
. . 
• 

• 
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7. AJ)JUSTMmT OF OBLIGATIon • 

An obliGation amount is only an estimate amomtt. Upon 

liquidation of the e:x:penditurea, there nay be : 

- a deficit or 

- an extra. 

Under such circuQstance, adjustElent Dust be Dade in the 

follorrinc forms : 

7.1. Order _t..o •• l'e(;UlarJ_ze an obliGation (C.2.Y). 

The ObliGation neb~larization Order is oade in 4 copies 

to be forrrarded to the Central AccountinG Agency, DisbursinG 

Center, Credit Manacer and ObliGation Control. 

In addition, as there exists norr a Liquidation Control 

Officer at the Ministry or Departnent, an additional copy 

should be Dade to be foruarded to this Offic~. 

7.2. De-obliGation - Re-obliGation. 

There are 4 cases to regularize an obliGation : 

a} Unused excess : To use t]'e upper part of the 

ReGUlarization Order to return tIle excess to tIle Budget. 

If the excess is less than vrr;1 10, it is not necessary 

to Iilake a de-obliGation. The DisbursinG Center shall do it 

au tOI:1Ii'.tic ally. If t~le excess belonGS to the deleGated credit, 

it oust be de-ObliGa.ted and returned to the budGet, no !latter 
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hoy.' sOD.II 1 t is .. 

uppe::' PE'st i2 to de-obliGate t11e baJ.;3l1ec, t'JO 10170:: Pal-t is to 

rc-ohlieato t:~c :1eCcs:"Ja::--y ~lOt1nt (t::c D:~ot'!.nt al:c-eady {~e·~ 

obli:-;atecl ;. t:,0 add! t:to:lal obli,:;atj_on). 

c) .!.~.~!.._O.;.:c~,o;:..£.t]'eeclJ:.~"'!'o,:: • .Red.u.e.t}~.n_ .0J. }']::;'p'el!.n~ 
(~!FI'E) is iSSl!cd, de-oblicat:l.on --"at ue ',aGe at'tc:-' 

d) Case of car:::''' 0'10:: of 1'0n-d:'cYis:i.blo c;:'edi t : to ~o-___ ._ ... _:.11 _______ . ______ . ___ "' .... __ _ 

t:,e fo:_ :10:_' br( :;et yem:, afto,: Dec:'ee of car:7 ove:: of C::,e(~,i t 

is issued. 

Pit:: rocn::d to obliGation to:' e::::>ennes at Central 

1eye1 

DIlie?l has been apPTovod. Onc sin,,;1e De-oll1:t[;a-c,ion Orde: "ay 

I:01Tcve::, 17it?l Tecra::c' to de1e,";stocc c:~edj,t", if t~e 

,ollli,.c,i:ion Or<:1e-,' fo:: oe'feral dcleeated oblic;ation order'S fo:,' 

• 



• 

• 
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one or several. Provinceo' (01' one 0:;" sevo;:oal llilitary P,e[~iono) • 

- Re-obliGation can only be made \"lith regard to 

expenditures of the saoe purpose as those under the Oblir,ation 

Order uhich is de-obligated. 

- The ~ount to be re-oblic;ated must be al.rrays atgher 

than the related de-obli('"ated amount. (if e<l,l!al., it is not 

necessary to re-oblic;ate). 

- If the re-obli«ated amount belongs to the credit 

carried ove:' froll the previous yea:', to oarl;: the follo17incr 

foronla : ~riginal. budget year 19 .• n on the left top of the 

Obligation Re(~larization Order. 

- Concerninr; t:le Delegated Credit, if a deficit is 

reported, the agency Bay nake a supplEmental. oblicrat:ton to 

delegate the c:;.'ed:i.t late:: on, instead of tlaking a de­

oblicration and t'len a re-oblieation lil:e at the Central Gov·t 

agency. 

8. .:;,COM=POS:.==.IT;:,;I:;.:O:.:.N';,.-=.OF::....,.7'l:H& OEL IGATIOI< F!.l';!. 

An obliGation file inclucles : 

- ObliGation Order 

- Draft project uhicll initil),tes tile expenditures • 

- ObliGation Order 

- List of personnel in 0 ffice 
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- Detail of the obliGated fUnd. 

3.2. ~ials expenditures. 

3.2.1. Verbal obliBatio~. 

ObliGation Orde~ 
not yet obliGated. 

- PurcJ.lase Ol'del'. 

if the total anount ; 

b) Fl:'~~. 20 ,OOOj1 to 200 ,OOO.! 

- Obligation Order 

- Purchase Order 

- Price inquirinG 111e (Reportn of the 

Price Inql'.irinr> Comnlttae l"Ii tlt opinion of the Price lli:aL1ination 

Comni ttee, t:!e »rice inquirinG forns, tIle nealed enveloped 

already open up). 

8.2.2. Contractual Obligation (by t:le AGency conce::-ned). 

a) S~!'y_.£ontract. 

- ObliGation Order 

- Specifications 

- Bid applications 

- Bid opening reports. 

(If purc]lase is made locally or froD abroad by the 

Central LOGistics. Agency, there uil1 be included) : 

- Purc:lase Order 



• 
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- ObliGation Order (clay be clade afte:::' bid 

auard is announced). 

b) Hal'!;: Contract. 

- ObliGation Order 

- SpeciHcations 

Estinates of work uit:! vis.a of the 

Reconstruction Office (DGRUP) 

- Did applications 

- Bid reports. 

Transport of Goode and materj.a~_B of pt!blie 

ac;encies is Llade in-cot'nt:-y b;> t:10 Cent:;,al LOGistics Agency with 

reference to Decision !fo. 115[l-llD/PTT/TVTU of 31 DecelJber 

1969 of the PrIDe l:inistel- • 

- Obliljatton O:;,der 

- AGreement Contract 

- Specifications 

- Bid applications 

- Bid Call reports. 

e) AGTeelJent Contract sir,ned after a prtee 

inquiry. 

- O~ligation Order 
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- A5reenent Contract 

- Price Tnqui:'y file (reporto of the 

Inc;uirin::; Comoi ttee \7i th opinion of the P::-ice fuanination 

Committee, t:le Price inqui:'Y forms, thfi/ sealed enyeloped 

already opened up). 

g) Agreement Contract siGned after an 

unsuccessful Did 2all. 

- ObliGation Order 

- Agreement Contract 

- Specifications 

- Bid applications 

- Report of unsuccessful Did crall. 

h) Lease of Carno Ship. 

- Obligation Orde~ 

- Agreeoent of Ship lease 

i) ;:.Pu=r.;;c:.::h"'a"'s:.::e'-'o:..::t:....;;i=nrn=o::..v:.:a:;;b::;l::.;e::.:s=-;:;tr::.:o;;:.;:ra_.!!!...!.~ 

individuals. 

- Obligation Order 

- Decision authorizing tlle purchase of 

1omovabl es and. desiVla tj.nG tile Contrac ting 0 ffic er, 

- Report of the Pricing Comoittee. 

k) Appro~riation or requisition ot property to 

carry out a pUblic ,"writ 0::' for emeT/,ency or non-emergency 

Uational Defense purpose. 

• 



• 
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- Oblirration Order 

- Copy of the Decree Lal1 promulgatinr, the 

public 170rlt and authorizing same to be done. 

- Copy of the DeCree declarinG tIle emergency 

state of tIle 170:;:!~ (if any) 

- Report of tIle Pricing COLlni ttee. 

1) Lease of imwovables. 

Obli~ation ReGUlarization Order 

- Lmovable lease Agreenent. 

