers, 

space for addin.e: others . 

for the 
Name of Department 

Date Signature of Department Head 

(Rule out items nor applicable. Expenses incurred 
authorized agent must be approved by supervisor.) 

by 

• 
The cards will be needed mostly by the central accounting 

direction and by the treasury as they will have a set of cards 

'.,L_ 



1-2 

for each department. Drawer files the size of the cards should 

be obtained to provide quick and easy reference. Prepare as 

many cards as are necessary. Frequently only one name can 

appear on a card. In other cases as many as three names can 

appear on one card. In some cases an employee will be authorized 

to sign on only one document, such as, storekeeper or receiving 

clerk. On his signature card the names of all doo~ents will 

be struck out (P~FeRaee-QF.eFe) except "Receiving Reports." 

Due to illness, and other absences, it is always well to have 

alternate signers authorized, so additional cards are prepared 

accordingly. In practice it will obviously not be necessary 

for a signature to be verified each time, only when there is 

any doubt on the part of the auditor or other verifier, as when 

an unfamilbr signature appears. 

Back of Card 

Please cancel the following names for the documents 
indicated. 

Name (type or print): (Signatures not required) 

Purchase Orders, Invoice-Vouchers, Receiving Reports, 
Payrolls, Imprest Cash, Travel Vouchers (othersl 
________________________ (Rule out items not appllcable.) 

Instructions: Head of department must approve by signature 
the authorization for documents indicated. Signatures must 
be exactly as they will appear on documents. When submit­
ting new signature cards you must fill in cancellation of 
previous signature, as provided above, except when alter­
nate signatures are being added. 
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J. BUDGET REPORTS 

Budget reports should be prepared monthly by the liquidator 
provided 

with as many copies/as are necessary for informative and management. 

purposes. As a minimum, the reports should be supplied to the 

department head, the budget direction, the central accounting 

direction, and the liquidator. A fifth copy should be divided and 

distributed to the various directions of the department according 

to responsibilities. 

In addition to showing total figures for the year to date, 

figures for the current quarter are frequently shown as well. 

Too much detail is likely to be confusing so it is better to 

err on the simple side. It is important, of course, for the 

.central accounting direction to receive sufficient detail for 

reconciling purposes, the burden of which should be placed on 

the liquidator as soon as c:lrcumstances permit. 

One set of monthly budget reports seems adequate, that is, 

it should not be necessary for the central accounting direction 

to prepare similar reports. If there are discrepancies in the 

dep~ reports, these can be pointed out for correction 

to be given effect the following month. If of sufficient con-

sequence, and for year-end reports, the central accounting 

direction should request the liquidator to immediately prepare 

corrected reports. Since there is usually a delay in year-end 

closings, a tentative report should be issued, then a final repo~" 
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K. OVERCOMING DELAY 
-------------------

It must be emphasized that promptness is an essential quality 

of the procedures herein outlined and is only slightly secondary to 

control. The advanta~es to be gained by the quick processing of 

payments have been thoroughly set forth in the l'dchigan State Univer- <, 

sity Viet-Nam Advisory Group Report, "Budgetary Administration in 

Viet-Nam". If there is any phase of these procedures, any step in 

the process, that impedes the prompt flow of the required documents, 

then immedi&te correction should be undertaken. Delay must not be 

taken for granted nor tolerated at any point. If the process on a 

particular transaction is blocked, or there is a hold-up for want 

of a proper document, then at that pOint the official is obligated 

to exercise the essential initiative, in one direction or another, 

to correct the difficulty. 

It is the duty of every official concerned, who functions at 

any point along the processing chain, to discharge his phase of the 

work with the utmost urgency and dispatch. Every official must 

realize that it is his solemn responsibility, in the interest of 

economy and publie good will, to do this with such promptness that 

no accusation of delay can be directed toward him. Should any ofti­

cial fail to understand and rise to this responsibility, and after 

advice and warning still persists by his dilatory tactics to deter 

the e'"penditure and 4isbursement process, then he should be transferredi~ 

to an assignment where deliberatness is no handicap and replaced by 
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a successor who can function with the necessary immediacy and 

alacrity. 
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It has already been stated that drawer files should be provided 

in the treasury and central accounting for safe, orderly filing of 

signature cards as well as for affording instant accessibility to 

them. One or two small, inexpensive card-size drawers will suffice. 

Somewhat more expensive but well worth the investment are good quality 

letter-size (8 1/2 11 x 11" size documents) metal four-drawer (ball­

bearing suspension) cabinets for safe, orderly filing of incomplete 

and complete expenditure documents of current interest. These will 

provide instant accessibility, so are essential in the function of 

reference to, and matching of, documents in various stages of current 

process. These are absolutely indispensable for central accountipg 

and the treasury. At least one should be provided for each purchasing 

office and each liquidator. 

To insure promptness, time tables should be established at each 

point where documents are handled. The timing should begin when the 

voucher is received, and in case of material purchases when the ltI~ 

vo~e~o~r~ and material have been received. Note that the timing 

starts when the material itself is received, not the "Receiving Report'l 

as the department could be guilty of delaying preparation of the 

"Receiving Report". Likewise it is the responsibility of the 

liquidator to assure a prompt submission of the "Invoice-Voucher", 

as already stated, even to the extent of preparing it himself. Hence, 

failure to receive the "Invoice-Voucher" would be no satisfactory 

excuse for delay, 
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For example, a time-table summary might appear as shown below. 

Renenber this does not include the time required for the exercise 
• 

of the purchasing function which, likewise, is greatly in need of 

streamlining. 

Point of 
Processing 

Time-Table Summary 

Receipt of "Invoice-Voucher" and material 

Receiving clerk 

No. of Full 
Working Days 

2 

Liq~idator 2 

Ordonnateur 1 

Central Accounting 3 

Treasury 2 

Total: 10 

The above time-table S:lmmary applies to Saigon. ,{here orders 

originate at distant points, upwards of 10 more days should be 

added for documentary transmission time. 

The time allOl'led appears to be ample at each point of execution, 

so that, if more than t;vo weeks elapse between the receipt of mate-

rial and "Invoice-Voucher", and issuance of the ,'Iarrant or cheque, 

then something is wrong. The organization and methods section 

should investigate to ascertain where the delay is oc~ing and set 

about to remove the bottleneck. 

There m!.ght be a delay due to a short delivery of material 

which the purchase office and receiving clerk should hasten to 

11-1-57 
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correct with the vendor, either by supplemental delivery or by 

revision of "Purchase Order" and "Invoice-Voucher", quickly done 

by voiding the old and issuing new, with adequate cross-references, 

of course. There might be a delay due to the delivery of wrong 

material, or material not meeting specifications. Here again the 

purchase office and receiving clerk must readily clear with vendor. 

But there could be no delay due to budget over-eXpenctiture, 

as the "Purchase Order" was already cleared as to the available 

budget allotment (credit) balance. 

'I'here can be no delay on the part of the liquidator as his is 

strictly an accounting function. If properly org"nized, his veri­

fication of accuracy, matching of documents, and posting of account­

ing entries should be completed with regularity and timeliness. 

There cr~n be no delay on the pf:rt of the ordonnateur as he has 

already approved the "Purche,se Order", hence the procurement of the 

materie,l, So when he is presented with evidence that the material 

has been received, he has no choice but to approve the payment of 

the "Invoice-Voucher' and the "Receiving Report" to enable the 

vendor to receive his just compensation without unnecessary waiting. 

The point where the ordormateur exercis$ judgment is when he is 

pre sented with the "Purchase Order" for approvaL Even here he must 

be able to reach a decision pro:e,ptly in order that his department 

can get on with its committed program, if the particular purchase 

is essential to that purpose. The ordonnateur does not keep books 

His liquidator does this for him, for the department. 

Such records are always available to the ordonnateur for furnishing 
11-1-57 
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him all the information he needs. 

Once the necessary documents are in'the hands of central 

accounting, no delay is incurred there. The "Purchase urder" has 

already been recorded as an acceptable encumbrance (obligation) 

against the respective departrr:ent! s budget allotment (credit). It 

only remains for central accounting to quickly complete a systematic i'" 

pre-audit of the three essential documents. 

Cause for delay in the treasury could be due to temporary 

lack of available fw~ds because of a lag in revenue collections, 

perhaps, and due to an offset claim in excess of the amount of the 

voucher, or the delay on the part of the payee to liquidate such 

claim. As to whether the treasury shOUld engage in Short-term 

borrowing to avoid the delay c~used by lack of funds is a matter 

of Governrr:ent financial policy wmich is. beyond the scope of this 

manuaL 

Therefore, although there will be occasions when, and some 

transctctions on which delay is unavoidable, in the usual course of 

events the flow of expenditure documents should progress to their 

final completion smoothly and can stently without 'hindrance. Thus 

persons having furnished material and service for the Government1s 

use and benefit will be promptly compensated. Consequently their 

feeling from having done business with the Government would not be 

that of disappointment and frustration but rather one of satisfac­

tion and pleasure. 

, 11-1-57 
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EXHIBIT I 

COJ..PARATIVE FLOW CHART 

This flow chart, set up in parallel form, permits a ,ready 
, 

pictorial comparison of the present sequence for processing expen-

ditures and disbursements with the proposed simplified se~uence. 

For practical reasons the charted movements in the processing had 

" 

." -f; 

,~ 

to be substantially condensed so that the entire improvement gained ' 

from the proposed procedure is not fully apparent. It is believed, 

however, that enough difference is shown to be satisfactorily con- ' 

vincing that the proposed procedure will produce a definite saving 

in time and personnel effort without sacrificing any essential 

control. In fact, it is believed that more effective control will 

be an added advantage of the proposed procedure due to the est~b­

llAbmeat of a more direct responsibility combined with the proper 

division of cyclical functions. 

The details of ti1e proposed procedure have already been set 

forth in the foregoing tert which is supplemented with further 

eyhibits of forms and their erplanation. Requests have been receiv~ 

to include in the manual a brief descriptive summary of the present 

procedure. This follows: 

Requesting Office 
no 

There appears to befopecial form for starting the procurement 

process. The need of a certain service is eypressed by letter, 
, ~_4 

, "t. 
memo, or even Verbally, to the chief of materials who operates unde~<J 

the chief of administrative services in the departrLent or in a large', 
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separately-located direction oithe department. The chief of 

materials contacts vendors for quotations or written bids, resorting :; 

to posting annOuncerr.ents or publishing a call for bids as th,e 

circumstances re;uire (see below). Or the service concerned by­

passes the chief of materials, obtains c,uotations directly, and 

conducts its own preliminary negotiations. The Bon de Cornr.,ande 

(Purchase Order) is then prepared in four copies, either by the 

chief of materials or by the service concerned, as the case may be. , 

'; 

One copy is kept while the other three are sent to the liquidator 

(accounting service) of the departl, ent wherein the service concerned: 

is located. 

A EOn de Commande or Purchase Contract is re~uired in aCCOI,Q~ 

<inc,e with the following: 

If Purchase Price is: 

Less than 2,000$ 

2,000$ to 60,000~ 

over 60,000$ 

No Contract, no ~n de Com­
mande is required. 

No Contract but a Bon de 
Commande is required. 

No Bon de Corrur,ande is requi"ed, 
but a Purchase Contract must 
be e~ecuted with the vendor~ 

Quotations or sealed bids are required in accordance with 

the following • 

If Purchase Pric!i! is; !h,m: 

5,000$ or less No quotations or bids are 
required. 

60,00041> No bids but at least three 
'~~ 

Over 5,000'il' to " , 
quotations are required. 
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Over 60,000$ 

Liquidator 

'.1-.' 

No quotations are required 
but a call for sealed bids 
must be posted or advertized. 

(There are 10 exceptions to . i 
this requirement, the most '.1 

commonly used being (1) a case ; 
of emergency, and (2) when one 
vendor has a monopoly). 

When the liquidator receives the three copies of the Bon de 

Commande (or the Purchase Contract, if required) he prepares three 

copies of the D.epense Engagee, (Stateme'nt of Obligated Eypenditures), 

and makes an entry in his register of obligated expenditures. The'" 

liquidator now sends the three copies of the Bon de Commande and 

the three copies of the Depense Engag~e to the director of obliga-

tion control. 

Director of Obligation Control 

The director of obligation control receives the Bon de Commandes 

and Depense i::ngag{ es from all the various departments. Recej,pts 

are prepared in triplicate of which one is signed and given to the 

messenger. The other two are filed awaiting return of the documents •. . ' 

When the documents are returned to the liquidator, the messenger 

signs the two receipts, one of which is given to him while the other 

is retained on file in obliga,tion control for record proof of deli..,.. . 

erT' Documents must be returned e'actly according to the same 

batches in which received. Reiects are noted "reiected" beside'the 

particular listing of the document and a copy of the document is 

retained by the director pending rectification. The director of 

obligation control scans the Bon de (.;ommandes and Depense Engagees, 
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with particular reference to any unusual or irregular matter, then' 

passes them on to the obligation controller. 

Obligation Controller 

The obligation controller checks the Depense Engagees against 
,. 

his record and finding them in order, enters them in his register ' ~! 

of obligated e~'penditures. They are then entered in the numerical..;' 
" 

sequence register and the number thereby assigned is entered on the' 

three copies of each Depense En;;agee which are visaed. One of 'tihess' 'I 

copies is filed and the other two are passed'W'1th~that}u?ee)oop1es' 

of the Bon de Commande ' " , to the material controller. 

Material Controller 

The material controll'er reviews the Bon de Commande (or Purchase; 

Contract) as to compliance with statutes and decrees (arretes), and" 

as to reasonableness of prices. If found in order, all three copies 

of the Bon de Commande are visaed, one copy is filed and two copies, 

with the two copies of the Depense Engagee, are passed back to the 
.' , 

director of obligation control for return to ~he liquidator of tire 
,-(: 

department concerned. 

If any irregularity is noted, by either the obligation c.ontroli.~ 

or the material controller, he prepares a re;ection notice. stating ,:~ 

the reason, attaches the documents and passes them back to the dirac·' 
# 

tor to obtain rectification, or for his authorization for approval· < .. 
if the impropriety is minor, as the director tries to eXercise a 

reasonable attitude in his control. 
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Liquidator 

When the liquidator receives tl'e Depense Engagee and Bon de 

Commande, he passes the two copies of the latter to the ordonna­

~ for approval. 

'Ordonnateur 

The ordonnateur revi.ews the proposed purchase as to need and 

advisability. If he agrees to the purchase, he makes a record of 

the purchase in a register, approves both copies of the Bon de 

Commande, and returns them to the liquidator. 