Attention : 

In case t:,e ValltC of contract is incl'eased, it is 

necessary to establish : 

- ObliGection Recularization Ord.er 

- Amen~nent of Contract or Agreement. 

e.2.3. QE]..ic;c:..tion_ to estabUs;, all ~~_Cash .2£. 

State-Man~{,ed .£as:1 

• ObliGation Order 

Decree providing for the establishment of 

the Advance Case, 01- State ManaGed Cacho 

• lJetails of the planned expenditures. 
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a) P"i;:.~.c.t.J2E.::,cll~s.e . .r.;.Q[1. _a.b:-o.~ (not t::roU;:l 

Ccnt::al Lo;,~i'ltics Ai',ency). 

.. Obligation Order 

- Statl:s of detaHed of o:,llcation pla;r.oc' 

.. Accotmtin:: 'ToEc:·e:. of Vietna:1 Corr:e::cial 

1) Qn.c;,:,o..1.'}: •• tX.~1.~.te_L _oLF.a. t.cl: i.,."\l.s. .b.2.trl2.,.e.n .. a.Ci.e.~..c.:i,..~­

.. Oblicatio:1 Ol'C1e~ 

- Lict of rlat~:. J.als. 

c) ~.n..cl.ep.;VJJ:.S3!.ti_onc .£2.2.... t}'atJic acc},-c~e-,!. t.s __ c.a£s-,""..s!. 

b:'( Jl:t,.l.i.ta.::.:L. _o..::._C_i.".:i,.~i,.an pu1)l.:i,..~v.cJ1j,-~. 

- Obligation Orce:., if l t :18.S not beon 

olylicatod in the total • 

.. Decision of t::e Disbl':'s5.n:; Officer 

aut:'orizinr:: anc1 t:'etc)l""ininr; t:Hl anotmt of the inc'onnification, 

0:;- e::t:-act of t:w COt!:·,t doc5,f?io]1, (if a.."lY). 

d) In_<!.el:nif.j.;.cati0IL..r.o~:_E,:':oP dar'~. 5J.1l.t '.s.e.d. P..l: 

de folia t\.D.!l' 

.. Oblicat1.on O::-de::-

- Decroe au t~1.o.::."i"zin2; an(~_ fi:~in[; the atloun t 

of t'lO indermification_ 

e) Rem'nera tlon~ bonuses. :'oyal ti_G..s ........ t!31E.s.l.a.t.5...Q.l1 

1.o.0.s etc. 

• 



• 
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- Estinatecl a){pc:lciturcs uith ::'cfe:-c71C8 to 

dOCUL1011t f1:::~5.nG the a-·Ol~.:nt. of t>c ::'cnt!:-lerat5_on otc. 

- Obli:'ation OrGel" 

For cae;' CO;l tl'ol and to a':oj.t: niGta1:e--;, the ObliGation 

Orda:.· :.'l'et ;~e fO!'na:.'c.et: to the O:'li.sat5.on COllptrollel'in 

t:,c iollotdn:·; : 'annel' : 

.... TIy (~ouble 'l':.~e...T'lG;:-:i tta2 GliflS in l~ co~ios fo;: visa by 

Oblication Co' 

- EaC~! dOFblo 'jTanB~i ttal slip rn~.s t GUi'lport only 10 files 

in maxi;:,ut1. 

- T]w transr:1i ttal sli.p ::"l,r.t be [lad" nel)aratcly for eaeh 

Idnd of bl!deet ; lIati.onal ':ludc"t, Ane"'i.ea..'l Aid C:lapter, Outnide 

DucGct Aecot!nt, an« sc:;aratel:' fOl' Cl':'!'C;-' t erct:i tG Q)~ c::e(;j. tn 

carl'i.cd ove::- fcOc, tho '1i'cvions yea.:'. 

- If t:·,c eXpcTl(itl'::es arc cal'l:iec. ove:,' f).'on t'!C pl:'evious 

ycar, a sta-;p 1)ca.~1i1;-: t:'e follol1in[; capt:ton s:!ol!lt't be affi);ed 

on t:lC tnms:·ittal sli!, "Crcdit f::oo 1<;: •• 1 
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10. ~ TO rom/AnD AND RECEIVE '!'HE OBLTGATIq]LFILE. 

In orde:c fo. tlle nonthl~' obliGation situation in the 

accountinG books of the C:;.'ec'~.t llanaGe:;.' and Obligation Control 

to aGree ni th eac:l ot:lC., the Credit NanaGer !lust send the 

Obli!la-:ion files Dade durinG t:le ::lOntII to Oblic;ation Cont:;:ol,clatec' 

up to and inclt!diilG t:,e 25th of tIle month. 

Fro!:! the 26th till the end of tIus !lonth, files are 

establis':ec' as uSllal, but sllall be :'eGiste:;:ec1 in the next 

month. 

Therefo:;:e, in order to c!istinGuisII the Don th tIle file 

belonGs to, the followinG stamp s;lOuld be affued in :;:-ed on 

the transDi ttal slip foruarding tllC file to Dbl.ic;aU.on Cont",ol 

and read : 'Hontl! of ...... 19 .• , 

If the file is not visaed and returned durinG tllC month 

to the Credit Hanager, and of nIlich reGUlarization cannot be 

nade on tine by tIw lattel' fo:;: l'eturninG to Obligation Control 

on the 25th of the Llonth, the Credit ltanager shall strike off 

the nunber and date of the Oblic;ation Order, and Give it a nel7 

nU8ber anc'. date of the next month. Heanl7hile, l,e oakes the 

reGUlarization in the Oblic;ation book, establis:lCs a nen 

Transmittal Slip and fO~7ard it to ObliGation Control the ne~t 

month. 
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• 

11. cr.OBB-EXAHIrrATION OF BOOK-:mlPL!GS - ~. ___ ... ____ ____ 01' ___ • ________ _ 

• 

Obli[:ation bool. ::;',,'\11 stop in o::de: to na':e tile total of 

Article. 

- Jo'rOE! t~:e 2Gt:l until t!!e end of t111s Bont:" files 

I'lill be r:ade as m:ue.l, btlt ;:>;Jall be entel'ccl tIle book t:le ne::t 

- P.::-i.o:: to t:le 30th of the Dont~l, the C,:cdit Uaiiager 

• s:lall appoi.nt an official to ta':e l1is hooLe to t11<1 Obli,',;ation 

Cont!'ol Office to Cl'OSS e~anine. T!>c boolw ,'ill be t:,ereaftc;:, 

sulmittec to the Crcdit llanac;e:' foL' app:;oval of the balalice 

si:P1atu::e. 

Every Dont', upon ::'eccipt of t:le rell Obligation 

Statue TIepo::·t sent by t'le Disht!rsin;: Center. ObliGI".tion Control 

If any nicb,2:cs o:'e tonne', ObliGation Conh'ol sIlall 

co=unicatc frith t::c Disbtlr£il1G Ceuter I"~,d t:lO C:'cdit llanar;er 

• 

Especially for tilC aecllilulatec'. IT·1l DeccIlbor Stattl0, 
• 

t:'e Dis1Jt1rsin::; Cente;: 0:1<'.11 to:'l'!Ill'd one addition2.l copy to 

ObliGation ContL'ol fo:. confi:;:Bation. 
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':rhe Obli1jation Conpt.ro~l"8 will wri'\Oe a for.m.la 

as fol)_ous at the bot tOLl of t:,e sU?,t::.o if space is avaih~ble, 

0: 011 t:lO 'IC'SO : 112::e Obli[:;a t5.on COlmptrollar IlIld the 

Celief Disl:ml's:'.n:; Center uildersir,ned • cel'tif:ted that the 

fic;u:'es in t;lis , status ar2 co,rxect". They SiQD th,eir 

nx'es in and fo:::-';:(lI'ci t:le li8t to the Diobursing Center 

concc.J:"nea .. 