Liquidator 

When the liquidator receives the two approved copies of the 

Bon de Corr~ande. he delivers one copy (not the original) to the 

vendor. Upon shipment of the order, the vendor delivers three 

signed copies of his Invoice, two of which are retained by the 

liquidator. The receiving committee meets with the vendor (stipu­

lated in a Purchase Contract, discretionary with committee for a 

Bon de Commande).for official receipt of the merchandise. The 

Receiving J:;,inutes are prepared Bnd all members of the committee 

sign. One copy of the !\,inutes. is then delivered to the lic;uidator~ 

The liquidator prepares the i'.andat and the List of Documents : 

(attached to the ]\.andat). He also prepares a Notice of Credit 

(Credit Notice) if the vendor maintains a bank account. By specific,; 

identification the List of Documents will include 

(or Purchase Contract), the Vendor'S Ipvoice, the 

the Bon de CommandC( 
" ,4 " , '::t<4: 

Receiving MnuteS'A~ 
."# 

and Notice of Credit. The liquidator records the Vendorls Invoice 
"C:i~ , 

in his invoice register. He then visas it, t· ... o copies of t.he l·.a.nd.at, 

and sends all the documents to the director of obligation control. 



-

· '. , . 

1-6 

Director of Obligation Control 

The director of obligation control has receipts prepared in 

triplicate as before so as to maintain accountability between himselt( 

and the liquidator on the transfer of documents. The director scans 

the kandat and accompanying documents, passes them to the obligation. 

controller. 

Obligation Controller 

The obligation controller compares the amount on the J',andat 

with the amount shown on his fiie copy of the respective Depense 

Engag{e. _If there is a difference and no Depense bngagee Correction 

has been submitted, ther he prepares a rejection slip, attaches the 

documents, and passes them to the director for obtainingrectifica­

tion. If the hand at agrees with his records, the obligation control­

ler initials the original ].,andat (Copy 1) and passes the documents' 

along to the material controller. 

~~terial Controller 

The material controller makes a final review of all the 

documents now in relation to the Mandat for mutual agreement and 

coordination, as well as for compliance with statutes and decrees. 

If all are in order, the material controller visas both copies of 

the j'landat and passes all documents back to the director for trans­

mittal to the liquidator of the department concerned. 

Ordonnateur 

The liquidator receives the documents from the director of 

obligation control,passes them to the ordonnateur who reviews them, 

records the ]',andat in his Register of Mandats and assigns a serial. ~: 
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number which is entered on both copies of the Mandat. The 

ordonnateur approves both copies of the Mandat and sends all' 

documents to the treasurer. This transrrdttal is made by means 

of the Daily Summary of Y~ndats which is prepared in duplicate by, 

the ordonnateur and which also serves as a dual receipt. 

Treasurer 

The treasurer signs the Notice of Credit if any, visas both 

copies of the Kandat, retains all documents e:rcept.Notice of Credit 

and original of the Mandat which now becomes the Bon de Caisse. If. 

the vendor has no bank account, there is no Notice of Credit, so 

the Bon de Caisse is sent to the ordonnateur with the two copies 

of the Daily Summary of Mandats which have been receipted by the 

treasurer. These two copies are receipted by the ordonnateur who 

returns one copy to the treasurer and files the other for record. 

The ordonnateur delivers the Bon de Caisse to the vendor who presen~e 

it to the treasury paying office and receives piastres. If the 

vendor has a bank account, the treasurer issues a.rheque to the 

bank. which credits the vendor's account, and sends the Notice of 

Credit to the vendor. 

The foregoing is a descriptive condensation of the present 

procedure for budgetary control accounting. Mention was made of 

a second Depense Engagee being prepared to rectify the estimated • 
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e~'penditure reported on the originaL This correcting statement 

is so frequent that a special form is used, the same printing but 

with a wide red warning stripe. Such ad,;ustments are necessary but 

making them in two identical separate book records should be adequate 

without piling duplication upon duplication. The point is that 

the Depense 1ngagee is a superfluous document and should be elimi­

nated altogether. 

Now in case of error in a charge (incorrect imputation) the 

liquidator prepares a Certificate of rtectification of Imputation, 

to which is attached a Depense Engagee. This must be visaed by the 

obligation controller and approved by the ordonnateur after due 

consideration. Under proposed procedures, should an e:penditure be 

charged against a wrong account number, correction would be made 

by the liquidator issuing a journal voucher for posting to his 

budgetary control register, and sending a copy to central account-

ing for the same purpose. They would agree beforehand through 

telephone conversation as to the propriety of the aqjustment. The 

ordonnateur would not be interested because he assumed that the 

charge was correctly made in the first place. He cannot be familiar 

with all accounting details so must rely upon his liquidator to 

keep such matters straight. 

The Scatement of Unliquidated Invoices of Prior Years now 

issued twice a year by the ordonnateur should be eliminated also. 

It is not good practice to carryover the payment of eypenditures 

in one fiscal year to be paid for out of a later yeartS revenue with 
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noappropril'ticin provided o~her thun perhaps a miscellaneous catch­

all. The wo.y to eliminclte such u stiltement is to discontinue. the 

need for it. The best way to do this is to enact a statute, or to 

issue a decree (arr§te), to t he effect V\nt all obligations (in­

voices bills, etc.) not paid within 60 dtiys after the last day of 

the fiscal year would be paid for only out of the next year's 

appropri.ation (budget cr"dit) and then only if provided for in such 

next year's approprintion. This measure will permit a more prompt 
• 

closing of the books, a more timely is'suanee of statements. There 

are now entirely too many extensions of too long a duration for 

satisfactory closing and statement prepar::tion. These extensions 

are unnecessary, and create extra burdens which interfere with th(~ 

efficient execution of current work. Cancelling ,111 appropriations 

(budget cred! ts) 60 days after the close of the fiscal year I '!.Dd 

c:\arging all subsequent payments to the current year's appropria-

tions, will prove a tremendous stimulus on liquidators nnd ordon­

nateurs for getting their work completed on time. It has been found 

that responsi.ble personnel will exert much effort to prevent appro-

priations from lapsing under such circumstances. 

In the case of projects thot last for more ·th,m 12 mont 11s, 

possibly several years, such as extensive construction projects, 

and it is the intention to carryover the unused appropriation 

into the succeeding year, the hational Committee on Governmental 

Accountingl! recommends the lise of a. special aCColUlt entitled: 

:! ':;':: 
- - " 

11 See A StandDrd C1assific&tion of Municipal Accounts, National Com­
mittee on Governmental Accounting, Chicago) Municipal Finance> Officers "il 

Association of the United States and Canada, 1953, p.]2. 
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Reserve for ~ncumbrances-Prior Yeurs. By setting up such an 
• 
" account the appropriation balance i 1s segregated from Unappropriat.ed 

• Surplus and is therefore unav~ilable for current budget purposes • 

vlhen expenditures are made to these projllcts, debits are entered 

in the special account: Expendltures Chargeable Against Heserve 

for Encumbrances (Debit). If ::lOre than one project is involvGd, 

c;.lch project (by identifying num:1cr) could have its specific pair 

of Gccounts, either in the ledger or in a subsidiary record. 

There are other records arid statements that CLln be done f1.way 

with, such as the Liquidator's Statement of ;';;mployeefs Reimbursable 

Expenses. This statement is eliminated quite simply by havinG the 

employee submit his reimbursable expenses on an "Employee Expense 

Voucher\! which c&n be certified [,0 by both the subject employee 

and the liquidator before the ordonnateur approves. In other words, 

the liquidator's statement and the employeels statement become one 

and the same. 

Certainly there is no ne·ed for the ordonnateur to keep books, 

registers, journc:ls, etc. These Sh0111d all be done away with, as 

stated elsewhere. Such records do not provide eontrol but bog 

down an important official in a norass of detail. It should be 

the duty of the liquidator to maintain all accounting records for 

~ the department. His work in turn would be checked by the records in' 

centr.~l accountinf,. Thd liquidator 1IIOuld report, and be accountable I 

_. , 

~~' ~,. 

to the ordonnateur or department hei'd, and would 'operate under his 

general supervision. His work should undergo a post-audit once a 
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year •. The ordonnateur would no longer exercise the sa~e documentary 

interc:1ange with the treasurer. This interchange would be taken 

over by central accounting as shoVln on the chart. Once the I'larrant 

or cheque is written there should be as little intermediate handling 

as possible between that point and the payee • 
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BUDGETARY CONTROL REGISTER 
EXHIBIT 11 

'THe IUPU8L1t: <Y V/ET-NAAf 

, , I • ACCOUNT NAMe A "':0 vy FISCAt.YEAR 
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I-- ~~~~~~~~~~ -----
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1- 24 
25 25 
26 26 
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EXHIBIT II 

FORM No. A-l BUDGETARY CONTROL REGISTER SHEET 

Exhibit II, Form A-l, is the Budgetary Control Register 

sheet for a hand-posting operation. It is specially designed 

and recommended for use by the National Government of Vie~Nam. 

It should be printed on a good grade of ledger stock paper both 

front and back, and punched at the left-hand side to fit a standard 

loose-leaf post binder. Columns 1,2,~,5,6,8,9, and 10 are money 

columns so should be printed with vertical digit speparation lines. 

Two post binders with an adequate q~antity of these sheets should 

be sUpplied to the liquidatQXI. of each department. Two binders 

are recommended due to the overlapping of transactions at the year­

end. The second binder will actually not be needed until January 

1, 1959, but it should be delivered prior to that date so that 

preparation of the register can be completed and ready for use on 

January 1, 1959. Toward the end of 1959, the sheets for 1958 can 

be removed, tied and filed away until they are no longer referred 

to and the post-audit has been completed. This removal will make 

the binder available for the 1960 sheets. Thus alternating, the 

two binders would suffice until they wore out from use. 

• 

The use of the form has been briefly outlined but a fuller 

explanation might prove helpful. The heading of t he sheet can be 

hand-printed or typed in before the start of the year. The account 

name and account number would identify it as to department, direction, 

etc. The fiscal year would be the same as the budget. Page number 

• would be one (1) until the first page was filled with entries when 
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page (2) would be started on the back side as a continuation 

sheet. Do not use the back of a page for a different account 

unless it is known beyond any possible doubt that the account on 

the face will not require but the one page. For the first year 

it is better to play safe, because a troublesome situation will 

develop if it is discovered that a continuation page is needed 

after the back has been used for a different account, 

Enter the year of posting in the block immediately under 

"DATE" in the date column, then the month and day of the month 

or vice versa. The fOr!lSr is preferred for posting since the 

name or number of the month has to be entered but once when it 

changes. Name or description means a brier identification of the 

nature of the entry. 

The first entries should be for the amount of the appropriation 

(entered in column 1) and the amount of the first allotment (entered 

in col. 2 and column 10). If the appropriation is delayed, the 

budget direction still should authorize some allotment for a limited 

period against which obligations could be en cambered and expendi­

tures made pending budget authorization. 

When the liquidator receives copy 2 of the first "Purchase 

Requisition" for the year, he enters the date of it on the next 

open line, a brief statement of what it is "for, such as "office 

supplies", "desk", I1typewriter", etc., the requisition number in 

column 3, the total estimated cost in column 4, the same amonht 

in column 6 which at that point would be the encumbered balance. 



, 
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IT', column 10 ". new bala,lce is brrllght down by substracting the 

amount of the requisition (the encumbrance increase) from the 

previous unencumbered balance of allotment, whi'ch in this case 

was the total allotment entered in the beginning. 

Assume that the total estimated cost of the ~'equisition was 

1,200$, but when the liquidator received his copy of the "Purchase 

Order" he saw the total ,.;as 1,100$, requiring a rectificati on of 

his :t:ormer entry. He now enters the date of the "Purchase Order", 

the same description as before, the purchase order number in 

column 3, 1,100~ in column 4, 1/200$ in column 5, (these last two 

could be a net of 100$ in column 5), the adjusted balance (in this 

case 1,100~) in column 6, and increases the unencumbered balance 

of allotment by 100$. This rectifying entry cancels out the 1,200$ 

formerly entered in column 4 and replaces it with the 1,100$ per 

"Purchase Order!! which takes precedence over the requisition as to 

4mount. It also adjusts the balances in column 6 and column 10. 

vihen the liquidator receives copy 4 of the "Invoice .. Voucher" 

showing payment of this sa,me "Purchase Order I! , he makes an en:t;ry 

on the next open line: date of the "Invoice-Voucher", a bri ef 

description of the object, the voucher number in colu~n 7, the 

amount of the voucher in column 8, the amount of the encumbrance 

(requisition or "Purchase Order") in column 5 with a corresponding 

adjustment made in column 6. Total expenditures are accumulated 

in colunn9 both monthly and year to date. At any ti~e, column 2 

(allotments are accumulated also) minus column 6 and column 9, must 

equal column 10. 
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At this point the Encumbrances columns would appear as follows: 

ENCUMBRANCES 

3 It 5 6 
ReC).. No. 

!4!l!!. Order No, Increase Decrease Balance 

2. R -1 1,200 1,200 
P.O. 78 

, 
3. 1,100 1,200 1,100 
It. 1,100 -0-

The reference to the last entry would be the voucher number 

entered in column 7 as shown below. The Expenditure and Allotment 

• Balance columns would appear as follows: 

1., 
2. 
3. 
It. 

7 

Voucher 
Number 

Vo. 52 

EXPENDITURE 

9 

Amount Total 

1,100 1,100 

~o 
Unencumbered 
Balance of 
Allotment 

25,000 
23,800 
23,900 
23,900 

Should the amount actually paid in settlement or liquidation 

of the "Invoice-Voucher" be lees than the amount of the "Purchase. 

Order", due to cash di scount or trade-in allowance, for example, 

then this lesser amount will be entered in column 8, reflected in 

column 9, and column 10 adjusted therefor~ The entry in column 5 

will not be affected because regardless of the amount paid the 

full amount of the encumbrance related thereto must be liquidated. 

The operating principle of the form is simple. Obligations 

, " 
'-
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in various stages of processing are posted and carried as "encum- . 

brances!! with a corresponding reduction in the allotment balance 

or budget credit. As the obligations become more accurate, by 
information as to 

definite/increases or decreases, adjustments are made in the 

encumbrance balance and in the allotment balance. The allotment 

balance is reduced by both encumbrances and expenditures but only 

to the extent that they pertain to different items. That is, charges ~' 
" 

against (reductions of) the allotment balance proceed by stages 

from encumbrance to expenditure. the former being liquidated 

(eliminated) in favor of the latter. 

Central accounting would proceed exactly as the liquidators 

but without maintaining as fine a break-down as earlier stated. 

Likewise central accounting would not encumber requisitions, only 

"Pur~hase Orders". Due to the volume they would nee.d more binders. 

Although binders are expandable by adding more posts, efficiency of 

the b~eping,function tends to decrease as the thickness of the 

book increases beyond a certain point. The pages in each book 

should not be stacked more than two or three inches thick. 

For comparisI!Jn, a copy of the "Budgetary Control" register 

sheet used by the State of Michigan is included as Exhibit III. 

After further careful consideration it was concluded that this 

form could be advantageously revised for use in Viet-NaE. In the 

interest of simplification the double set of encumbrance columns 

were reduced to one set because it is believed that the double 

columns would only tend to confuse. 

, , 
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Exhibit IV is a tYre of form in general use in American 

municipal and state governments and is given as d standard example 

in ;roikesell' s textbook on Governmental Aceo,unting, HomewoOd, Illinoil!l.' 

Richard D. Irwin, Inc., 1956 edition. Here it is referred to as an 

"Appropriation and Expenditure Ledgerll which indicates the variety 

of titles such a record can have. It is believed that Exhibit II 

combines the most desirable features found in Exhibits III and IV. 

The operation of this type of form lends itself quite handily 

to mechanical bookkeeping. Instead of a sheet, a heavy card form 

is used with the layout adapted to the specific capacity and 

,1ccessories I)f the particular type of machine as there are varie'ties 

that will adequately do the job. It is believed t,hat the volume in 

anyone department is now insufficient to justify such a machine, 

but central accounting could likely use one advantageously for this 

type of work. 

Oue to the fact that refere~e is continually made to the 

budgetary control register figures, not only from day to day but 

even throughout the day, the keeping of this particular control does 

not conveniently lend itself to punched-card or electronic data 

processing unless supplementary prOVision is made for ready referer,ce 

to the constantly changing allotment (budget credit) balances . 

Should means of continuing reference be provided, then these high-
• 

speed, high-volume accounting machines can serve adequately in the 

computation and printing of periodiC reports. Pertinent figures 

for appropriations, allotments encumbrances, and expenditures can be 

11-1-57 
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punched on cards along with the budget account ~lassification codes. ' 

These cards would then be sorted "r collated with previous balance 

cards and the resulting card arrangement tabulated into the neces­

sary reports showing the desired information analyzed even to the 

extent of individual object codes . 
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_n • • PURCHASE ORDERS IU=~:-:'EO 

NAME OR DESCRIPTION APrAO ... ,AYIOOO. AI.LO"I"MENTS • • • • N~. EI>ICUM~RANC • M~O. II LIQUIDATION ~. &MCUM.RANCE MDIO. LIQUIDATIOr. NO. IlXPDtDITl.IRE ..........-
i! , 1 j ! 

I' 
, : 1 . I 

• 

: i 1 , , , 1 
, 

i 
, I' I, I : 

I 2 ! 
, , , 2 

i , 

1 I 

, 

I I, 1 ! • , , , , 3 

I 
"- .-

II 
+ ." 

4 I I : I H,I' 
' , 

i , , i 4 

! I 
- - r Ii 5 I I 

, I I ' . 5 

6 
, T 

" 

I 
, , , i G 

7 ! 1 I ! 
I I i , 

; , ! 7 , , 

- " 

8 , i ! 
i : ! I 8 

9 I I , ; . 
9 

, 

'0 , I I 10 

11 I i 
, I 11 

12 1 , 
I , ! 

, 
, i 12 , 

" .-

i 

, 

! I 13 , : , Ii i 13 - .. - ... -.-.--~-

II 
, i i 

; 
1< , , l' .-

-~-.-
, 

16 , 'i 
, i I 

" 

16 , 
16 I! I 

, 16 

17 I , I ' I . 17 
. " 

f-'! T I 

. 

18 I. I 18 
, 

_. 

19 I i 
, I 19 

.. , 

20 : i I , I i 
" 

i ' , 
20 

21 II ! i 
, , , 21 

22 I! i, i 
, I i 

, , 

I-
22 

, n 1: , 
23 , , 

I I , 23 , 

24 
, 

I : 
. 

, 
24 

rT 
, 

25 II ! I 
, , 

i 
, , 

25 , , , 
1-" 

, , , 

, ii 
--..... 

26 
. , 

I i , 26 

'ZI I : ! : i , i 
~ 

, , 

i : i i I 'ZI 

28 I I , i I I I 28 
." 

• 

, .. 
, ! i i i 

lIS Ii I lIS 

30 
, II i , , , i 30 

, , 

81 , , I I i I 31 

32 I i i : !j I 32 

! . 
+-+- -

sa ' ! 
I 33 

. 

! 
. 

M i ! 
, I I 34 

' .. 
! I! I S3 I 35 

: 
T I ' i 

, 
_. 

38 
, 36 

37 
, 

i I , 
, , 37 

; 38 ! I I 
I , 

! i I 38 

I I 

I 

-.--

T 3D 
, 

i i 
, 39 

I I 

, 

I 
i 

i I i I I I I I I ' I 



• 

',' . 

EXHIBIT III 

BUDGETARY CONTROL FOre·i. STATE OF HICliIGAN 

Exhibit III is a facsimile of the "Budgetary Control" register 

sheet now in use by various departments in the State of Michigan. 

This is included merely for illustrative and comparative purposes 

.since reference has been made to it verbally and in the t ext of 

this manual. 

The only unusual feature in this form is the double set of 

columns for recording encumbrances so that procurement documents 

issued by the department are encumbered and liquidated separately 

from those issued by central purchasing. This refinement is not 

essential and it is believed better to omit it at this particular 

time. 

Actual overall size of this page is 4J.Jcm by 27.7cm. The 

binding edge of 4.5cm is double-punched to fit two' different types 

of postbinders. The paper is an excellent grade of hard-surfaced 

ledger stock of 509/0 rag content providing desirable durability to 

withstand constant handling • 

11-1-57 



• • . , . . . . . 
i ( , 

EXHIBIT 1Y 

APPROPRIATION AND EXPENDITURE LEDGER 
CODE 110. : 01$0"·03 

FIlIID: "t!Nt!RAL 

FIIIVcrION: "£NERAL C;OVERIVME:IVT 

DEPARTMENT. LA W 

Ac-T/ViTY .. C'RIMIIVAL IIVViI'ST/IIAr/ON 

YEAR: OB..;ECT CLASS: COMMOOITIEIS 

CHARAcTER: CVRRENT eXPENSES 

. 

Month ENCUMBRANCES EXPENDITURES APPROPRIATIONS 
and EXPLANATION tJR()ER OR VN IE /ft:()M1S ~ 

Day (fO/VTII.4C'r INcREASE PE(:"R£A~E 8At..ANr:::£ vOuCHER AHOt)N7' rOTAL AMOVNT B"AIiiO 
NO. NO. BALAN'CoI! 

Jon. 2 Budget $ 4,000 $ 4,000 

7 Stationery 25 $ 30 $ 30 3,970 

25 Chemicals 74 55 85 3,915 

29 Sfationery 25 $ 30 55 165 $ 28 $ 28 3,917 

Feb. 8 Wax recording cylinders 105 20 75 3,897 

0&<::.12 Typewriter supplies 804 12 0 ' i 3,720 ,3412 13 280 
, 

Transfer 28 (200) 80 
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EXHIBIT IV 

.!l.PPHOPRIATION ,riND i'~"PENDI'I'URE LEDGER 

This is a hypothetical example of a budgetary control register 

form as presented in R.~. Mikesell's "Governmental Accounting", 

revised edition 1956, Richard D, Irwin, Inc., Homewood, Illinois, 

U.S.A. Here the form is referred to as "Appropriation and Expend­

i ture '!:.edger", which means the same th'ing. 

The two year-end closing entries in the text-book have been 

omitted from the manual exhibit, hcwever, because they are considered 

irrelevant and would probably be confusing at this time. They will 

be discuEsed under !IReceipt and Expenditure Accc-unting" p',I,anned as 

a second part to this manual, wherein the operation of the double-

entry general ledger will be explained • 
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""'''' .4-2 10'" I~'B EXHIBIT Y. 

PURCHASE REQUISITION THE REPUBLIC OF VIETNAM 

DA TE 135I1ED NAME OJ:' ISSUfNG OFFICE ACCOUNT NAItIE ACCOUNT NUMIIER DE,.r NO. 

I 1 
, .... 

J 
DELIVERY I hereby cer#rlj that the requtt~fed art/des Qr~ nec~ssary /" 

DEPAR.TMENT OR INSTITUTION REQUIRED By Cire for" a ,purpose inclutl~d wl'fhin. the lxt"lf.,t!f Q('Id . 
appty:Jpl"lqflon I or otherwIse authorized for is dfrecfJol1/ 

SHIP 70 and poymen fhH'efCl"e repre5~n'h a prop#r charytf ag<'llf1sl 
DATE tht! accounf shown abov,. 

P.O. ADDRESS 

:SIgn;; aurhon'z,d agent 
l: 

,. R T. ADDRESS T""" Estim4fed COilt 

.. 'rE!:.. QUANTITY lu"''' DESCRIPTION, SPeCIFICATION OR M~""S CATALOG NUMBER ~T 
POR USE OF OFF 1CE...!!!!£L 

IiJ!QUIR~C 
-"-NO 

FOR liSE ONLY 

INSTRUCTIONS DATE RECEIVED BY APPROVED FOR PURCHAU 

PURCHASE (JF~/C~ OIU)ER PREPARJfTION 

/. Speciz. arlicles reqiJirl!d In full delail . 
Z. List nly like (temS "€in same requisfion. DATE PRICES OR 

3. Number items consecutively. 
811>$ I(ECElv~D 

f, NfJmher rl!C/uisiflOfl$ cons(!cufive/!I' Prepare in triplicate and t:~E_ CHIEF OF MArlAIAt!!; 
send copY I to purchast! office, coPy z to /i</tNaatcr, 
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V-I 
EXHIBIT V 

FORM No. A-2 PURCHA~~ REQUISITION 

It is good,practice to ident.ify each form with a form number 

for purposes of convenient reference and control. This number 

should be printed on the form, preferably a lways in the same positiol\' 

such as the upper left-hand corner, together with the quantity and 

date (month and year in figures) of the last printing. As Exhibit II 

was referred to as Form A-l, so Exhibi~ V is referred to as Form A-2. : 

Exhibit I is a chart while Exhibits III and IV, though forms, are not 

intended for processing purposes but simply as illustrations< The 

"An in the munber is a departmental symbol. Each department would 

have a different letter or other identifying symbol. The "A n stands 

for administrative. Possibly "P" for Presidency would be preferred; .. 

it is immaterial. 

The "Purchase Requisition ", Form A-2, would replace verbal 

orders, letters, informal memos, 'and is designed to efficiently 

start the exercise of procurement. In the hands of the purchasing , • 

office it becomes a practical working sheet for expediting the 

procurement process. The certificate Signed by the authorized agent 

(issuing office) puts the justification and the necessity for budget .. , 

ary compliance squarely upon him fuus developing a sense of respons­

ibility in such personnel. 

Form A-2 would be printed in sets of three copies, an original, 

duplicate, triplicate, each on different color paper. The matter of,' 

color deserves some ,thought. Two broad choices immediately come to 

mind. Should colors be associated with particular distributees, 

11-1-57 
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such as, vendor white, treasury yellow, purchasing pink, and so on, 

for all forms? This policy would tend to flag a wrongly directed 
ha d . 

or filed copy. On the otherjPwith different colors an office could 

quickly spot a missing document from a set. For example,if the 

liquidator to complete his file should have a yellow requisition, 

a blue purchase order, a pink voucher, and a salmon voucher, he 

could tell at a glance which document he lacked. The advantages 

of different colors where multiple copy documents are used becOmes 

apparent. 

For certain other forms it will be recommended that snap-out, 

one-time carbon be used~ It is not recommended for Form A-2. 

Though handy, it is still no great inconvenience for an employee 

to sli.p in two pieces of carbon in a three-part fo,rm, especially 

since the same employee would hardly be doing this with sustained 

frequency. 

;"1, 

,j 
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FORM A-j' 20M '~Sa EXHlelT 10 

THE REPUBLIC OF VIETNAM 
PURCHASE ORDER I I I 

NAME OF DEPAR,Tf-fENT NA.ME OF SERVICE 
PURCHASE 

NAME OF BUYER Po DAre REQ. NO. AND DATE ACCOUNT NAME ACCOUNT NUMBER ORDER. N(JM8ER 

I I 
INSTRUCTIONS TO YENDOR 

r -. 
f. Vendor must present in"ai~t! on standard inmice Forms fi.Jrni$hed 

To here with /n accordol'lC'tI with instructions on that form 
2. Purchase order number mUlt he ncted on t!!Qch invoice-

vO(Jcher~ on all package!> and !Jhipping tags ond in 
correspond~nc. pertaining to order. 

L ..l 3 . Submit separate In'llOice .. Voucher for each Purchase Ordf!r 
promptly upon shipment . 

SHIP TO .f. Packing list must he included with each shipment. 
5. This order repreStfntfS t:u:ceptance of your quota tiM or w,.itten 

P. O. ADDRES5 bid and constitutes fh" conrracr beffween U$. 

FRT. ADDRESS 
6. VMdor mu.t sign CcPy 2 and return <It once . 

SHIP VIA DISCOUNT ,)# "Yo F.O.S. 
A/..LO lIVED " PAID 8EI'OR! 

SHIP WITHIN 
IMTe 19 DAV$ 

liEN No. QUANTITY UNIT DESCR.IPTION UNIT PRICE AMOUNT OaSERVATION$ 

/jUDGET C8RTIf:ICATION APPROVE£) ACCEPTED
j 

Date '9 I. VI;NI>OI/f. 4. CENTR.AL ACCOUNTING 
2. PUR.&I1ASt! OI'f.:1C! is. IS$UiNll (JIqICE 

CENTR.AL ACCOUNTING ORDONNATOR yENDOR 3. LJQUIDI4TOIt 6. Jll'UR,CNAI. OFFIC, (!) 
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VI-l 
EXHIBIT VI 

FOm'l No. A -3 PURCHASE ORDER 

Form A-3 has been designed in the thought that purchase 

contracts could be eliminated, the "Purchase Order" itself constitut­

ing the contract between the Government and the vendor with quota­

tions and written bids included by reilirence. To emphasize this 

principle, provision has been made for two copies to go to the 

vendor, Copy 2 to be signed by him and returned as formal evidence 

that he has accepted the order. This step is not necessary (it is 

not used by the State of r.1ichigan) when the "Purchase Order" states 

that it is the acceptance of a written bid and constitutes a contract. 