T:le Chief of t:le Di8bl!l'sinr.; Cente:r concel'necl 8hall 

sien ],ic nane therein and for\!a~d t;le sane to t:!e P::'otr.ra:.o;ain;; 

Di:ectorate (DGDFA) widell will use it as a refel-'enec to 

consider eventual requests for transfol' of credits by tho 

Depal'tnon ts or Mini8t:-ies. 

12. PERIODIC.!!:, p.TAT)STICS. 

- At t!,e end. of eac:, day, the O'bli,3ation COJll)troller 

lJust eonsolia,ate and verify (luplicate copies of t:,e Oblir;ation 

Orders and ObliGation ReGtllarization Ol'ders befo:'e senc!inr; 

t'le" to the Central Accountlnr:; Arrency (Disbu!"sinr; Center). 

- ITit:lin the first:; days of each Dont!!, the Obli.:;ation 

COIIIPt.rollers nust forrmrd to t:le~ Obligation Control 

Directorate the statLtS of obligi',tions nade (forn attaclled) in 

the previOl's ;lont:: fo:' consolidatin:;; a."d transnittinr; to DGBFA, 

Centi'al AccountillG Ae;ency and General Conti'ol on t:le 10t:l each 

nont11. 

- The anm~al list of obli~at~.o!1s 8:1all be uade at the 
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end of Decewber by the OblicratiOn Cont~ol Officers and foruarded 

to the Directorate of ObliGation Control prior to the 15tb of 

January the follouinC ye~ for consolidation and cont~'ol p.'ior 

to transmittal to the Central Accountincr Acrency before the 1st 

of February. 

o o 0 
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0 (IJ .... .... ..., 0 ..., 

C". .,.; 
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E-I .0 "-u 't: 

NoteS : 

• 

CREDIT 

197( 
I 

Esti~ In~ i 
mated ore:as, ~OSUlt 

Re- J 

ducec , 
(1) (2) 0) I 

l 

I 

• 

, 
; 

, 
, 

I 
I 

SITUATION OF CREDIT OBLIGATION 
AilD LIQUIDi.TIOH 

From" " •• " " .• to ,,""" ~ ••• 

I 

OBnGATED 
• ; From I . 1969· 1969 . 

O!LTt"l.E! ~ Total 1970 C::.r-' Total 
::ied 

(~'~'cr ; 
5 (J+lt) 

over 

(4) (6 ) (7) (8) 

• • 

c.y, 19 .. " ... 

APPROVED FOR 11 '~UIDJl.TFD PAYMB:NT., . 
1969 ~969 

i 
c!!.r'~· • , 

197C Total 197C 'C:::.r1D tal 
ded ri.ed 
over over 

(9) (10) (11) (12 (13) (14 

. 

, 

This form sh~ll be used at the discretion 
of each u3ency accordin~ to its rcquirem~nt. • ••• Date: ••••••..•• 
(For ex: Ob)i~ation Control to Column 8 -
Liquidation Control to Column 11. Credit Hanager to COIUllln 14) 

Cf.l 

i 
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D. LIQUIDATIOn AND APPROVAL FOR PAYl-!Efrl' 

• 

• 
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D. LIQUIDATIOn AND APPROVAL FOP. PAYlIElTT (DISIllJRSI1W) 

I. LIQUIDATIOlf 

To l:i.quidate a debt is to estj.:'ato t:2e sun of money to 

be paie' to t:,e crer-itor. To llcl>i(',£"te a debt (clain), a 

dossie!' must be constitutec1. to conc01idate all necessary 

docUElents Voucllin:c fo:i' such debt and to Llention clearly t!le 

SULl of Boney to be paid to tne creditor. 

LiC'uidation of an. ex:;:>enoe incJ.udes tl70 operations : 

To confirn the riGht of t~le creel.i tor over the debt, 

Le. to justify alla certify tilE) interest of t:1e creditor anc. 

- To accurately estinate the SUD of :loney to be paid h;n. 

2. GENERAL PRINCIPLES. 

2.1. CondHions 1..01' ligu:I.dation. 

To liCluidate an expense, tole Credit ManaGer or Depl!ty 

Credit Hanac;er tatlst be sure that tIle liquidation dosaie::' :las 

associated all the follouinG conditions : 

- The credit has been eartaarked in the Bucle;et, and 

been obligated ; tIle amount to be paid does not exceed the 

fund alreao.y obliGated. 

has 

• 

• 

• 
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- TIle Goods have been supplied, the operations or 

services already carried out, rendered, approved or received ; 

The vouchers are completed and in due form ; 

- The estinates and tIle total anounts are acc't!!at~. 

Ilestdes, the follo17in~ important itebls must be considered • 

- The amount certified on the invoices as \1ell as on the 

vouchers (payroll, allo17ances estimates. purchase o~ders, 

operation estimates etc.) nust be confirmed both in figures and 

in full letters and .mst agree • 

- EVery correction or erasure on the invoices, vouchers 

or cash orde~s must be confirned by t:le pe:>:'son 17ho establishes 

them. 

- On the invoices, vouchers and cash orders, signatures 

!:lust be in handrrritin~ ; stamped Signature tlust not be used. 

2.2. LiabUHies of the C:>:'edit UanaGe~ or De12uty Credit 

Manager. 

Article 78 of Decree Larr lfo.l70..sLTC of 13 December g6G 

p;-ovides that the Credit Uanaeel' or Deputy Credit Manaeer is 

held liable, crininally or c:tvilly as the case nay be, tor the 

liquidation of expenses. 

T'aerefore, in !:lakinG a payment, the Credit ManaGer (or 

Deleeated DisbursinG Officer) and t!le Deputy Credit Mane.[;er 
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(or Deputy Delegate Disbursing Officer) are held liable for 

justifications mentioned in the accountinG documents • 

• . . 

• 

• 
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ll. DLSnL'IlSIlfG (APPl1OVAL ror. PAYl:ErIT) 
.. _ .. ---- - -------... -----.- .. -~ 

1. DEFTIHTIOH. -----
1.1. Expenses lJa(~e un de:' t:le lTational Dud:;;ct, afte:;.' havin:> 

been li<'..uida tetl, mwt BO t:l):-our;h a p:lase called apI':covaJ. for 

paynent p,'ior to bein~; actually paH, off al1d pm:nanently 

regiote::e0_ in t:w ~>ook-I~eeJlinGo. 

1.2. To app::-ove fo~- ])aynent is to is::me an o:.-de:' of paynent 

(noll' called cas~l or<~e:-) for cas:! paynent or fo:' refSUlarization 

of t:le situation oy orele:' of tile Disht::'oinc Officer). 

Thtc ope:'ation is car:'icd out by an aGency called 

Disbursinc center-. 

2. GENERAL PRIllCIPLES. ------
2.1. Cas;! 0:: Ce::- io only 1sm: ed I!). t:!in li;;i t 0 f t:le credit 

whic!l ~las beerr officif'.lly ohl:tc;atct for tlle expense concerned. 

I:ltlot be clearly nentio!!ed the Calendar Yeal', Title, Chapter, 

Article, ac;a:tTIst n!lic~! the e::penses are cha't"'r,ed. 

If t:lC expenses o:'i~ti1ate f:'ot! t;w p;,:ev:i.ous year, to 

lOIention t:Hl olicinal calendar yea:::. 
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BoOk tor ApproTal of Payment only it adequate vouchers made in 

due form are atta~hed. 

In case vouchers or justifications are not precise 

el!ough to ac:c:ount for the expenses, the 1'll:I.sbursing Center shall 

haTe the right to require tho Credit MaI!ager. to submit 

additional vouchers or administrative certificates. 