There could be some legal differences, however, particularly in such 

widely separated jurisdictions, consequently as a safety measure the 

acceptance copy has been provided. The name of the buyer (purchas­

ing agent or chief of materials) will be typed in the first upper 

block as the person to be contacted in case the vendor has a~y 

questions about the order. The buyer will clear the question with 

the ordonnateur if of sufficient i~portance to require his attention. 

Special spaces have been included for the ordonnateur's approva~ for 

top management as well as budget cert~fication by central account­

ing. An "Invoice-Voucher" (set of 6 copies) is to be sent to the 

vendor, with Copies 1 and 2 of the "Purchase Order", as indicated 

in Instruction 1 of Form A-3. 

As for special terms and conditions, if and when necessary, 

they could be attached to Copies 1 and 2 of the "Purchase Order" 

and made a part thereof by specific reference. Such special termS 
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(not specifications, drawings, photostats, blue prints, etc.) 

should be held to a minimum and eliminated as often as possible. 

It is believed that special terms and conditions can be eliminated 

in all cases by requiring that prices and bids be submitted on a 

standard form on which all terms and conditions are printed. 

Instruction 5 of the !!Purchase Urder" then makes the written offer, 

including the terms and conditions, a part of the purchase contract. 

Written bids should be required only when the amount of the order 

exceeds a certain sum as at present, such as, 2,OOO~ or even 3,500$, 

and for these small amounts no special terms or conditions need be 

included. 

Although discussed under the comments for Exhibit I, perhaps . , 
it should also be pointed out here that the "Depense engagee!! is to' 

be discontinued entirely, both as a separaredocument and as a part 

of the "Purchase Order" (Bon de Commande). Such a report accompany­

ing every expenditure is unnecessar~burdensome work. Testimony 

not only from central accounting but aleo from his own liquidator 

should carry sufficient conviction to the ordonnateur that the 

expenditure is proper according to the budget. The ordonnateur will 

be supplied a report every month on the status of his various accounts. 

Interim figures as to any account can be furnished him readily on 

request to his liquidator from the up-to-date budgetary control 

register. This plan will relieve the ordonnateur of much petty 

detail and his exassive concern therewith. 



jtORMA'~ 2CM 1~$8 I!XHtfJlT JZ1l 

THE REPUBLIC 
OF V1ET-NAM INVOICE VOUCHER VOt/cHER No. 

I i: rc:f,!'a"'fi.!li~·:h.,~ct9) , MUST Be FILLEO IN BY VE/tooA 4. Jlf!m<tC,. Ler.:ll'e f3/anH 
l-~l1dpr I 1 

Che'llJ4> No_ +_i.lf1tJfdafor 
t~!?~:~tQr I IU.P"~rM£N1' to WHICH ~ELfilEREP Che9ue DaTt!! 

IN$TRfJlCr,ON$ To V6N&!CA 
5. Vendor MusT Fill In AS"bmtl a ~#parote mvokr lor, ",]CATION ro wii/CH O£LIV£R£O 

fu:trlt P'lI"eM.se Df'dflr. 3, p. O,No, 
IlP,..ptarf' .!//:t t"CPI.fJ 0111,,-:, AcccuntNc . .:;t!»nd"ord '10"'" ~ .:m o~ 01 
$hi~n!, 1I.-lng 'i~1J .,.. 

NAME AND A(')DR€~$ 0" Vi!NJ>()/l. (C""" ~O" """,,, An-~;"# a..r) 
f'l~_'lt!l'J"'. • vt;Nf)OA -" t:EltrfPICATfON Vertd()r ~ II1...wce No. _____ 

C. V"'natcr "V/UI1a1I/// /11 C'tII!Jh lk~:x:.fI'''IiI!l tbar the iif'm.1l1ated Mh ... , r.uo. 11'l1lO/ce bate __ ~~, ~.~' 
f)i"C'()Mf()f'~T ]QtQI, ~ 'Jfl~i"N~J?ttl'v"l;c DIY;ft/~Nq,..,_ PiJ1eotmfcf __ .... _ ,,~~ 

~ R.la,'" "ixl'!! &'CPy' qnd VENOOR /Jt'/cre 19 
,,"I1Q fJlher tiw 10 CIt"fnI .sl;i~/n9 Por'nr 

I 
! A#N;IJvn/in9'} SO/QCIt. ~, 

(-I4m1ct' ,y(.J4; SiQtf inlnlf) NtW'il19 

• 

!" : WNPCR LEAVE &@ <- c'Nf:(,k.apjlftlIHTEb iJlf,.l,tt:rl AAlQu/tfr hAI,er 
AMOUNT 

i 
~. ""., 

V,~t:I€d 101' poy_nt: 

I I J.1t.'(.JiD-"trofi. 

1= Aj7,""W;('4 (0,. f'hylnenf: 

O~OOIVNATIJI.IR i """AI. 
to. tlNlr 

11. AMOUNT 
'12, LEAVE 

'I. (JIlf6 c-~trlt Mlt:J/lIP""''''' t)/:Alfrtt:l.e:l OJII 3~ItVI(:r JleNO*~" B_QUANTlrY 9,UNIT PRlt:6 "LANK 

! 

! 

i 

I ! 

i 

• 

13, 61(0$$ TOTAL --_ .. 
When referr/"9 ro rhis f., , CASH DISCOUN T ACe<HINT NO. 
,,,voice/menTion ptJ"c:hose 

I On:le,. ar'Ja QCC;Ol/rjl rwmh4?rs 15. TOTAL AFTER DISCOUNT 
show" above 

16. O£DuCrl{JI..E CLAIM 
, 

17. Her ro PAY I ... 



• 
• 

> • 

• 
.# 

• 

VII-l 

EXHIBIT VII 

The IIInvoice-Voucher" should be printed on 81/2" X 11" good 

grade of light-weight paper with each copy in the set of six a dif­

ferent color. Since a set of six copies is sent to the vendor with 

each purchase order it is believed that the interfold, one-time 

carbon would be impractical. It is not definitely rejected, however. 

and might prove to be a bigger time-saver than otherwise in assuring 

a prompt return of five legible copies properly filled in. 

Again bowing to precedence, provision has be'en made for signa­

tures' of both the liquidator and the ordonnateur (section 6) in 

a4dition to the vendor's certification, of course. By way of contrast 

it might be of interest to know that a similar form used by t he State 

of Michigan required only the signature of the department head or 

his authorized agent, the authorized agent usually being a budgetary 

accountant who in Viet-Nam would be an accountant supervised by the 

liquidator. This is based on the principle that the department head 

is entrusted with the responsibility of maintaining an organization 

on which he can confidently rely to operate efficiently. The account­

ing service is a part of his organization, and is subject to his 

general supervision and direction. The proper checks and balances 

referred to herein make for a smooth and accurate accounting process 

for all expenditures affecting his administration. In other words. 

the department head knows that through the chain of responsibility • 

. '-,.... errors and irregularities are being .• sa::feguarded against I that anyone 
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who might be inclined toward a careless or dishonest intent is 

deterred by the competitive spirit' as well as awareness that any 

irregularity will quickly come to ~ight through the system of checks 

and balances executed by his honest colleagues. 

The vendor fills in the standard "Invoice-Voucher" form, using 

ink or typewrite'r. With ink, carbon copies are not practical unless 
, . 

a ball-point pen is used, another reason against the pre-carboned 

forms. The vendor fills in the name of the department and place 'to 

which material was delivered or service rendered, in place 1, his 

name and address in space 2, his company name followed by the 

certification signature in space 3. The vendor leaves space 4 blank. 

For space 5 the vendor fills in the purchase order number and the 

account number exactly as they appear on the "Purchase Order"., If 

he. issues his own invoice (not necessary) the next two lines are for 

its number and date. The shipping information, if applicable, is 

added. In columns 7, 8,,9, 10, and 11 the vendor fills in the 

appropriate billing information with the gross total of the invoice 

in space 13 and there he stops. 

Space 4 is filled in by either central ac?ounting or treasury 

depending upon the particular alternative adopted, as described 

under DISBURSEMENTS. The boxes: "compt", "checked", and "audited" 

• are for the initials of the employees in central accounting who .' 
perform the pre-audit functions. The object codes are, of course, 

filled in by the liqui~tor with the respective amount for each 

'object code. The total should agree with the amount in space 15, 
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the total amount vouchered in so far as the department is concerned • 

Should'the liquidator make his object code distribution before, 

the voucher is paid, he mU$t base it on the gross total. If upon 

receiving his copy 4 he learns that a cash discount was taken, he 

will have to adjust the amounts of his object codes so the total of 

them will equal the total after discount. This troublesome adjust­

ment can be avoided by deferring the object code distribution, and 

hence the posting by object codes, until receipt of his no. ~ copy 

of the voucher. 

Line 16 is for use whenever an offsetting claim has to be 

deducted from the amount due vendor, the claimant being a third party 

as well as the Government. The special procedure and special 

supplement'ary form has already been discussed under DISBURSElhENTS. 

Line 16 and 17 will not be necessary/ however, if the simplified 

alternative is adopted of notifying the vendor to pay the claim to 

'--. 

the treasury for transmittal to the claimant in order that the vouche~­

in his favor c'an be paid in full. Payment of the voucher would simply,"; 

be withheld until the vendor complied with the order to pay the claim" 

filed against his account. 

The prOVision for entering the account numbers opposite the 

amounts on lines 15, 16, and 17 may sometimes prove beneficial. The" 

account number to be entered on ~ine 15 would be the same as shown 

in space 5 so there is no need to repeat it. The account number on 

line 16 would be that for "accounts payable", "claims payable", or,,' 

something similar. The account for line 17 would be the usual contra 

account for all vou~hers, such as "vouchers payable", which would 

, ': 

. ," 
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be automatic and need no specific recording •• If there is no claim 

deduction,a dash ( __ ) should be shown in the amount column of line· 

'{;' .'" " 
~-1 

.. t: 

16 and the total brought down. The same applies to line 14- in case of 

no cash discount. If there is no discount, no claim deduction, dash~s~ 

should be inserted for 11nes l4-, 15, and 16 and the amount on line 13 

brought down to line 17 so the net amount to be paid always appears 

on line 17 to ailay the suspicion that some figure might have been 

omitted. 
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RECEIVING THE REPUBLIC 
OF VIETNAM 
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I 
INSTRUCTIONS 
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REPORT 
EXHIBIT EIZX 

8,lP{lT 9. 
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L _____ .L_.L ____________________ !R"f"C~f:./~V~/~N~.~!."~£:.PO~~R~r'__ ______________________ I 
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EXHIBIT VIII 

FORM No. A-5 ~~~~IVING REPORT 

The "Receiving Report" should be printed in sets of four 

copies, each of a different color, in an 81/2" X 11" size, on a 

good grade of light-weight paper. This form would work very well 

made up with one-time carbon. 

It is recommended that the report be typed from the packing 

list and the tally-sheet of the storekeeper or receiving clerk 

rather than be made up directly in ;lo~and. Besides requiring 

the receiving clerk's certification, copy 1 is approved by the 

ordonnateur also. The liquidator will maintain a serial number 

register for assigning consecutive numbers to "Receiving Reports". 

This is considered more dependable than trying to pick up the next 

serial number from the immediately preceding "Receiving Report", 
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~ 

eli $t/IU TO l/::JT BOTH VOl/CHEI'(:J II\' TRANSIT ANlJ OTHER ITliN4 ON REVERSE SlOE OR ON ATTACHED SHEET 
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EXHIBIT IX 

FORM No. A-6 IMPREST CASH VOUCHER 

This form should be printed on a good quality light-weight paper, 

$1/2" ··xn", in white and four other colors to make five copies 

to each set. There is no need to have these sets inter-leaved with 

one-time carbon as the form will not be prepared in volume by anyone j 

':~~ imprest cash (ca:J sse de regie) custodian.. Different factors determine 

r ~ or prompt the preparation and submission of an Imprest Cash Voucher 

." ,', such as: 

1. Time - A voucher should be prepared at least monthly even 
though no cash payments have been made. In that case 
the word "NONE" would be written in column? and on 
line 14. 

2. Number of Payments - If enough receipts have been issued to 
fill a voucher, then one should be prepared and 
submitted even though the amounts are so small that 
the imprest cash fund has been only slightly depleted. 

3. Depletion of Fund - If the fund has been suffiCiently 
depleted, regardless of the:time elapsed and regardless 
of the number of receipts issued, a voucher should be 
prepared and submitted. 

An imprest cash fund operates as a revolving fund. The amount of 

the fund is fixed by verbal agreement between the office or institution 

which is to operate the fund and the liquidator, with the approval of 

the ordonnateur and consent of central accounting. Some flexibility 

is needed in this respect so that the amount of the fund can be 

increased or decreased as circumstances change. It is the duty of 

the office in need and the liquidator to convince the other two as to 
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the amount required. A reasonable attitude must be maintained by all , 
" concerned in order that the size of the fund will in no way jeopardize 

'" 
'" 
• 

-;,t till 

budgetary control and will constitute only a minor fraction of the 

total allotments for the particular office or institution. Factors to 

be considered include: 

1. 

2. 

3. 

4. 

The size and activity of the particular office or institution. , 

The special nature of the operations of the office or 
institution. 

The practical economy and customs of the local environment. 

The delay in obtaining reimbursement or replenishment of the 
fund. 

5. The intent of the budget appropriation, &ad, the, slse'and the 
naClurecof the allotments, to the particular office or 
institution. 

A fixed maximum of anyone payment should be established by 

c,entral accounting regulation of, say, 500 piastres. Any single payment 

in excess of 500$ must be processed on an Invoice-Voucher unless 

specific eEception authority is obtained from central accounting due 

to special circumstances. 

Assume it has been agreed to give office A an imprest cash fund of 

.l 10,000 piastres. The first step is for the liquidator to initiate an 

, Imprest Cash Voucher in the amount of 10,000$. On line 1 the name of 

the department is written and, immediately below, the name of the 

office or institution (service). The custodian'S name is typed or 
" 

printed just above the department name. Line 2 is reserved f or central<~,\;, 

accounting pre-audit as described for the Invoice-Voucher. Voucher No.":;"~ , '!l~ 

means the central accounting voucher number. Spaoe3 is filled in "",~;. 
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by either central accounting or treasury. The liquidator fills in 

space 4, the account No. being the one for imprest ca,sh funds designating 

department, division, etc. by code. For period covered "ini:tiation of 

fund" would be written in. Date submitted means date prepared. There 

will be no entry in space 5. Write month and day in column 6, name of 

custodian in Col. 7, "initiation of fund II in Col. 8. Leave columns 9, 

10, and 12 blank. Write 10,000$ in Col. 11 and on lineSl) and 17. 