2.4. Cash order Cal! only be issued during the Calendar Year, 

trom January 1st to December 31. 

With regard to regularizations of emergency expenses 

or spedal expenses which are paid ott prior to being approved 

"' " for payment. the re!Ulariz1hg cash order may be issued uatll 

the 31st of Jal!Dary the toll owing year. but should be dated 

llter;ember 31st of the" previOUS year. 

2.5. All debts which, for want of youc:hers by default ot the 

benefi~ary. are not liquidated and. therefore. not approved 

1'01" payment in a period of l/; lears trOll tbo beg2mt1n~ of the 

year vhen tIre debt occurred, shaJ.l be prescribed 1'01" eYer.. 

2.6. Only the D>isbttrsin« Offic:er (Hin1Shr) shaJ.l have the 

right to issue DeCiSion to relieve this ~-year limitation 

period Tis a vis debts whieh, altIWugh haTing not beeD liquidat­

ed al!d appro?ed tor payment 1'01" over iF-years, are aot by 

default of the beneficiary. 
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2. '7. Cash Order is 'to be paid io'r in a period of 1 year, 

effectiTe the date of its issuancee. Beyond this delay, if the 

belleficiary can set forth ~olIc:rete etldence that such delay is 

II:Ot due to his fault or is a ease of force majeure (beneficiary 

kidnapped, imprisoned, impeded because of war hostilities etc:. 

and has been unable to communicate with t-he atrency concerned in 

order to produce his TOuchers during this 4-year period), the 

cash order may be by authorization of the Disbursing Officer, 

(Minister, Viee Ministers) re-obligated, re-liquidated and 

approTed for payment in ease the claim has been a~fec:ted by 

the period of Iimitatiorr. 

!.'xamples .a) Ordinarl case : 

D'eI1very made on 20 Fellrttary 1969 

Vouchers and iaYoices submitted 

on 

Cash Order issued on 

15 December 1972 

25 December 1972 

,The creditor has the right. to get 

paid at the Treasury from December 25, 1972 

till 2~ December 1973 

S till wi thin 

the 4-year 

limitation 

period 

Within the 

one-year 

period 

Within the delay of one year said above, (from 

25 December 1972 to 24 December 1973). the creditor must take 

the Cash Order to the Treasury for payment • 
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"b) Brlraordbarleaee·: 

Delivery made OD 20 February 1969 . Still liithiD 

Touc:hersand IIm:!icElB Blbaitted Ql15 December 19'71 
the If-year 
limitation 

Cash order issued o~ 25 December 1971 period. 

The creditor has the right to get paid at the i'reasury 

from 25 December 1971 till 24 December 1972 (Within one-year 

period). 

In the period said above (from 25 December 1971 to 

24 ~cember 1972), if for any reason whatsoever, the creditor 

does not report to the i'reasury to get paid (delay Dot caused 

~ the creditor himsel~.·or happeu~d in caao"ot ~oree 

majeure· as explained aboTe). he must make an application with 

supporting reasons therefor~, to ask for payment by the 

Disbursing Otfteer. 

'1'he· latter shall examine the application and if seeing 

that the debt has not been prescribed. may write in the 

application the following formula: -Approved ror payment", 

then affix his seal and si~ature. 

'1'his application shall be attached to the cash order 

whose delay tor payment has expired and rorwarded to the 

Disburshtng Center for re-apprOVal ~or payment in order to be 

valid tor payment at the 'treasury. 

• 

• 



• 
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2.8. On thE! contrary, if the delay for payment of the Cash 

order has expired ,and the debt prescribed, the Disbursinf; 

Officer shall, upon application made in due form by the 

creditor : 

- Issue a Decision relieving the 4-year period of 

limitation, make a new obligation thereof, liquidate it, give 

again his approval for payment and charge it against the 

current credit; 

- Forward to the Disbursing Officer the new liquidation 

file whish includes : 

Application in due form of the creditor ; 

Copy of the Decision relieving the 4-year period 

of limitation . • 
Invoices and Touchers • 

The old Cash order. 

2.9. The Disbursin~ Officer shall affix the seal 'C~· 

thereon, sign his name on the old Cash order and approve to 

issuo a new one. 

The old Cash order bearing the caption ·CANCELtEn" 

shall be retained by the Disbursing Officer for attachment to 

the ne, approftl for payment fUc and toruardod to tho Ceatral, 

Ae-c:ounting Agoncy for its archi Tes • 
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rn. DOCUMENTS USE FOR LlQUIDATIOlf .Alm APPROVAL FOR PAYMENT 

Documents used tor liquidation and approval ror payment 

of public expenses include : 

- Stamped paper 

- Vouchers 

- Book-Koopings. 

1. S 'l'AHPED PAPER. 

1.1. For IBM Payroll purpose, shall be iBcluded : 

Certificate of chan~ of salaries during 

the lIIonth Form DCLB 1 

• l'ndiT1dual Payroll Card FOrlll lICIJI 2 

• Hotice of retroactive payment 

lI'otiee of extra-paid salary- being 

rithhe1d 

• ~alary TOu~hers 

• Monthly payroll 

FOrlll DCLB 3 

Forlll DC'LB 5 

FOrlll D2.a 

FOrlll D.3 

'!'hese documents are used to establish the file fox­

liquidation of payroll by IBM machines under Control of the 

Directorate of Budget and Foreign Aid (IBM Payroll Section). 

1.2. Rand-established parroll. Documents to inelude : 

- S'lllar;y TOuchors (c1T1li_ porsonnol) Form D2.Y 

• 

• 

• 

• 



• 
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This is used to list salaries and allouanees of 

government o~fieials. Representatives. career personnel, task 

paid salaries, contractual salaries, daily paid personnel, 

floating personnel. 

- Salary vouchers (mi11tarymoJr) Form D2. Y 

trsed to list salaries and allowances of o~f'icers. 

ICOs and Enlisted men. 

1.3. Material accounting doeuments include : 

- Invoices, Vouchers Form D.5Y 

Used to list sums of money to be paid to sellers, 

suppliers doing serTiees by Terbal agreements or by contracts • 

1.4. Miscellaneous expenses documents, inelude 

- Miscellaneous expenses vouehers Form D.6Y 

~o estimate unclassified petty expenses sueh as travel 

expenses. per diem, hospital fees, transfers, reimbursements, 

allocations etc. 

2. STAi'EMEN'.rS TO BE WRlT'l"Elf ON' THE VOUCHERS. 

On the vouchers, the following statements must be made : 

a) Fiscal year (if the expenses is incurred from the previous 

year and carried over to the current year, the original year 

must be mentioned) • 
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b) Function - Titlo - Chapter - Article - Agency. 

c) Program Code rmmber if the expense belongs to American 

Aid budget. 

d) Pro~incial or Military Region Code HUmber, if any. 

e) Name of agency making the exponses (Ministry, Directorate, 

Sernee). 

f) Name of beneficiary. 

- On tbe Payroll : If the Paymaster signs his name on the 

payroll. the decision of his appointment must be attached (in 

the first time) ; in the next times. the caption -Reference 

»ecision Ko •••••• already attached to Cash order approyed for 

payment No • •••••• dated •••••• • must be written. 

- On materials aDd miscellaneous : Yo mention the Dame of 

the C'l'oditor. If the latter is a commercial company, am 

association or a Publishing Office, to mention the name of the 

company. Association or Offiee, Iro name of Director, Manager or 

Publisher is to be ment1oned. 

r) Address (ment1on clearly the house uamber, street, 

pronnce, If in the village, mention Hamlet, Village, District, 

Pronnee). 

h) Account lfumber (Ilumber and Ifame ot 'freasury or Bank. It 

proYine1al '.I'reasury or Bank: I S branch in the pro'l'1nce is 

• 

• 
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concerned, to mention same) • 

i) Number and date of issuance of vouchers, il any, shall 

be mentioned by the beneficiary. 

j) Date and Number of Obligation Order (no reference to ~o 

obligation numbers for one expense shall be made. The 

obligation number must be the one .offiCially issued by the 

Obligation Control Officer). 

It} Nul:lber and date of liquidation (issued by the Credit 

Manager for each Chapter under his management and by sequence 

order during the year). 

1) number nnd date of approval for payment (Thie will be 

issued by the IHsbursing Center). ;. 

m) ~ational commercial index number (in Saigon, to mention 

it properly; in the provinces, to me~tion it, if any). 

n) Vouchers attached (to mention in full and by order, the 

number of documents or accounting statements justifying the 

expenses. If there is not enough space on the recto, to write 

on the verso). 

0) CateGories of expenses : 

- Civilian personnel payroll : to establish a separate 

Toucher for each category of personnel: career, contractual, 

assimilated, task payment, daily paid, floating personnel. 
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- Military payroll : to establish a separate voueher tor 

Officers, NCO's and enlisted men. 

Malte the total of each cate~r::r of salaries, allOW81lces 

and mention the total obtained !:rom each tategory in the column 

relating to the Code NUmber of the Item prior to making the 

total to be paid OD the voucher (invoice). 

- Materials : to mention the kind ot serviee or material, 

the quantity or unit thereor, the UDit price 81ld the amount of 

each category as mentioned in the purchase order, prior to 

making the addition_ 

The seller must certify the amount in the invoice intull 

capital letters, date it and sign his name. 

- Miscellaneous expenses : to mention the category of 

expense, code number ror each category, the amount thereof, 

prior to making the total. 

p} ~o deduct stamp fees, temporary income tax withholding, 

production tax : to calculate and mention in the appropriate 

space in the vouchers. 

q) !'o mention the number and date of entry in the Daily 

Expenses Register (to record debts). 

r) To mention the number and date in the Materials Register, 

if /lDY. 

• 

• 

• 
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t) To ,~cco:::( det"dls of cac:l cate[:;o:'y of CJ:pense acco::-d:tn::; 

to t:,c coele llt!':""o:' : to l:tct t!lO cate;-,c:'y of t:l0 CJ:ponsc, 

rcco:"'d the code: nUL!"c~:- of each C::!'CilCC in acCOrdD.:1cc nith t;1C: 

An~" con'cnts 8!!all "uc lJac10 in a SCIJa.!'ato ~-'cport. 

UITdc,~' t:lC si::;natu:'c of eac:1 mmbc" of thc Ileccivine 

Conr::tttcc, to t~cn"..:ion :1.is nar'o j_n full ane. hit') position. 

v) Final acl .. ,onlcdGcDcn t of the .a<;count : '1';10 Cre{li t ManaGer 

shall nalte a final ac!~no\7lc(lr;cncnt of the 1'l.EJOl!nt in full 

Tr t:,e VOtlC'-,c:'G ane invoices a::'c fO:'l7a:-dcd by an Agency 

C:,icf to t~,c C:'cdi t lIana::;c:- for cnt:':\' in llis li<:uidatio:1 book, 

sicnatul-c in t'w S:>aCc :'csc,:vec' for hi<1 • 

.:;. VOtrCHE!lS. -------
VOl\C:lCrc arc rll",(',C in aCcorC:2,:lcC rrie, illGtrt!ctions 5iven 



- :0 _ 

t!P in Articlo": f:'o;' lIe to 1]1, DfJc;:co Lan Fo.170-SL/TC of 

ec::.:'t:t ftea tc of ccssa-::toa of .1,a:~:-lcirL, cont:::-eet J I1'l~l"'c:-:asc o}:dc~"",15, 

aut:;o:-izatio'1 of o::"onoos, 0'_ C:e~- of tl'ansfo:' of i-latcrials 

bctrreen YI1:
'
,1ic ar-;cl1cJ_es etc •• aad Hhic:i =e attac:lCd to the 

opora-tio;~s 

b) Payroll Cont:col Rc:;iste:' 

c) Debts Re:::tster 

d) TIcGisto::' to cntc~., t:..o order of sc~ucnc~ of t11c files 
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c) TIo,:;istcr l'e~istcl'iEG liquidations and o:::cers of 

to:"" of allocatee of deleGatee' funds 

and fO-'Jily statt!s of eae:: ~erGonnel. his basic Balnry. his 

no;, t:lly alIou<l!'lcea. I and the a.,ount to be elaie to the Pensio:! 

Cash. 

i'llis Record m~st be al\.'ayG updated. rlheneve!' a change 

occt~rs to t:,e adnin),strative or fanily status of the personnel, 

t}le ofi'icial in charee puot record St!C:l chanGe in the boo:\>. 

At the end of eac'l !:ontel, afte salaz-ies ax-e paid to 

the pe2'sonnel, the actual a::10t'nt paie. to eac:, pe~-JJoanel .t:!t!ct be 

!'ecordee~_ ill thil3 llook-l:eepL,[;. At the end of t21e yeru.',the old 

bool~-keepinG sllaJ.I be ':cDt ill t:le filc for furt~ler :ceferenec 

• ,:/::en necessary and a ?ler- boo!;:··!;.eeIlln::; tor the nCJ1{ yea:..' oust be 

establiohed. 

c) Debts Rc .... iste:· (Forn Ho.? attac:led) : 
-----~---
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invoicos ~ecoivcd every day from the creditors or fildS 

fron the personnel as!dn" ior payment of : per dien allowances, 

travel allowances, hospital fees, maternity fees etc. 

d) Register registering the' sequence of files for 

ligu;c1".tion and approval for payment (Form No.8 attached). 

Like an out-Goinc mail roe-ord, this book is used to 

recister daily, and in cood sequence, all files conc.erning 

expenses nade by the Credit Hanager durinG the year. 

e) Register for liquidation and 

orders (Form No.9 attached). 

. i/ 
retdstration of' jlayment 

-7--:'"" - --

' . ./ \ 

This record includES columns : lfumber, <fate of 

liquidation, Number and date of approval for payment, Humber 

and date of Obligatton, name of Creditor, program code mrmber, 

or delegated fUnd ; amount in eash order under each Article, 

items relatinG to tIle eurrent fiscal yea:r and tarried OTer from 

the previous year. 

This boo~::. 1.!ill. cive information on whether the debt 

has been liqUidated or approved for payment, and will make 

av-ailable to the Itquidating aGency documents and data to 

dis~ov-er any lost or sfolEm 'Uaterials which have been purchased. 

As AccountinG on li~uidation is made per iteills and 

Articles, the Credit Manacer may reserve se~eralpages of this 
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book for one Article, whic:l includes several Items in order 

to rec:ord fully all necessary related details. After the Credit 

Manager Si311s his nal'C and accounts til:) total amount., in the invoice. 

the personnel in charGe of the ReGister must enter the 

liquidation file by order of sequence, record the number and 

date of li~uidation and other necessary data in tbe liquidation 

register together ~ith the registration of the approval for 

payment. 

'Whenever a duplicate copy of the invoice returned by 

the Disbursin~ Center is received for file, the date of the 

approVal: for payment.,must !Ie.-1'.e.c;.oUe.d. iu the Register. 