Put a dash (-) for lines 14, 15, and 16. The custodian signs in space 

18 and returns to the liquidator who visas and obtains approval of the 

ordonnateur. The liquidator can present his arguments for th~ need 

at this time or, in order to save a little preliminary work in view of 

'....... the ordonnateur'.s possible rejection, he could have discussed it with 

• 

him prior , to preparing the Imprest Cash VOUCher. As a practical 

matter, the office chief could have obtained the ordonnateur'S' approval 

and the latter requested the liquidator to prepare the Imprest Cash 

Voucher to establish the fund. 

The Imprest Cash Voucher is forwarded to central accounting which 
• 

pre-audits and sends to treasury for issuance of cheque or warrant for 

delivery to the custodian.· The custodian obtains the piastre~ and puts 
• 

them in a protected location such as a safe or locked file. 

Each time the custodian pays out any money a receipt E.prepared in 

duplicate (see Exhibit Xl and the payee's signature obtained on the 

original. The original is placed in safe-keeping with the remaining 

piastres, the duplicate receipt is given to the payee. 

, 7-
":t 
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.> 
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When a month has gone by, or enough receipts have been written 

to fill a voucher,or the fund is beqoming depleted, an Imprest Cash 

Voucher is prepared by the custodian for reimbursement of the fund. 

, . 

The receipts are listed in columns 6, 7, 8, 9, 10, and 11, the total 

amount of payments brought down on line 13. The amount of cash left on ( 

hand (by actual count) is entered on line 16. Then lines 13 and 16 

must add up to the 10,000$ entered on line 17. The custodian signs on 

line 18, keeps the fifth copy and sends the other four, with the 

original receipts attached, to the liquidator who processes as before, 

although now he must summarize by object codes in space 5 and make 

entries in his budgetary control register. He should do this before 

copy 3 is returned to him because he has not been able to enCumber 

this obligation he:rGtdfbre and there is no possibility of discount as 

in the case of the Invoice-Voucher. It is important to record obliga~ 

tion encumbrances as soon as possible, 

Should the imprest cash fund (revolving fund) have been an 

appropriated item, then the 10,000$ establishing the fund would have 

been recorded in the budgetary control register, It has been assumed r. 

that central accounting was appropriated a lump sum for establishing 

imprest cash funds where necessary. The original amount of the fund 

is rather in the nature of a loan, the actual expenditures occurring 

when payments are made out of the fund. The fund must always be 

accounted for in full, by cash, by receipts, by uncashed vouchers, by 

vouchers in transit, or by some combination of these. On later Imprest.: 
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Cash Vouchers,lines 14 and 15 will probablY come into use, line 14 

, when vouchers are in process but reimbursement has not yet been 

received, l1ne 15 when payments are made as the voucher is in prepara­

tion and cannot conveniently be included, etc. 

• 
.. 
• 
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FORM ,4-1 10M /-:18 

THE REPUBLIC 
OF VIET-NAM IMPREST CASH RECEIPT 

I. Receipl #l..Imber ______ 

2.0a/e 

J Received 01 

., (!Vo,.,.,t> of {)cparfn?8't1f and Service} 

Z 

" From fm"ores7 Cash F"nds For' ~, .. _ ------
, (Complete exp/ona!ion I7'1()'S! be given c6cve) 

• 

6, wsoeotl 8. Vendor 0._ : 

I 
I 1-

7111. __ 9. /:Jy __ ... i 
Ch!4l'f <if Sf!r"h:~' (S'!In<71ure of perScn rece, .. iIJ9 jltltMt'1 

'-

: 
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EXHIBIT X. 

FORM No. A-7 IMPREST CASH RECEIPT 

This is a companion form to Form A-6 shown as Exhibit IX. 

This form should measure about 7.~1I 'X 3.6" in accordance with the 

model. Although the form is to be prepared in duplicate. different 

colors are not necessary. Both the original and the carbon can be 

on white paper, the carbon copy being furnished to the payee. There 

are several reasons for furnishing the payee with a copy of the 

receipt, one being its potential value in the post-audit process. 

The item numbers are included for ready reference. Item 1 

is for the serial number ass'igned by each custodian who should 

number every one of his receipts in Consecutive order from 1 up. 

Item 2 is the date the receipt is written. Item 3. as self­

eyplained, is for the name of the department and service. For this 

insert a rubber-stamp, which could be used for many other purposes 

in the office, would prove handy. A supply of the receipt forms 

could be stamped in advance at one time. Item 4 provides for 

writing out the amount as well as showing it in figures as: 

4. One Hundred eighty-five and 50/100 ---PIASTR~S 185150. 

Item 5 is for a complete description or explanation of what the 

payment was for. Item 6 is for the visa of a responsible employee 

other than the custodian with the employee's title or function 

written as item 7. Item 8 is for the name of the vendor with the 

signature of the officer or agent actually receiving the money as 



item 9. Every imprest cash receipt must be signed by the person 

who receives the money. 

Each receipt is listed on the Imprest Cash Voucher, Form A-6, 

as described in the text for Exhibit IX. The ori.ginals (first copies) 

of the receipts must be att·8.ched to the voucher when it is submitted 

for reimbursement. After sound post-audit procedures are established, 

it might be desirable to discontinue attaching the receipts as dis­

cussed further in Section F. ' 

The economy to be achieved through the judicious use of the 

imprest cash fund in paying small b,ills ,should not be overlooked. 

No matter how simply it is dor.e, processing vouchers (or !"-andats) is 

a co stly process. Certain s&feguards, however, must be enforced to 

prevent abuse, consequently these instructionS must be carefully 

followed. Any custodian making a single payment from the imprest 

cash fund greater than the maximum designated by central accounting 

(see text for Exhibit IX) will be reimbursed only for the maximum 

allowed and he will be required to pay the difference personally out 

of his own pocket as a penalty for ignoring the regulation. Special 

exceptions, as to larger payments permitted, will be deSignated in 

\'Titing~by central accounting for a particular fund as circumstances 

justify. 

11-1-57 
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EXHIBIT XI 

FORM No. A-a EMPLOYEE EXPENSE VOUCHER 

Instead of a special voucher limited to travel expense, it 

was decided that a form of broader coverage would be more practical 

for the Republic of Viet~, hence the Employee Expense Voucher 

that covers all expenses reimbursable to an employee, not just 

travel expenses alone. 

This form should be printed on a~~ X 1111 good quality, lilt! t­

weight paper, preferably a different color for each of the five 

copies. It is believed that, since the employee is required to 

prepare the form, interleaved one-time carbon will produce more 

satisfactory results. 

Although it is readily apparent, it might be advisable to 

point out the advantages gained in using standard pre-printed forms 

rather than plain paper or the creditor's form. 

1. The desired number of copies are always prepared and 

available, no more and no less. 

o 2. The information needed is uniformly provided for enabling 

each creditor each time to present his claim in a complete 

and satisfactory manner. 

3. It simplifies the preparation of the claim form and there­

fore will accelerate its presentation. 

1+. It Simplifies the processing of the document by Govern­

ment employees since the necessary information is called 

for in specific places on the form so that any omission' 

is readily apparent without having to search for it. 
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Consequently, though the cost of furnishing the standard 

forms is an added Government expense, this expense is more than 

offset through increased efficiency (man-hours saved) in process­

ing and in other ways. 

On Form A-a, the names of the department and service are 

written in space 1. The name and mailing address of the employee 

are either typed or printed in space 2. This is for the purpose 

of delivering the cheque. Employees in Saigon should show their 

working address so their cheques can be sent to their office for 

delivery. The title or function of the employee is written in 

space 3. Space 4 is for the employee'S official work station, 

space 5 for his home address. These facts are frequently essential 

in determining what expenses, if any, are reimbursable. uhol:lld 

knowledge of an employee's family status also be necessary, this 

information must be set forth in column 11. 

;,,-Space 6 is not filled in by the employee. The dates requested 

in space 7 must be filled in by the employee. If he does not know 

the account number, the employee can leave blank for the liquidator 

to fill in. The liquidator fills in the object code breakdown~ for 

use in posting to his budgetary control register. Space 8 is for 

the employee's certification and the liquidator's visa. This form, 

therefore, will replace and eliminate "the liquidator' 5 statement 

of amount due employee". 

Columns 9, 10, 11, lZ, 13, 14, and 15 are for itemizing the 

nature, justification, and amount of the reimbursement the 
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employee claims. In case of travel expenses, the places from 

which the employee departs are written under "From" and his destina­

tions under "To'! both in Col. 10. The reason or authority for 

making the trip is written in Col. 11. The costs of the transporta­

tion? lodging, and meals, but not in excess of the maximum allowed, 

are entered in columns 12, 13, and 14 respectively, with the total 

expenses for the day in Col. 15. Do not enter expenses other than 

travel on the same line with travel. In fact, it is advisable to 

report travel expenses on a separate voucher from other expenses 

and allowances. When reporting other expenses and allowances, 

ignore the separation lines for columns 12, 13, end 14, and use all 

of columns 11, 12, 13, and 14, for justification. As stated, the 

total of the voucher is brought down in space lb. 

After filling in as described and certifying (signing), the 

employee peels off the fifth copy with its one-time carbon and 

passeS the first four copies to the liquidator. The liquidator 

reviews, completes his part of the form. I~ the employee has not 

prepared the form properly, the liquidator returns it to the 

employee with instructions, verbal or written, or completes or 

corrects it himself. After satisfying himself as to the correct­

ness of the form, the liq~dator assigns a departmental voucher , 

number, records the expenditure in his budgetary control register, 

visas, and passes to the ordonnateur for approval. If the ordonna­

i&l:!!:.'s delegate signs (this applies to all forms) then the word ftFor" 

should be written in fronto! "Ordopnateur" by the delegate, and, 
, 1-. 
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~.... of course, the delegate's signature must be authorized for the 

( purpose. Upon return from the ordonnateur, the liquidator files 

Copy 4 and sends the first three copies to central accounting. 

In a few days he should receive. the cheque for delivery to the 

employee with Copy 3 of the voucher shOwing the central accounting 

voucher number, the cheque number and date. 

;t 
,.,if, 

, " ~ 



.' 

FORM ,4-(1 Ie M /-.118 

QUOTATION 
(NOT AN ORDER) 

THE REPUBLIC 
OF' VIET-NAM 

IAlST'lUIC'TION.$ TO VliNOOR5 
<:N(1tRtlCHf mvsJ" H. 1"/tfvl"".d 

/1:,4 
o./i~'fI re,.~;'ed 6y: 

0..'" 
Fill t>J <()m~'#I¥ 0I<f ~kuw i 

""/1/1141 Ie ""I't. PUl"dJ,(~$c 
o la.lIHp~f~avt'fd~ 
Slril'ht.out "It/PM #7' iN' 

PGI.IIIERY 6ft/ow.lf fAHIt.6l., 
fa g::oI'e,,.durn till! cCflf'''fI 
WI .r/oh'mtNff 10 #tqt !lffef. 

<>VANTITY: UNIT 

: 

RETVJffN CV07:4TION TO.' 
. MMw #mil Ad'*s1/I ¢7 Dffllu"'I'H1*""r 

NAME AND 40DAE,s.$ 0): VIIN(JOR 

t¥/vE COAfPJ.Sr£ OE5C',RIPrtOIll 

I Re9I.1e,,; /}o. 

i Oute ]'.s.:;v~d. 

Thi" f01"1n /,'j Used wilen 
sealed Jil¥'.s are ~ 
"~9"IMd, p,.epo,.~ 
COPI"es, .:lena I and 21"<1 
vll.#ft.?(U'·, /1' 81t!Q/!ul bids 

,art! I"o;putr&r, we;::c,.", 
4-/0. 

VNlr AMOUNT PAu;'$ 

$ 

! 

i 

TOTAL 

Prices "voted are f': 0.8 _____________ ... _/ t)/scovnt 01. ____ % u//owt?4/f 
;Jqyt11e"t /$ mad. wtlhl,, ___ dars from alate of .lmt'olce ~ YOUlC"itt'r. 
SltipmMVf)eliv .. ry ""i/I be ",,,,,de frQ'" ______________ wlllll,, ___ d"'r-
alfer ,.ec~i"f 01 order. 

By ~~~_~~~~ __ tJql" ___ _ 



EXHIBIT XII 

FORM No. A-9 QUOTATION (Ner AN ORDER) 

This quotation form is provided for use by the various depart­

ment purchase offices to facilitate the obtaining of quotations 

from potential suppliers in'those cases when sealed bids are not, 

required. If sealed bids are required, then Form A-IO should be 

used instead of this form. 

Form A-9 should be printed on a good-quality, light-weight, 

white paper. There would be no advantage in using different colors 

nor in providing interleaved, one-time carbon. The standard' 

81j2.l' X 11" size should. be used. 

Sufficient copies of Form A-9 should be prepared to provide 

two copies for, at least three (if possible) vendors, plus one copy 

to be retained by the purchase office. The names.of the vendors 

from whom quotations have been requested should be written on the 

purchase office copy. Of the two copies each vendor receives, one 

should be completed, including signature,and returned promptly to 

tr.e purchase office. The other ,copy vendor retains. Quotations 

may be obtained by telephone, when necessary and permissible, and 

confirmed by means' of Form A-9. 

When it is determined which vendor is to receive the award, 

• 

a Purchase Order, Form A-1 is issued. ,All completed (signed) copies 

of the QJ,otation should be attached to the purchase office copy of . ,; 

the Purchase Order with the I,!uotation receiving the award, first in " 

.J 
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order, that is, immediately below the Purchase Order, with the 

others following. 

In preparing Form 9-A, the purchase office fills in the blocks 

at the top and the lines between, showing: 

Date quotation must be returned. 
Date delivery is required. 
Name and address of department requesting the quotation. ' 
Name and address of vendor to whom the form is sent. 
Request number (should be serially numbered by each 
purchase office, starting with number one at the beginning 
of each fiscal year). 
Date issued. 

In addition, the purchase office must fill in the first three 

columns, describing specifically what is wanted and in what quantity, 

unit of count, weight, measure, etc. 