, . 
With re~ard to payrolls made 1:;If the II3H Payroll S'ection 

of the DGBFA, al tbough there =e. ,nc .. registers., and no dates of 

liquidation to be recorded, but ~hen the duplicate copy of the 

IBM payroll voucher is returned, the personnel in charge of tbe , 

Book must enter the number o:nddate of approval for payment in 

the register'. 

Expehses which are liqUidated must also be recorded by 

order of Chapter, Article andnonth, for eas'y+cference when 

needed. " 

On the 25th of every month,'all entries must be 

temporarily suspended to make the total of those already 

entered and to malte the total 'of the amount 'paid during the 

month under each Article. 
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From the 26th to the end of the e:urrent month. files 

odll be ~stablished as usual, but entries will be Qade for the 

Dext month. 

On the 30th of the month. the responsible Officer must 

submit the Register to the Credit Man.ager for signature certify­

ing the total of the L:onth. 

The total of the follOWing month l~st include the 

total of this month a~d the total of the previous months. The 

operations will r;o ot!. this way until the end of the year. 

g) UeleGated Credits Uistribution Book (se& E, Form 

No.IO on Uelegated Credits). 

h) Expenses RecapitulatipE Retister (Form No.lI 

attached) • 

This Register is established per Chapter, Article and 

is for the purpose of consolidating all expenses liqUidated ~ 

the Manager anc IJ'eputy Manager concerned during the month, based 

on the Liquidation Register of the Credit Manager and the 

Monthly Status ooing submitted by the Ihlputy Credit ilanagers 

in the pl'OV1llce. 

This Register must be elosed at the end of eyery month 

and at the end of the year in the same manner applied to the 

Record for Liquide.tions and Registration of approvals f"or 

paYlllent. 

• 

• 
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i) Register for Tnventory of Materials. 

This Reeister is used to register non expendable 

materials, petty materials of 500$ worth or above. This book 

is temporarily established in accordan~e with Form No.31, which 

is noV! designated Form !Io.12. 

Each material bears a separate serial number. lloweTer, 

17ith regard to materials which form a set (living room 

f'Ilrni ture. Tea service ete.) each set vlill bear a different 

serial number. 

The formality to register and maintain the Material 

Inventory Recore was described in Circular No.390/KTC~SBQC 

of March 2, 1970 of the Central Accounting Agency. 

k) Daily log for incominE and outgoing materials 

(Form No.13 attached) : 

This book is used to daily register expendable or DOn 

expendable materials or &laterials which 1f111 be worn out atter 

a period of time : Office supplies, fuels, tires, materials 

stored for gradual use, spare parts, aCcessories ror vehicle 

repairs and oaintenance, machinery, newspapers. magazines, 

materials bought by Central Gov~mlIlElI:lt :tor distribution to 

dependent agencies in the field ete. 
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Tile Contral Accountin3 A.:;onc:y is stu(yinr, a.,d t!raft­

ine a Doc:-eo !,:;.~ov:i.(1.inr; fOT :"'egula'tions on nate::"'ial accoulltin:; 

[L"1(: ne.t5.onal property accountinG in accorc'a.,ce Fith thE! 

financial ant: accounti!!:::; :''O,;,dattollc in fo:'cc • 

. , 

.. ,~ 

, . 

1. 

• 
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REPUBLIC OF VIETWAM 

Size 50 x 48 
Form No.6 

~li~istry of ... ................................. . 

IJlrector;;te, S'ervice 

, ' 

- Iame of personnel. 

A) Administrative statuB 

- IBM Index number, 

- Registration,Uunber 

- nate and Place of 

Birth 

, - Grade and Rank': 

Fanction 

, .' 

Dates of taking Office 
Itetaile.d sorvic,e_" 

Transfer 
Retirem'ent 
i'ermin<\tion .,;.w , 

PAYROLL CONTROL SERWICE' 

B) Family Status : 

- Single, Harried or 

widow(er) 

- Name of spouse 

Date of birth of 

1. 

2., 

- 'If. 

6. 

7. 

8. 

9. 

10. 

thildren 

C) Details on salary 

,g;al~y index : 

- BasiC: monthly 
salary : (lees 
60/0 Retire PenaiOll. 

- Cost of living 
allowance 

Family allowante 

-Temporary increase' 

- lI.tnctional 
., al-lowal!Ic es- : 

• T'eclmical: 
,. RisloH 
• Rousing: 
• ,Water, 

electricity: 
• Rice 

Spccilll . 

'fO'I'.AL 

Amount Withheld t 



• 

sa (Lower p1.rt). 
, 

• , , 

lie'if 1')" P~i1(: :~b . 1;J. 1 OW'::'.!lC oS , :' ~ Gn on I'! f-.. - ' 

iFtmcti i'fJ.-, 

W'at'?! T"x B('.l r; 

~j Cost Fr.J;li- Tompe OJ1nl ~ith co 5% i4<'.to ..c: Bnsic of: ro.ry -. Hous-
B100, Spe- Tota:' Jlold· to ~Cl1· .L'otnJ H ~ HVi113 

ly linerc£'!.. ~cchl1i 1n:5 tri Rice cinl inG I)C ior ~sh ,q' Sc~l['.J.~ so c('.l city p:"id IO% .-~ or---
:l1sk dar 

, , , 

, . , 

. 
• , 

, ' .. 
, , 

1 
, 

: 
. , 

" , 
. . . 

, . ' , 
" . 

. 
I 

I I " 

j 
I 

: i : 



99 S1ze 27 x 35 

DLBTS nECOrtD Form 7 

Liqu1do.tion Chr.rg0cl AG 2.1ns t j 
, 

D~~tc _ 0 , . 
"'~turo' i SC(1U"r: !Jmoico C.l1C'* Hc.mc of ... ~ . . 

lll'ticlo 'Rom!'.rks of ; Amount No Dhto Cho.ptcr Cc. 
Orc1Qr ~ccC:iv ('.to Cl'"ditor ::.iOCponsd 

cd of ; , 
bvoico I 

, 
! 

, 
, 

, 

, , , 

, 
! , 

." . .- , 
• 

, • 
• 

.. 
."-~ 

. 
. . . . . 

" 

• ~ • • • • . 
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••• 

, 
.~ttt1a· 
(~~~ (J 

APV::ovod 

-, 
D'1tv l~o D~:to l,O 

-, 
; 

" 

: 

. ' 

n:::GIS~~ATION OF LIQUI)):,TIOiJ FILES 

(Titl<:l • I ••••• Cha.pt0r ...... ) 

Obl1(l,: t-:d 

j,~nmo of Progret!! 

CrOditor 
E:xponso CY, 5odo 

i:o Do.tQ Humber 

, 

, , . 

, 

-

• • 
Sizo 33 x lrS 
Farm 8 

I 

Amoul1t 
Articlt l1qui- HOr,Ii'.l'ks 

• 
chtQd 

i 

! , 
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;;i~ TI 0; lilI, "}uDGE'T 
l'E ... -..R • • • • • 

(1<. t'1; side pu;;;:e) 
Di!Tl.ILS OF LqUID"TFD EXP?lt'JES -: 

CHUa •..•... Chunter ••.••• "rticlc ••. ,. (a) and Ttcm • -
Liquidated Approv:::d Obli:;ated 

of 

~Io 

, 

: 

Hull'c 

Dat:::: No Date , Ho Dato Creditor 

, 

" , 
• 

l1auid.,t;:;d Lnd t;.l')l')rov)d for C::>rtifiod the DlJ10unt 
at tlK' ond of •••••• (n-onth) ••••.• :L.S follows : 

From C. Y. 19 ••.•• oarricxf' O\'9r .......... ..•.• 
Curr:nt your 19 •••.•• 

'Exprnso 

Total 

""vr:cnt . . 

Sd;:;on .......... 