The remainder of the form is filled in by the vendor, that is, 

the unit price, amount, total, and all information indicated at the 

bottom of the form concluding with the vendor's (firm name) sign-

ature, and date. 
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,.cOJ(M A 10 10M I~S8 E)(H181 T ZIII 
THE REPUBLIC 
OF VIET-NAM INVITATION, BID AND ACCEPTANCE 18: 

IiIIQ NVMlJER 

NAME ANP 4t:)I?IlESS OF .o£PA,qrM£I<'T QP6"NIN6 ~fL "''''iii ,."gfJIH 

SEALED 8;C5 ;IVP/lPliCAU WILL 8£ RECEIlIEIJI"OJ< PUBLIC OPENIN6 BY THE ABOVE NAMEIJ I:)EP"'RTMEIVr,AT THE "'()IU1ESSSHOW~ (/1IIT1l THE I)ATE 
4#0 HOUR Ol: OPENIN6 srATEJ) A80VE./ FOR THE PVRCH4..::E OJ: THE. MATERIAl... AlvO/OR SERVicE .:JPI!CIPI£f) BELOW IN SEC. /, A,u. 81DS MUS". 
BE ON n-ll .. ::; FORM. 7);£ 81Ct NUM8ER, rH£ PArE AN!) HOt.l;;'/ Or OPENING, STATE/) ABOVE.! MUST aiif' PI.41NlY MARKED ON mE ourS/DE olft 
THE SEALEP ENVELOPE. THE OE'PA,,'TMENT RESERVES THE R/(THT TO REJECT "iVY ANI) ALL BII}S) TO ",C'::£oPT" PARTS 01" BIOS. 

$£C. 1 IN\/{'(A TO BID SEC.,2Q AMOUNT' or 810 

U~;f Price IT ~Net rota; 
Item ""I ov"nflf"IU",i jn 

I . 
1 ,! 

SEC" ACCEPTANCE 8Y THE REP()t:JUC OF VIET-/IIAM 
Accepted os 10 /#~ ;'/~ "'umber"" ¥ -:---c-:--.-,-c:------ccc:-.----..,---, 
Th~ aC:'::EptfAn ... :t. ollne Ilem or tltfms i~;t:aleq cl6(J¥e' con.:;7ifvte6 a ct:lldra<:! 
tJefwel1n The Rep461u.: 01 0d-Nom dnq 'lte .:rl!/Ier ("/dd~r . .' wltcse na-Hle 
oppetlrS 1t~l"td)n .. A Nmf,rminy p~,·cj,<7se O;«4t>,. will tJe ;J5t1~d. 

"P;;t. at:'c~pted Ordonnq!eur 

'--

,sec .. 2 BID (Bidder .nus t $i5l" 1/1 in/( De/oW') 
In con;pliant:e W't'11t 'lte oiu;we ./nv/!cl/cn fo,.8ul,5 and .:wbject 10 all the 
¢,r,;mq/Jions tttel'"et.d..l lite (.o1derJ'.9net<! c;rers ,.;nd c-gret:" !6 "ell Qnaloleh·~ 
Qn't or ull of lir ... item..!J fo,. wi .. ch prices a" 9UO!'d"" 41 lite prIce Je/cppculf~ 
eac;/'I' /Iem J sv'v".pd cnly 10> OCCI?I"'ql't<:e .. 

B/dw~r _________ _ D<?le _____ _ 

Bo/:--------------------==== AJt:lre$s 77t1£; II --------

-·---~--I 
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EXHIBIT XIII 

FO~1 No. A-IO INVITATION, BID, AND ACCEPTANCE 

This form is used whenever sealed bids are required. In 

contrast, Form A-9 is used whenever open quotations are necessary. 

Form A-10 is designed as a triple purpose form, combining the 

Invitation to Bid, the Bid itself, and the Acceptance of the Bid, 

all in one document, which makes for a sim,lified and an accele­

rated procedure. Even though this document comprises a purchase 

contract in itself, nevertheless a confirming uPurchase Order" 

should be issued for processing purposes and to maintain the 

inclusiveness of the purchase order system. 

The form should be printed in all white copies (no sets) on 

standard 11" xgy2" good quality, light-weight paper. Three , 

copies are sent to each prospective bidder with one copy for 

central accounting and several copies also prepared for the 

purchase office <file in the event the acceptance is split between 

two or more bidders. The one copy for central accounting is sent 

at the time the Invitation to Bid is sent to vendors to enable 

central accounting to have a representative at the public bid 

opening should it so desire. 

To prepare Form A-10, the purchase office ~ypes, in the spaces 

in the upper part of the form, the date issued, ~he name and 

address of the department calling for bids, th e bid number, and the 

date and hour which have been set for the opening of the bids. 

Section 1 is also filled in by listing and desaribing exactly 

1-"'1 

. ':{{ 
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, the material and/or service wanted and in what measure or • 

, . 

• 

.. . 
: 

quantity. The bid number is assigned by each department's 

purchase office in numerical sequence beginning each fiscal 

year with number one and adding the two-digit departmental bud­

get account code and the letter B (for bid) as a designating 

prefix, such as, B-10-l, B-10-2, B-10-3, etc. The letter B can 

be printed on the form itself so it will not be necessary to 

write it except where reference is made to a bid by number. The 

letter prefix "B" is to distinguish Bid numbers from Purchase 

Order numbers • 

~fuen the prospective bidder receives three copies of Form 

A-10 he enters in Sec. 2a the price and amount opposite each 

item on which he desires, and is in pOSition, to bid. In Sec. 2, 

the vendor types or prints his business name, signs his own name 

below in ink,- adding title. He also shows the address of his 

bUSiness and the date of signing. Two copies are sent or taken 

to the department requesting the bids, in a sealed envelope 

plainly marked on the outside with bid number, opening date and 

hour. 

The accepted items are indicated in Sec. 3 on both copies, the 

acceptance date is writte-n in, and the ordonnateur adds his approval 

Signature. One copy is given, or sent, to each bidder having 

accepted items. Should the ordonnateur delegate a deputy to sign 

in his behalf, the delegate would write the word "For" preceding 

ordonnateur. 
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FORM A-J/ 5'" I-58 EXHiBIT XI!? 

THE REPUBLIC ADVICE OF CHANGE IN PURCHASE ORDER 
OF VIETNAM 

ADVICE OF 
NAME OF SUYfR DATE ACCOUNT NAME ACCOUNT NUMaER PUIU;HASE ORDIiIf No. CHA"'6E NQ. 

I I I I 1 
I --, THE REPUBLIC OF VIETNAM 

NAME 

AND 
AODIlESS 

DEPARTMENT OR 11'i5'T1TUTION 

Oil 
AaDR.l!~ 

VENDOR 
INS'lRUCTIONS TO vEIllOO,lt : Keep origina!, C(;P~ 2 mi.tst 

L .-J be si'1ned by owner, partner, 01" responsihle 0 icer in 
lower righf'hand corner and relvrned af once '1'0 
purchQse office of deparfment shown ahove. 

THe PURCHASE ORDER INDICATED ON THIS ADVice IS HERE8Y CHANGfD AS sgr FORTH BELOW 

NET INCREASE 

NET DECREASE 

FINAL lJlsrRIiiWTWH BUDGer C~IIT'FICATION APP:ROvFl> Ac.knowledged (.Jnd Accepfed for 
i. VendOI 4. centrQl Accounfing Yel1dor: Date 
2. Pur~hQse Offtce $. Issuing Office 
J. liljuldafor 6. Purchase Office CENTRAL ACccurnfriG o~£>aNN,4l'Ii!UA' rlTI F. : 
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XIV-I 
EXHIBIT XIV 

FORI'! No. A-ll ADVICE OF CHANGE IN PURCHASE ORDER 

This form is used by the departmental purchase office to 

supplement the original Purchase Order itself whenever the need 

requires. After a Purchase Order is issued and before delivery 

of the merchandise is made, or even subsequent to delivery, 

changes come to light which were not apparent or for some reason 

,fflre overlooked before. It is difficult to enumerate the many 

causes necessitating the use of Form A-II, they are so many and 

varied. An increase or decrease in the quantity of an item is 

frequent. Or a change in specifications of a particular item 

may come to light but the article is greatly needed and the 

substitution is considered to be acceptable, at the same price 

or at a higher or lower price. And so on. \fuatever the reason, 

it is easier and simpler to issue an AdVic~fchange in Purchase 

Order than it is to cancel the original order and issue a replaoe-

manto 

Since the original order waS accepted by the vendor, it 

is necessary to have the vendor accept the Advice of Change. 

';'he need for the Advice of Change is usually worked out verbally 

between the vendor and the purchase office with approval of the 

ordonnateur when required. Then the Advice of Change is issued 

as a sort of confirmation. It obviously is not good practice to 

surprj;5e a vendor with an Advice of Change, especially it it will 

cause him extra inconvenience or expense. He should at least be 
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notified by telephone as to its necessity. The Purchase Order 

which he received in the first place is a contract and cannot 

be legally altered without the consent of both contracting 

parties. 

The preparation of Form A-II appears to be self-evident 

with the original Purchase Order as a source for most of the 

information needed. The advice of change number is in relation 

to the original order only, that is, for each order the first 

advice of change number will be one, the second two, and so on, 

as necessary, starting with number one for each Purchase Order 

on which an Advice of Change is issued. For example, the first 

Advice of Change for Purchase Order No. 1232 would be one. Also 

the first Advice of Change for Purchase Order No. 1249 would be 

one. kna so on. 

If there is a net increase or net decrease in the order, 

the exact amount must be entered on the proper line in the lower 

right-hand corner of Form A-II. Both the liquidator. and central 

nceounting muse make an entry in their budgetary control register 

in the event of a monetary change or a budget account number 

change. If changes are limited to phases affecting only the 

internal organization, such as a budget acc'ount classification 

.~ number, no copies would be sent to the vendor. Otherwise, the 
• 

distribution of copies would be the same as for the Purchase Order. 

" • As a usual practice, therefore, the processing flow and the 

distribution of the various copies of Form A-II will be the same ': 
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as for the Purchase Order. The form should be printed on 

}l" x 81/2" good quality, light-weight paper. asSembled in sets 

of six' (with inter-leaved, one-time carbon) in the same color 

combination as the Purchase Order sets. The blank rectangular 

block in the left upper-half of Form A-ll, like the Purchase 

Order, is to facilitate the use of a window envelope to save 

retyping of the name and address of the vendor on a plain envelope • 

f "'84 
. ~~~~ 

... ",,( 



PO'!M A - 1:2 10M ;-S8 
'E )(HI8IT .:zy 

'-.. THE REPUBLIC PAY ROLL VOUCHER OF VIET-NAM IIollcher #0 • , 
1. ';,a4u,"*,,, : 

f)",k I Z. Cfl#!FII"a14t:'t!oQ"ft*.? j}IPARf'MiI/IIT 
8I1D"irl4~cI · 3. 2 q ;ara-fcv- Pt1";~Jf!# C4V.".a' : , •. ,/r;',."H! 84AI""" F,.OM 

$. ~V .. ·1.s6'YiCr .1/"""1'*'" SERvICE I 
tf. L"y~"dll1l'" 

To 

Co_ft( C"elWd Aud,y.t:I 
2. / h~""&9 C'''//!i ,lterl "'~ P*",4CIt614J'ttu,( Dn!AI1' ctHQ ehed payroll/ 1:11' S"M'I'1Q,.,'re':; 

~#/DW Q"" t/lQrltC,. .. :r~a' (!-,PIQ~'~' 0; I"~ P"'~IWI",tillltra"d 6'."11'1'<:_ sAo_ QHfo'''). 

! 

ffia/ t1r. ,'SPII.:1r'y#! t/lMOUHt.s <11'*" &'O""".~"qHq //',,1 /JfI~,,".pfllJf.nl "",,,,0,l"'e,-
cJ,a~$es 0'$&1/;'1/ ~ Rt!Jf)IJo//c 01 t1~/~Alt:U'" "'''''.1'''' CfJJt#fl.,.-ltrallol"l 

I I Ce"I7Q! If:C(}",nrl 
Chief QT---Sg,..v(ct/!. 1..'",(Jidaror O,.donnch/!'wr 

I /iuu·.Jr cf'!I'llll'y 1/'<71 lite c/~sJl/li':-41"OH am:; putt "Qt~6 cflluuse ,""'''OH$ WhQ o,.e fII$/IItI"!V'flt!!,q ,,, Iht! Civil 
tS"~Yli:e o!1he 1?t!~u6/'4! c; l//tt'·/VQJiI'I, UHa" witO.:ntl!. ,IfIQll1t26 Q"~ hcJ# .s/I"',ek.e.n ~ rluf o/IJ~Jltleq' ~ r,dl, 
&o*"O;J1It 10 ~ IU/fye btfCH ~"J*#(f/e d ~ Cdhl"",."., 10 Me "p"O ",/,s/CHI (7)r 1;'(;1 C?",t SHrll'l~ lows i!!T#f J<f'49H1q/,'o".,. 
lAa hq*tt.1 <JI"I/'el'" ,.,./10"# a"t: c61-/-/fi'ed t>h "It., 6Q31'8 01 Me "_I""e •. 'NI"I'C/r,'Oh or ~e J,.QQ' oI'JfIIe~~J# 
cewefliVJdP'. , 9f ,0,;."",,,,,,,,, <>f 0",,18_Vlce 

• !V4TU'!£: OR Ct4S51FICATION ACCOUNT NUM8!: Ii APDl'T/ON.5 ANGi 1"01"AL ;4ND hE,. 
D6DUCrION.5 A MC(lNr 

· f. Eled,ul <",<f/f,,,,,. R",,/f/I'J!? Ofli<:/",I.s OOOOODOO I $ , 
2. 84,s"C Sa/tN"'¥, , 1 1 1 ! 

3. 41!0wances 1 1 1 :2 

.,.. RlIlp,e.:sanfah<>n Allowance.:s 1 1 1 :5 

I'-
IS. 

6. Comm/s/JIOl'Jfiu:l Person".; 

7. 8<u,;<: So/qrfj" 1 , :I. 1 406,974.04 
: 8 f:"anu'/tt AllowO"HC.,.:s , 1 ~ ~ 1o? fI,3:; 1. ~ 9 

9- Cost 01 L;vil1!1 4//oWO/ltCe6 1 124 287.400.00 

10. O/-j,e~;If !lowQnc,.!' '~2'J <1,800.00 ! 

,1. 
f:2. P."'scnm.1 

13. eltU,'C Sa/q,.y 

'4. ;::-':UHtiy ,;fI/oWDIJIIC#4 

'!l. Costal L/viH!J 41;owo"c~ 

16. Ollt.,. A/lowQlfce8 

17. 

I 18. 

f9. 6':0.., Ar~ 852,$2$133 

20. 

• 21. £Jec:t'I.p:llcH ~ 
< 

E;t.tplo¥e~$ R~f,"'elW'nI C<1Ht,../&uf/on (,I;J~VII'we) (CD""") 24,1' ,,'31 22. 

2'. Olht/ll'" ~ ACcDUnl., I?l!'ct!/vQIJle (Ced.) "f,74:; .78 
, -_ .... 
• 2~ . Of".'" . 