, 
, ' 

: "mount 
in 

Cush Order 

19 ..... ,. 
(a) If under Am~rican Aid Prosrrun, 

Y.cntion Code Number • 
Crcdi t j'lU,nn.:::or 

• • 

, 
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c. Y. 19 . . . 
ITEM ... 

1 .2 3 4 5 6 

, 
, 
: 

, 
, 

. 

.-

( Ri~ht s~de p~go ) 
Detalla of Uquidatad Jl!ltpa~salJ. 

hIllount 

in 
; 

7 8 
~Rsh Ol'dOl 

9 

., 

NAlr:r:t)~T.i'.L 

.. 

- - - -
- - - -

1 

-

)3U)J~ 

- - -
- - -

C. Y. 

2 .3 

19 •••• 

• 

Size : 80 x 48 
Form 9 . 

oaZT1lld over • 

ITEi'! 

4 5 6: 7 8 

I 1 

A:rnerioan A1d TO'l'hl. Chaptor 

- - - - - - - - - .:. - -
- - - - - - - - - - - -

9 

- -
- -
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IV. ROW TO FORWARD THE LIQUIDATION FILE 

To make it easy'tIle control and to avoid mistakes, the 

. 
Officer· in the following manner : 

1) To attach to each invoice a situation report of 

liquidations in comparison with obligations (Form No. 

attached). 

2) To forward the, tile by means of' double trans~ttal slip 

made in 5. copies,' to the Liquidation ,control Offieer for visa. 

Each dOUble' transmittal slip shall only COTer 10 files at 

maximum. 

The trans~~ttal slip must be made separately for each 
• 

budget : l'atiQl\al Budget ; J\meriean Aid Budget ,OIi1:atis Budget and 
: . .. -

separatelY for each Article ; separately for the current credit , . . 
, 

or for credit carri9d over from the previOUS year. 

If the expenses belong to the ere~it carried over trom the 

" preTious year, the slip ShOllld be marked \"Ii t.h a stamp in red: 

ink bearing caption : "CREDI~ 19 •• " 
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NAT I Jl:1U, BUDGET 

• • 

v ..... ":""I ..l.. ...... L{. Art1 ('h~~p" Amcri-
cle t:::r cc.n 

,·.1d 
Pro:;r. Vot0d 

Code 
llo 

1 2 3 4 5 

C:...rricd over fl or,. 196 

Tot"l · (.:..) - - -· 
I 

'.roLl · (b) · - - -
Tot~"l : (&+b - - -

12ZQ1 
Tote,l (a) - - - -
'J'oU1 (b) - - - -
T(;tcl (c,+b) - - -

• 

( fttla •• II ..... Chapter .. II ..... ) 

. Crc:d1t , hpprov>::d for !'H.:.ymcnt' 

+ Ioc. 
D<'c. lhlult Obll;:- C':otru] De1e..;- Tot1.'.1 - atod .... tcd 

6 7 B 9 1') 11 

Ex ".!'Hil ~ • ....;;....-..::--.~ .. J",ou",ry 197C 

" ) Ilatiool.1 Jud ·C't 

9: - - - - - - - - - - - - - - . - - - -
. - - - - - - -. - - - - - . - - - - - -

B) :.!!.129I.±. £Ul._"~'c Pro"r 111 

- - - - - - - - - - - - - !- - - - - - -
- - - '" - - I- - - - - - - - - - - - - . .. ) ::t.t1onc:l !;Iud ,,=ct 

- - - - - - - - - - - - - - - - - - - -
B) .. l.IPoric4.: .. n h1d Pro:;ran 

- - - - - - - - - - - - -
~ 

- -
~ 

- - - -
- - - - - - - - - 1 - - - - - - - - -

3c.lLr.co 

(7-12) 

12 

- - - -
- - - -

- - - -
- - -

- - - -
- - - -- - - -I 

S1ze 40 x 48 
Form : 11 

R:::mr,ri{5 

13 

- - -
- - -

- - -
- - - -
- - -
- - -- - - .. 

1 Total . (1969 • 1970) C-.:;rt1fic;d rep .irovcd cX~,)Qns(;s as of th8 end 'Jf J ~ nur~r~' 19 •••• ns . ; follows . • 

ll<:.tiooal 13ud.:;et american J,id 
'.i'ot[,l 

C. Y. 19 .. II .... ctlrricd C~ntra1 Dele .;<" ted CcotrnJ Dclc:.;atcd 

C. Y. 19 
over. , . .. (cllrr'2ot 

'tot<ll 
.. 

... - ... - - ... ... 

... 
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'1'; TIME TO roRWATID A!ID RECEIVE LIQUIDATION" FILES 

In order for the monthly liquidation status in 

tbiI book-kE!0pinga of the Credit Manager and of the Disbursing 

Center to a~ee with each other, the liquidating a~neies must 

rorward the files durinc the month to the Liquidation Controller 

until the 25th day inclusive of the month only. 

From the 26th day on till the cnd of the month. files u1Il 

be made as us.ual, but will be entered tile Register for the next 

month. In order to distinguish. therefore. the month the files 

are dated, on the dou~le slip' forwarding the tile to the 

liquidation &'ontroller. the ITisoorsing Center and the liquidatiol! 

agency ~ ... mark in red the following e-aption : "Month or •••• 

19,. ". 
. " 

If the tiles during the month are not visaed aDd returned 

'to tIre liquidating agency and if the latter e.annot make 

corrections and return it to the Controller prj.or to the 25th 

of the month. it v1ll caneel the NUmber aDd date of liquidation 

on the invoice and gi~e it a number and date of the next month. 

Meanwhile. correction zhould be made iIli the Registration ror 

Liquidation and Regietration of ApproTal of payment. After that, 

a Dew transmittal clip shall be made and rorwarded to the 

Liquidation Controller for visa in the next month. 
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NATIO):;l,L BUDGET 

YEAR •• • • • 

Soqucn D"to • Purch,,;sed trOll' 
co xoc-

Order pmil1:: : or deli vorC'd 
to 

of or : 
vou- [out:;o-. 
chcrs in~ I 

, 

, 

. 

, 

. 

• 

D"ILY RECORD OF ;)UTGOll:G-IlICO;ntm 

l'iA TER:+,~LS 

pnit 
'Incomin3 

Cutc::;ory :pun- Out:"oin' w , ~ 

of .t1ty Prie:> , 
ivIotcrir.l ~u ,n; Valuo (Quant i t~, ) 

t1;y I 
I , 

, 

, 

, 
i 
! , 

SiZ2 : 2'7 X 35 
Fprl' .'0 13 

-
. ~3£llanc,:: 

~QU(\l1ti t?) 

. 
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Size 10 :r 13 

• If A T ION A L BUDGET 

Year ...... ... 

f1t.l.a ................. .. Chapter .. .......... .. Article 

E A L A 'If C E: 

LiquidaUon vs/ Obligation 

, 
A m 0 u n t : 

.. . 
.. -- "- _. -Obligation Order )fo. - .-. _. __ w • ............ 

• 
_dated .................................... .. ........ .. ;" ................ , 

.-
PreTious liquidation ........ '! .............. ... , 

Present liquidation ........................ ... , .. . ... .. .. ... . .. . .... .. .. .. . ," 
RALANCE ........... " ......... ..... -.!! 

, 
.. 

SAIGON, .............. _ .......... 19 •• 

• 
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VI. RE-APPROPRINl'ION" OF EXPENSES 

1. REASONS 

When the Cash order is issued before it is found tbat the 

expense has been mise-harged against an Article or Chapter, the 

Credi t MalTager 'will. apply tnepr_oeedure of re-appropriation of 

expenses. i.e. he shall request for a ~orrect appropriation by 

reducing the expense in the old Chapter and Article and increase 

the expense in the new Chapter and Article so as to De able to 

pay for the expense. 