25. Ol/tel' 

26. Sfa..,p r""f.:!tt (Reve"".) (Code) 1,6$6.40 .JO,8/~lf' 

L- 21'. p""cI."I' AI.I 7<J141 
'821,7()918 4 
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XV-I 

EXHIBIT XV 

FORM No. A-12 PAY ROLL VOUCHER 

Form A-12 is printed on 81/2" x 11", good quality, light­

weight paper which would not re;uire one-time, interleaved carbon 

since each department or service would require but the one six­

copy set for each of its two (one paid by cheques, one paid in 

cash) monthly pay rolls. The distribution of the six copies are 

shown on the voucher and different colored paper for each copy is 

an aid in.distribution • 

Because of numerous allowances and deductions it appears 

impractical to put the pay roll itself on the face of the voucher. 

Form A-12, therefore, has been designed as a budgetary account 

classification processing summary to which the pay roll, Form 

A-14 (see Exhibit XVII) would be attached in complete support and 

made a part thereof. There is a question as to whether the cer­

tifications on the Pay Roll Voucher should be duplicated on the 

attached pay roll. Although provided for, they could be omitted 

with propriety since· the certifications on the Pay Roll Voucher 

relate to and cover the pay roll itself. 

The account titles listed in the ,,'Nature or Classification" 

column can be printed on and made a part of Form A-12 once they 

have been definitely conformed to the budget account classification 

schedule. The listing now sets forth what is considered to be the 

correct presentation. Note that the "employee's contribution to 

the retirement fund" provides for the basic salary amount to be 



• 

• 

, . 

XV-2 

charged as a gross figure with the 6 % ccntributicn by employees 

deducted as a revenue item. In the budget document, the basic sal­

aries should be included gross and, in addition, an a~ount equal to 

the employees' to/c contribution would also be a budgeted expenditure 

to provide for the transfer payment to the Civil Pension Fund. The 

amount of the 60/0 contribution deduction would appear as revenue to 

offset the transfer payment expendi"ture. This complete showing of· 

all part s of the transaction reflects the time ci rcumstances. Both 

expenditures and revenue are stated in full and proper emphasis is 

given to the highly significant fact that the employees do indeed 

make this contribution. 

Figures from an actual pay roll are shown in the last two 

\- ccillimns to illustrate how Form A-12 would be filled in in actual 

practice, using for each particular pay roll just the applicable 

lines. Seldom would all the lines on the form be used at one time 

,but enough flexibility is provided to take care of 2.ny specific pay 

roll. For example, in case of the military, lines 6 through 11 would _ 

be used for commissioned officers, ~ 12 through 18 for non-

commissioned officers and enlisted men, plus whatever lines for 

deductions are needed. The necessary descriptive word would be typed 

in the first column on line 12. The only object codes that are pre­

printed on the form are those on lines 2, }, and 4. Object codes 

for other lines are typed in as needed. The remainder of the budget 

account classification number need not be repeated except where it 

changes as in the case of deductions. 

11-1-57 • 
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The processing of the Pay Roll Voucher would be similar to 

that ,for other vouchers in the main. In the case of employees paid 

by cheques there would be a cheque for each employee, the aggregate 

amount being in exact agreement with the voucher net total, rather 

than one cheque for the entire voucher. Or one master cheque could 

be_issued in the amount of the voucher net total and deposited in a 

special pay roll account. Then special pay roll cheques would be 

issued, against this special pay roll account, in favor of each 

employee for his respective net pay. This latter alternative provides, 

a circumscribed control that has proved to be highly advantageous. In 

• the case of employees paid in cash, only one check would be issued in 

'" f 

the amount of the voucher net total with which the pay roll funds are 

obtained for delivery to the individual 'employees. 

1,1~1-57 
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; QUARTERLY REQUISITION FOR BLANK FORMS 
THE REPUBLIC OEPARTMENT INsrlUICTIONS 

· OF VIETNAM P':~PQ,.e 3 c,opr"t!s In ,,,k 0,. IY'p,,"wr,iEo,., 
Sig " LOPf" / In ,,,,, _ Se"q-cCI'7/es / and 

1. ern/ro/ Acco&"lIin9~ Fo,.".,s 2 10' C e~drQ/ -1ceou"It;'!l1 r~h1.s 
O/$/,./bulio" Se~/io" . OI3/~hfuI70" Section, Sozo" . ....".1'01" 

2. Dilto, ro,.Poelt","y Li41. Ccl'7j'.!I. SuiJ;nt'IJon. 0 'P'" t~ Jul, '0 
3. Li94'ICTO!O" ~eIQI;'5 Oct. /10,. J4'ct:t!e.::hny 94't:,,4~,... 

SJ,lp 10 Please ,shiP 9van//t,e.s 01' .6lo,,;If 1O"'n'7.:t' 4S /"~Mkd 
])epo~fmen' oe/ow. ~uQ/7,1,i'/e.s r~p~~.st~Q' do hoI e.t"ceft:1'esltiM:I/~d 

Aa'ct~es.s re9U,;'emen/'.:J lOr/he 9uo,.te,. ~Ad'''9 show". 

-
CJuo~fil''' £"d/"fI PQ)'r P_J't: P~r"Q'ed 

Si'g'1ea 
2/quida"}Q;o 

• SLANt'( ~ORM4 F~NN/.sHE" WITHOUT C#A/lG£ BY CENTRAL ACCOv/VT/Ng £JI.tjI£CT/O/V 

· ~7}' E$:':;';i/~: ,-"u::"'"'Y fiJ-~f'''~''' Fa,.,., #0. ro~", N~"" /,s,U' U"a$~ N_d ,Il'~r~.Q' 

A-I Budgefqr¥ Con/~ol R'!I/sler Sh.~r 

A-2 Pu~chQ..,e R,9",,/s//ioH ,oqd (So .s"~J') 

A-J Pu~r::haJe Or.::7l2~ Pk9(.2~ .sl!f5) 

A-4 /"yo/ct>· {/OVCh*l," PKg(2; s,/~) 

'--
A-5 R~ce/'Y/"g A'tZpo,.r Pk9 (2~ SJ!>ts) 

A-6' l",p~e.51 eqoSh j/o~t:""'''' P-+'9 (25 s.fs) 

A-7 .t".,p,.Qsr CaSh .ReeelPI ,otfJla'(Iooshllt!/sJ 

A-B Eh1ploy~#! Exp.n4e J1u"'~"IB'" PtY9fZS sJ!>ts) 

A-9 ()uo'i'en'/on (/VoT Qh O,.d'~) Peu;{(taD sht!~'J 

A-TO .J'nvli'at/on~ 8/d." and .4cC'.I"J"on~ii' ,t'qdfSosh_" 

A-lI Advll:. of Chan.ge In Pu"clra,J~ Ord~'" Ptf"pf..?55.ls) 

A-/2 Petf' ~o# J/ovc"~r PA""r2s SJ!>t5) 

A -T3 O"o"~'''/f' ReS1.tll''''Ii'"IOh 10,. 81"nA" FO~,"J P~.:7(.2osht!,I.s 

, 

• , 

Ofhel' fOl'ms known 10 he ava/lable 6ul no-/- /ls-/-ed For CelPfral ACCOlin -/-ing IIsl! OIP~ 
are fo De written In on blank lines. Small qvonfifies 

PacKed By ~ used CQn /;e ordered for 6 mon-/-hs or a !lear. In each 
stich case, rhe cruontdies shown rol' Esfimaled f?t,tarler/y 
V30ge ,sh"uld be marked: "6.410. >I or "I Yr iJ. lJote 
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EXHIBIT XVI 

FORNi No. A-13 ;JUARTERLY REQUISITION FOR BLANK FORl",S 

Some sort of form control is necessary in order to have an 

idea as to the quantity of the various forms used, on hand, and 

re:uired. Form A-13 provides this sort of tab in a rather simple, 

informal manner. At the same time it presents a systematic and 

co~venient procedure to enable each department to make its needs 

known to the forms distribution section of the central accounting 

direction. 

The blank forms proposed in this manual should be furnished 

free to the various departments by the central accounting direction 

if the latter's budget appropriation is sufficient to absorb the 

cost. If the necessary appropriated funds are not available to 

central accounting,then, until they are, central accounting will 

[:ave to make an inter-departmental charge for the cost of the form", 

assuming they will be first charged to central accounting until the 

forms are distributed out to the vQrious departments. 

Form A-13 should be printed on 8 1/2" X II" good-quality paper 

and assembled in sets of three, each of the three sheets a~ifferent 

color. Since the form will generally be issued once a quarter by 

':: each department, precarboning would not be economical. 

The three copies (original and two carbons)of the Requisition 

should 'e prepared by each department in ink or typewriter each 

quarter and submitted to the forms distribution section of the central 

accounti~g direction on the first day of January, April, July, and 
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October, for the quarters ending !',arch 31, June 30,' September 30, 

and December 31, respectively. However, emergency Requisitions may 

be submitted at any time for a supply of new forms or for a given 

form, or series of forms, when conditions arise making it necessary 

to re-order before the next regular quarterly requisition is due. 

In either case the "Estimated Usage Colurnn", the Hi,luantity on Hand" 

column, and the "Quantity Required" column must be filled in. 

Quantities shown must be in units of "Pads", "Sheets tl , "Sets", or 

"Packages!!, as indicated in the ';Unit of Issue" column. When sub-

mittingemergency Requisitions, insert revised estimate for the 

balance of the quarter involved and quantity on hand and quantity 

required for only such forms as are required at that time. 

Departments using a comparatively small quantity per year 

of any form or series of forms (not more than 4 pads of a padded 

form nor more than 100 each of those not padded) may request such 

forms on the basis of a siy months' or one year's supply. In each 

such instance the quantity shown in the "Estimated Quarterly Usage!! 

column for those forms should be followed by the letters "6 rvlo." or 

" 1 Yr." whichever applies •. Form A-l3 is an example of a. form which 

should be ordered on the basis of a one year supply. 

'\, 

The ·fonms.now l~s~ed on Form A-13 are primarily for accounting 

and purchasing with the former in the slight majority. Consequently, 

the preparation of Form A-13 is the primary responsibility of the 

liquidator. He first passes Form A-13 to the purchasing office and 

'lets them fill in the figures for the purchasing forms. They return 

Form A-l3 to the liquidator who fills in the figures for the ac.count., 

ing forms, signs in ink, and sends copies 1 and 2 to the forms 
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distribution section of the central accounting direction. 

When the two copies of Form A-13 are received in tbe forms 

distribution section of the central accounting direction, the order 

is promptly filled. The employee filling the order checks off 

each item on the packing list, copy 2, which list he includes with 

the shipment to the department. Copy 1 is filed for reference 

and tabUlation. 

The depletion of forms in the stock room would seem to indicate 

when to reorder. However, some departments may have a SUbstantial 

oversupply' of a certain form or forms due to overestimating their 

requirements at one time, or there might have been a change of pace 

in usage of certain forms. ConsequentlY,a careful examination of 

t~e ~uarterly Requisitions may change the aspect of the stock 

picture. A practical reminder that the stock room supply is reaching 

a reorder stage is to insert a specially marked paper tab at the 

reorder level in the stack for each form. Ample lead time must be 

figured to allow for inquiries,. quotations, or bids, in addition 

to the time reqUired by the printer which sometimes runs into 

several months. 

Before reQrdering, every form should be carefully reviewed as 

to its need; then as to whether or not it should be revised in the 

interest of efficiency and economy. Toward keeping forms revised 

up-to-date, the primary official responsible should start a folder 

for a form when an idea for revision comes to mind. Niark the 

revision on a blank copy of the form, insert the form in the folder 

for ready reference when the next reprinting review is brought to 

his attention. 
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, EXHIBIT XVII 

FORM A-14 PAY ROLL 

XVII-l 

A study of the present pay roll forms has prompted the draft­

ing of this revised pay roll form. Some of the work that now goes 

into the preparation of the present forms can be eliminated. The 

revised form (Form A-14) also includes some information that does 

not now appear on the present forms. In si~.Form A-14 is of a 

'little less width than the present form so a n additional column for 
, 

'"Allowances" as well as for "Deductions" could be added, if consi­

dered necessa~, without, or slightly, exceeding the width of the 

present form. The ,length of Form A-14 could,of cours~ be the same 

as the present form. Likewise second sheets could omit the heading 

and column captions as at present,using only column numbers for 

identification by referring back to the lead page. The only advan­

tage in this wo"ld be a small space saving. The printing cost would 

run a little higher because of having to make a second setup,] which 

might be offset by the paper saving in the slightly fewer number of 

sheets used. Having to work with two different forms is some 

inconvenience to the staff preparing the pay roll. 

Different Forms Now Used 

At present there are at least three different pay roll forms 

in use. One is for the employees who elect to receive their pay 

at their offices in piastres. The second is the employee who wants 

to receive an individual Bon de Caisse and go to the treasury office 

with it to receive his piastres. The third is by bank transfer in 

, which the monthly salary is credited to the employeds account in 

the banking section of the treasury from which the employee can 

" 
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withdraw funds against his balance as he desires. The understanding 

is that the employee can also issue cheques (pay orders in favor 

of third persons) ~gainst his account balance, the same as in the 

cese of a regular commercial b~nk account. The second and third 

forms are identical in make-up, that is, columns and column headings 

are alike but other printed matter varies accordi~g to the specific 

method of payment. 

The Stamp Tax is shown as a deduction on the first .pay roll 

form. Although the actual deduction is not shown to obtain a net 

pay figure, it has been stated that this amount is withheld in 

total by the treasury. Then as the disbursing officer counts out 

. each individual employee's net pay in piastres he must make a mental 

subtraction unless he has the foresight to prefigure the net amounts 

and make marginal jottings of them. On the second and third pay roll 

forms no stamp tax is shown. The employee who elects to receive an 

individual Bon de Caisse, and go to the treasury office with it for 

his piastres, is charged a stamp tax at that time which the treasury 

withholds. Employees paid on the third pay roll form, i.e., by bank 

transfer, are charged no stamp tax reportedly because of the 1.esser 

work required of the treasury. By way of observation, then, it would 

appear that the pay roll stamp tax, instead of being for revenue, is 

a penalty against the employee not affluent enough to afford an 

account with the treasury or for some other reason rejects the 

opportunity. The treasury's temporary use of the money on balance 

by depositing employees might be another factor in justifying waiver 

. of the stamp. tax. 

11-1-57 
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Pension Contributions of 6 % by employees are the beginning 

figures on the first (large) pay roll form, although the second and 

third forms begin with the actual basic salary followed next by the 

amount of the 6 % pension contribution then, in the third money 

column, the net basic salary after deduction of the 6 0/0• In other 

words, the actual basic salary although shown on the second and third 

pay roll forms, is included only by inference on the first form. 

·On the second and third pay roll forms a column is provided 

to . show the 20 % contribution made by. the government. This 

column is omitted from the first form but the computation is made 

in total and the amount shown on the summary page. The column is 

not needed because the computation is not by individual employees 

but merely 20 + 6 (or 3 1/3) X the total amount of all employees l 

contributions. For example, assume the employees' contributions 

total 24,413 .3l$VN. Then the GOV81I!!.€Ili:1 s corresponding contribution,' 

would be 3 1/3 X 24,4l3.3l$VN which is 81,377.70$VN. The employees I 

monthly pension benefits are computed according to formula so that 

posting contributions to the employees' individual accounts is not 

necessary. 

~ Allowances Columns are not provided for in the second and 

third pay roll forms so allowances have to be written out descrip­

tively for each individual employee, repeated and repeated, making 

Q time-consuming process both in the original drafting and· in the 

typing. Even though the majority of the employees are included 

on the first form there ~e, nevertheless, enough of the others 

to make the extra work burdensome. It is basiC procedure in accounting 
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that whenever like information is repeated,columnization is availed 
~:~;~,:' , 

>':' of to save space, time, and labor. 

Name and Family Situation Columns are separated on the first 

pay roll form now in use. On the second and'third forms this data 

is crowded into one column. On the large 15-page first pay roll 
"salary class" 

form observed, the words "Chi s8 luongll meaning Iwas retyped 11,0 

times. A narrow column for the three-digit salary class index 

figure would set it out where it would be more quickly seen and 

would also save make-up and typing time. The superfluous detail 

'repeated for each employee on the payroll made it necessary to use 

..1' ' 14 pages (excluding the summary page) wheI\ about one -third of that 
; ,',. 

ill,'>. " '~, 

, . 
number would suffice if the information was curtailed to essentials. 

Improvements in Methods and Procedur~ 

The information in the "Name ll column can be reduced to these 

essentials for each employee : 

Serial number 

Name 

Position 

The employe's profession, the decree eatab,1ishing the position, and 

other' such data, though important for the personnel file ~e not 

needed on the pay roll itself. The salary class index is shown in 

, a special column on the revised form so its designation need not be 

spelle'd out f or each employee. 

The "Family Situation" column (for writing out marital status, 

the number of children with the birth date of each, school certifi­

cate references, decrees, etc. l is abandoned in faver of a harrow 

, .~ 
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"Family Status Codel! five-digit column which will provide the same 

information more compactly. 

An Employee Number, in serial order, is as sighed to each 

employee for ease of positive identification. These serial numbers 

are issued departmentally, and central accounting will assign 

employee numbers in blocks of 100 to the various .departments from a 

central control to avoid duplications. By uSing a departmental 

prefix code, the numbers can be assigned by the respective depart­

ments. No confusion should result when an employee is transferred 

from one department to ~other since the serial prefix would 

indicate only the department where the employee. was working when 

his number was assigned, not necessarily where he is working 

currently. The same number must never be assigned to different 

employees. 

The Family Status Certificate will eliminate the practice of 

repeating the detailed family status (situation) on every pay roll 

which now makes much extra work. This information will be gathered 

and maintained on individual forms which must be filled in by each. 

employee at the time of his employment as well as by every employee 

in service as of the effective date the form is instituted. There 

has to be some means now of gathering this information and keeping 
, 

it current. In lieu of repeating the information on every pay roll, 

therefore, a copy of the registration could be furnished those who 

~ now require it for verification, audit, or other purposes. It 
, 

seems that an original and two copies would be sufficient with one 

-~ 

, 'i 
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for the liquidator or'whoeverprepar~s the pay roll, one for the 

personnel office, one for the central accounting division to which 

would be attached the school certificates. Due to the volume, 

interleaved precarboned forms should be used. 

The Family Status Certificate would appear as shown below. It 

could probably be printed on a 7" x 5" sheet or thin card .for ease 

of handling, filing, reference, an~ kept in small drawer files of 

the same size. 

• 
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FAMILY STh.TUS C.2RTIFICATE 
The Republic of Viet-Nam 

(Emj2loxee leaves blank) (EmElolee leaves blank) 
Year Salary Class Familv Status Code . 
Employee No. - - - _Name (Print) 

Family Name - - -Given-Names - - - -
Address - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -Street and N~ber City of Town Province 
Name of wife(if living with you) - - - - - - - - - - - - - - - - -

CHILDREN'S GIVEN Ni.;.t.;:;S A:0iD 3IRTH DATE:S 
(Omit if married, or age 21 or over. Attach School Certificates for 
all children age 16 or over, but under age Zl} who are attending 
school. Fill in only first two coll1.ll:ll3 below. 

II 16th 21st School 
Given Names Birth Dates'IBirthdaI Birthday Certificate 

1 I 
Z . ,_._--------- ' .. 

J .-

4 .. _ ... 

5 _ .. ,.--
6 
7 -
r' 0 ._--" .-

9 _._-

10 . . -.--

I hereby certify to the correctness of the above information 
supplied by me, and agree to furnish a new certificate immediately'l'ten 
a change occurs in my family status for any cause, other than 
chil.nges in agei including marriage, divorce, birth of a child, any 
death. Any de iberate falsification makes me liable to employment 
dismissal and other penalties as prescrioed by law. 

Date_ _ _ _ __ _ _ _ _ _ _ - - - -.- - - - - - - -
Signature of Employee. 
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'The information is 'kept current by requiring the employee to 

file a new Status Certificate whenever his family status changes 

(other than from the passage of time) such as by marriage, divorce, 

birth of a child, and a death. If it is felt necessary to go that 

far, the bureau of vital statistics (or its equivalent) could be 

required to furnish copies of reports as to the above, and on such 

reports all Government employees would declare themselves so to be 

and record their employee number. As a further precaution every 

e:aployee could be require,d to file a new Family Status Certificate 

at specified intervals, such as every two years. 

The Family Status Index Code entry on the Certificate would be 

the next step once the Certificate is completed and filed by the 

employee. The family status code would be a five-digit index number 

constructed as follows: 
saJ,ary 

First and secorid digits for/class and location 

Third digit for wife '. 

Fourth and fifth digits for number of eligible children. 

To facilitate the application (entry) of the index code, and to 

avoid the burden and delay in recomputation, charts are prepared, 

from which the index code can be read directly. at the time the 

pay roll is prepared and again when verification is made in central 

accounting. A sample of such charts is shown on the foll,owing 

pl~e as Chart I. 

--~ 
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CHART I 
INDEX CODES OF FAMILY STATUS 

SOUTH AND SOUTH CENTRAL VIET-NAM 

Salary Single, Married Married Married Married Married Married For each 
Class no no one 2 3 4 5 Child ova: 

Children Children Child Chil<i"en Children Children Children 5 add 1 . 

A 10000 10100 10101 10102 10103 10104 10105 00001 

B 11000 11100 11101 11102 11103 11104 11105 00001 

0 12000 12100 12101 12102 12103 12104 12105 00001 

B-1 13000 13100 13101 13102 13103 13104 13105 00001 

B-2 14000 14100 14101 14102 14103 14104 14105 00001 

B-3 15000 15100 15101 15102 15103 15104 15105 00001 

0-1 16000 16100 16101 16102 16103 16104 16105 00001 

C-2 17000 17100 17101 17102 17103 17104 17105 00001 

D-1 18000 18100 18101 18102 18103 18104 18105 00001 . 
D-2 19000 19100 19101 I 19102 19103 19104 19105 00001 

NORTH AND NORTH CENTRAL VIET-NAM 

A 30000 30100 30101 30102 30103 30104 30105 00001 

B 31000 31100 31101 31102 31103 31104 31105 00001 

" 32000 32100 32101 32102 32103 32104 32105 00001 v 

B-1 33000 33100 33101 33102 33103 33104 33105 00001 

B-2 34000 34100 34101 34102 34103 34104 34105 00001 

B-3 35000 35100 351C1 351C2 35103 35104 35105 00001 

C-1 36000 36100 36101 36102 36103 36104 36105 00001 

0-2 37000 37100 37101 37102 37103 37104 37105 00001 

D-1 38000 38100 38101 38102 38103 38104 )8105 00001 

D-2 39000 39100 39101 39102 39103 39104 39105 00001 

One more page of index codes similar to the above would be 
required, i.e., one showing the widower with dependent children 
for both the South and the North. One advantage of the index 
codes is that they would not mange (unless classes do) even though 
the amounts of allowances are revised. 

I 
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To complete the family status index code, one more page with 

double charts would be necessary for the index codes of an employee 

with' children but without a wife or husband because of death, sepa­

ration, or divorce, and to a female employee with an incapacitated· 

husband. These index codes would fit right into the established 

scheme. For example, the index code for a South Viet-Nam Class,! 

widower \;[i th three children li'iOuld be 10003, and for a North Viet­

Nam Class B-2 widower with seven children the index code \'lCuld be 

34107. 

Although there are different amounts for family allowances and 

.;< for cost of living allowances, t.'1 e two are based on the same statis-;' 
'"' -

tical family status, hence the one set of index codes can be used 

for both. 

The Allowances For Family And Cost Of Living require another 

set of charts with the a.mounts allowed keyed to the index codes. 

Every index code relates to a different amount except for possible 

coincidental similarity or when there is no distinction in class 

such as for Classes A and B at the present time. Since such lack of 

disti'nction could be altered in the future it is better to 'i\aintain 

a distinction now in their index codes and this has been done in the 

sample Chart I. 

On the following page is shown Chart II, Monthly Cost of Livin& 

Allowances By Index Codes. In actuc,l practice this chart would be 

extended or supplemented with additional charts to embrace all codes. 

Likewise a companion chart or series of charts would be prepared in 

the same manner for th e ;clonthly (and daily for Classes D -1 and D-2) 

F<:llIlily Allowances By Index Codes. 

11-1-57 
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Code 

, 10000 

10001 

10002 

10003 

10004 

10005 

10100 

10101 

10102 

10103 

10104 

10105 

11000 

11001 

11002 

11003 

11004 

11005 

11100 

11101 

11102 

11103 

11104 

. 11105 
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i 
CHART II I 

MONTHLY COST OF LIVING ALL01:lANCES BY INDEX CODES 
Amount I Code 

, 
Amount! Code Amount Code 

i 
Amount 

I I 14000 
i 

l,20ot 12000 800$00 900$00 16000 600$00 

1,550 12001 950.00 14001 1162.50 16001 712.50 

1,900 12002 1100.00 14002 1425.00 16002 825.00 

2,250 12003 1250.00 14003 1687.50 16003 937.50 

2,600 12004 1400.00 14004 1950.00 16004 1050.00 

2,950 12005 1550.00 14005 2212.50 16005 1162.50 

1,550 1210'0 950.00 14100 1162.50 16100 712.50 

1,900 12101 1100.00 14101 1425.00 16101 825.00 

2,250 12102 1250.00 14102 1687.50 16102 937.50 

2,600 12103 1400.00 14103 1950.00 16103 1050.00 

2,950 12104 1550.00 14104 2212.50 16104 1162.50 

3,300 12105 1700.00 14105 2475.00 16105 1275.00 

1,200 13000 900.00 15000 900.00 17000 600.00 

1,550 13001 1162.50 15001 1162.50 17001 712.50 

1,900 13002 1425.00 15002 1425.00 17002 g25.00 

2,250 13003 1687.50 15003 1687.50 17003 937.50 

2,600 13004 1950.00 15004 1950.00 17004 1050.00 

2,950 13005 2212.50 15005 2212.50 17005 1162.50 

1,550 13100 1162.50 15100 1162.50 17100 712.50 

1,900 13101 1425.00 15101 1425.00 17101 825.00 

2,250 13102 1687.50 15102 1687.50 17102 937.50 

2,600 13103 1950.00 15103 1950.00 17103 1050.00 

2,950 13104 2212.50 15104 2212.50 17104 1162.50 

3,300 13105 2475.00 , 15105 2475.00 17105 1275.00 



Advantages of Proposed Form and Method. 

The advantages of Form A-14 over the present forms areas 

follows : 

1. One form replaces several different forms 
2. The information on Form A-14 is more complete and 

is arranged .in a more logical sequence. 

In addition to the advantages in Form A-14 itself, changes in 

method are advocated as 'follows : 

1. Excessive information now repeated on the pay roll 
form should be eliminated. Form A-14 is deSigned 
to exclude such information. 

2. Payment by cheque or warrant, 
a. To eliminate the need for different kinds of 

payroll forms and payment methods 
b. To simplify the payment precess. 
c. To provide a tighter control. 

Additional Comments 

A satisfactory pay roll form should provide for showing gross 

earnings and allowances, all deductions and their nature, finally 

the net amount to be paid. The better practice at the present time 

in America (probably in most modern industrially developed countries) 

preponderantly favors cheques over the direct payment of cash to 

employees because of being speedier, more methodical, more easily 

controlled, and safer. 

At most there should be but the two kinds of pay roll, one 

for those employees paid by cheque, another for those paid in cash. 

Both kinds of' pay roll use the same pay roll form. For those paid 

in cash, Column 14 will obviously show no cheque number, so this 
can be 

~ column/used for the employee~ receipt signature as at 
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present. By all means, as many employees as possible should be 

paid by cheque for the'reasons stated above. Only the lower class, 

lesser paid, employees should be paid in cash. 

Pay ~olls are numbered according to the fiscal year. For 

example, the number of the first pay roll for every department 

or direction for 1958 will be 1958-1, the second 1958-2, and so on 

until the end of the year, starting over with the beginning of the 

,new fiscal year, 1959-1, 1959-2, and so on. 

Other allowances, of infrequent occurrence and relatively 

small in amount, are entered in Column 7 with an index letter or 

number, in the narrow companion column, keyed to a footnote 

identifying the nature of the allowances. For example : 

"AU indicates functional allowances 
liB II II housing " 
"0" II electric and wat-er " 

For budgetary contral purposes, no segregation of the total 

amount in the "other" column is necessary as there is only one 

budget account classification for this group. The department 

concerned, however, might wish to keep a record as to the amounts 

for the different classes. 

This same procedure for "Other Allowances" will apply to 

Clolnwn 10 for "Other Deductions". It was stated that under certain 

circumstances salary advances for several months are sometimes 

made. For proper accounting control such advances should be 

charged to accounts receivable, then this account is credited as 

pay roll deductions are made to liquidate the advance~ Only 

s;alary as earned is charged to the budget account claSSification. 