2. PROCEDI'J'RE !OR RE-APPROPRIATION". 

To re-apprqpriate an expense wbi~h has been wrongly 

appropriated, the Credit Manager lr.U1 use the Re-appropriation 

certificate (Form E, IT). sueh Certificate includes tYlO parts : 

- The upper part 1s reserved for the Agency ubich has 

wrongly paid the _expense. 

----.~. The~lcmer. _part.is reserved tor _ the_Agene:l" .r1.M.ii:lL1s to 

actuallY pay for it. 

- , 

Re-appropriation of expease must he made separately at t~o 

levels : The ~le~ted Disbursing Officer and the Deputy 

Delegated Disbursing Officer. 

• 

• 

• 
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a) R~-appropriation by the Uelegated Disbursing Officer 

(Credit Manager). 

a.r. Expenses under two different titles, or QIldor two 

different Chapters but frr the same Titla. 

- Aeeney 17hich has made the wronB payment must 

initj.ate the request for re-ap?ropriatiorr. and must establish the 

following docuDents : 

• Certificate of re-appropriation. (to fill out 

necessary details in the upper part of the eertificate and 

signature J •. 

• Order of de-obli~ation of the amount of money in 

the re-appropriated Cash Order which has been Visaed ; 

- It is not neeessary to de-obligate the appropriated 

money belonging to a general obligation order or which is still 

.us.ed to liquidate an expense of the same category • 

. After that, the file -mat be foruarded to the Agency 

which 1s to actually pay for the expease. 

The ageney which is to pay for the ~xpellBe must : 

- J"illout the necessary data in the lower part of 

the certificate. 

- !.ttach thereto the Order of Obligation fa.lready 

T1saed) if obliBation is Poot ~ade. r! obligation is already 

made, it is only necermar::r to put the nUl!lber and date of the 
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Oblig"tioll Order on the re-appropriation eer"tificate ; 

- Forvlard the file to the DisbursinG Center. 

The DiGbur~ing tenter shall do the fol.lowin~ : 

- Put the number and date, and sign therein. 

- Make distribution of the certificate Of re-

appropriation to : 

. One copy to the Agency which has made the wrong 

paYl!:ent • 

One copy to t!".!e A/Jency which is to make the 

actual paJ~ent • 

(TheSe two ]'genc:i,es must make correetions in their 

accounting (liquidation 'and obligation book- kaepings). 

- Forward the "yellorl" copy of the Certificate to the 

IBM Accountinc Service ~or adjustment in the IBM Status. 

- Forward tIle 'oral:l!ge" copy of the Certificate to 

the Central Accountirrc Ager.q (Directorate of Acc:ounting 

Concemrtration) . 

- Keep the ·yellou· eopy (lIpon return from the Il3'M 

Accounting) together .... ith the dupUc-ate copy of tl're de-

obligation order aITd t:,e obli"ation order. if any. 

• 

• 

• 
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a.2. gxpenaea Dade under two different Articles, but in 

the same Chapter • 

- The Credit Mana~r who manages the ~redit under 

the Chapter coneerned shall : 

• Establish the certifieate of re-appropriation and 

sien on both parts therein, and apply the same procedure as above. 

b) At the Deputy Delegated Disbursing Officer (~eEutl Credit 

Manager) level. 

With regard to expellses to be paid out of the delegated 

~redit, re-appropriation shall only be made between Sections, 

Chapters, Articles unde!' manaGement of one same Deputy Delegated 

ntsbursing Officer (Depu~y C~edit Manager). 

This means that the agency which cakes the wrong payment 

and the agency- which is to r.:ake the actual payment is only one, 

and the same. 

The procedure for re-appropriation is made as follows ; 

- If there is no delegation of eredit , ~e Deputy 
• 

Delegated Disbursing Off2cer ~cl{es recommendation to ,the Central 

Level for a delegatio~ of credits and only when he receives the 

.. , ,1;tst 9L d~:!-.e.~ted eredHs VI ill he be able to make the re­

appropriation. 

Case o:f' 
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- The liquidator of the Agency which oakes the wrong 

payment shall establish : 

• The re-appropriation tertifieate (old model, with a 

caption reading: wrecommendation of the liquidatorw) and signs 

in this part of the <::ertificate. 

In the square reserved for putting the number and date of 

the Dbligation Oxder, to put the n~ber and date of 

oblig".tion of the delegated credit l>Y. .. the Gentxal level, and 

the number and date of the local Obligation Order. 

- The De-obligation order (to de-obligate the loeal 

Obligation Order) according to regulations in force and in the 

meantime, he mue:t recommend Contral to revoke the delegated 

credit concerned and considered no longer used. 

It is Dot necessary to de-obligate the re-appropriated 

amount in the general Obligation Order which is still used to 

liquidate an expense of the same cateGory. 

- To forvard the file (certificate of re-appropriat1on + 
--. 

De-Obligation order, ,if any. to tne. liqUidator of tho agency 

which is to pay for the expemse. 

The liqUidator of tho Aeency ~hich is to Paz for the 

el9/eDS,e shall : 

- Fill out necessary data in the lower part of the 

IC'ertificate and sign his nal!le under his "recommendations'. 

• 

• 
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- ;:;stablisll the Obligation Order (Local) according to 

regulations in force if the expense is not obli~ated yet • 

Tn the certificate of re-appropriati6n, in the column 

'New, Obligation Order', to put the number and date of the 

delege.ted credit ocligation order and the number 

and date of local obligatj.on. 

- For~Qrd the file (re-appropriation certificate + de­

obligation order + obligation order (if any) to the Deputy 

lll'~lebatcd Disbursing Officer). 

The Deputy EJeleco.ted DisbursinG Offie-er shall : 

Sic;n his name in the certificate of re-appropriation, 

in both parts (~pper and lo~er) reserTed for him j 

~ Put the number and date of the re-appropriation 

certificate (Upper part, right corner). 

- FonleId t!le 1'il'J to the lo«:al Treasury. SerTice. 

"he Treasury Officeilu-,o~ receipt of the certificate of 

re-appropriat;on, shall 

- Affix the st~~p roadi~c 're-appropriated' and sic;n his 

name thCl'ein ; 

Foru:'rd 3 coOlies to t;18 D'epu'ty Delegated Disbursing 

Officer (one copy to the agency maldng ~vrolL:; payment·, one copy 
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to the AGency to actually make the paynent and one copy to the 

Central Accountirrc Agency). 

- Retain 2 copies for files. 

The D"eputy Dolot;atoc Disbursinc Officer. upon receipt of 

the certific~te of ro-appropriation, sha~l : 

- Qrder a correction to be made in the ApproTals for 

Payment Book--keeping); 

- l"orward ono copy to the liquidator of the Al!Cncy malting 

the ITronG payment • 

--F'<lrward -one copy to the- LiquidIit6r of tile Agency which 

is to make the actual payment; (for correction in the liquidation 

book) ; 

- Forward one copy to the Central Accounting Agency for 

correction by IBM. 

REIoIARKS : 

It is authorized tg establish only _ one certifi.cate of re­

appro~riation for each order of payment. 

- The certificate of re-appropriatlon must be forwarded 

to the Disbursing Center (if at Central level) or to the 

Treasury Cif at too prannce ), prior to the 25th of each 

month. 

• 

• 



• 
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~~ter· t;lis ,"ate, t:ie ce;:,tificate of re-appropriat1on 

6'12.11 be rete.t:1ed u:lti1 telc fo11orlinc; month as ncntioned 

2.bovc. 




