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7. ADJUSTMERT OF OBLIGATIOIl.

An obligation amount is omrly an estimate amount. Upon

liquidation of the expenditures, there nay be :

- a deficit or

- an extra.

Under such circunstance, adjustment nust be made in the

followinrs forms :

7.1. Order to regwlarize an obligation (C.2.Y).

The Obligation Negularization Order is made in L copiles
to be forwarded to the Central Accounting Agency, Disbursing

Center, Credit Manager and Obligation Control.

In addition, as there exists mow a Liquidation Control
Officer at the Ministry or Departnent, an additional copy

should be nade to be forvarded to this Officer.

7.2. De-obligation - Re-obligation.

There are 4 cases to regularize an obligation :

a) Unused excess : To use the upper part of the

Rerularization Order to return the excess to the Budget.

If the excess is less than VIIF 10, it is not necessary
to make a de-~obligation. The Disbursing Center shall do it
autonatically. If the excess belonrgs to the delepated credit,

it nust be de-obligated and returned to the budget, no natter
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hovr spall it is.

h) Deficit : add

-
e - LY

ion=21 oblis=tion.

'5¢ hotl patc of the Remvlarization Orde: ; the
upper part iz to de-oblisate the balance, the lover part isc to
re-obligate the necessary awount (tlc aount already de-

oblirated & tlie additional oblization).

) If an Ozde. of Reccipt fo: Reduction of Fipenses

(RFRE) is issued, de-obligation -uot Le nade afte:

eixburscrent.

d) Casc of carry ove:r of llom- d‘ilflik-ﬁ? ¢it 1 to de-

oblirate the whole crecit vhich has Dbeen alreacdy obliralec

=

.n

tlie fooner bucdzet year, after Decree of carry ove: of Crecit

is issuved.

-~ "1t regard to obligation for exnennes at Ceatral

level : to 1a’<e a De-oblisation Oxder for the Obligze™ion Orcex
vhich has been approved., One single De-obligation Orde: nay
not be -—ade for several Obligation Oxders, even though they

ware unde:; the sa-e Article.

Iovever, with rega d to delesated credits, if the

obligation is under the sane Article and in the sane year

de-obliations -izy be made at thz spouc tice by one sole De-

.0blication Order fo:r se¥eral dclegated obligation orders fox
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one or several Provinces (or one o:r several Hilitary Pesions).

- Re-obligation can only be made with regard to
expenditures of the same purpose as those under the 0blirgation

Order which is de-obligated.

~ The amount to be re-obligated must be always higher
than the related de-oblirated amount. (if egual, it is not

necessary to re-obligate).

- If the re-obligated amount belongs to the credit
carried over {rom tie previous year, to mark the followving
fornula : ™Original budget year 19..7" on the left top of the

Obligation Reprularization Order.

- Concerning tlie Delegated Credit, if a deficit is
reported, the agency may nake a supplenental obligation to
delegate the ciedit later on, 1instead of nmaking a de-
obligation and then a re-obligation 1lile at the Central Gov't
agency.

8. COMPOSITION OF THE OBLIGATION FILE.

An obligation file includes

- Obligation Order

- Draft project which initiates the expenditures.

8.1. Personnel expenditures.

~ Obligation Order

- List of personnel in office
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- Detail of the obligated fund.

0.2. Materials expenditures.

0.2.1. Verbal obligation.

a) Up to 20,0008

~ Obligation Orde: : if the total anount 7
not yet obligated.
- Purchase Order.

b) Fron 20,000F to 200,0003

- Obligation Order

- Purchase Order

- Price inquiring file (Reports of the
Price Incvriring Comnittee yrith opinion of tlhe Pricc Eramination
Comnittee, the nrice inquiring forms, the sealed enveloped

already open up).

§.2.2. Contractval Obligation (by the Agency concerned).

a) Supply Contract.

Oblipgation Order

Specifications

Bid applications

H

Bid opening reports.

(If purchase is made loeally or from abroad by the

Central Logistics. Agency, there will be included) :

- Purchase Order
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- Obligation Order (may be made after hid

avard is announced).

b) Vork Contract.

- Obligation Order

~ Specifications

- Estinates of work with visa of the
Reconstruction Office (DCRUP)

- Bid applications

- Bid reports.
c¢) Iransport Contract.

Transport of goods and materials of peblic
arencies is wmade in-count:;y by tiec Central Logistics Agency with
reference to Decision 1lo. 1158-1D/PTT/TVTU of 31 Decenber

1969 of the Prine liinister.

d) Apreement Contract sigmed after a bid call.

I

Oblipgation Order

Agrecment Contract

Specifications

Bid applications

I

Bid Call reports.

e) Apreenent Contract sirsned after a price

inquiry.

- Obligation Order
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- Agreenent Contract

- Price Inquiry file (reports of the
Incuiring Committee with opinion of the Price Examination
Comnittee, the Price inquiry forms, the sealed enveloped

already opened up).

g) Agreenent Contract sipgned after an

unsuccessful Bid Call.

Obliration Order

Apreenent Contract

Specifications
- Bid applications

Report of umsuccessful Bid Call.

h) Lease of Carzo Shin.

- Obligation Order

- Apreenent of Ship lease

i) Purchase of inmovables from vrivate

individuals.

- Obligation Order
- Decision authorizing the purchase of

innovables and.designating the Contracting Officer,
— Report of the Pricing Committee.

k) Approvriation or requisition of prorverty

o

carry out a public work or for emergency or non-emerfency

Hational Defense purpose.




- Obligation Order
—~ Copy of the Decree Lay promulgating the

public worlk and authorizing same to he done.

- Copy of the Defree declaring the emexygency
state of the woirk (if any)

- Report of the Pricing Coumittee.

1) Lease of imnovables.

Obligation Regularization Order

Imnovable lease Agreenent.

Attention

In case tie value of contract is increased, it is

necessary to establish :

- Obligation Resularization Order

- Amendnent of Contract or Agreement.

£.2.3. Obligation to establish an Advance. Cash or

State-Managec Cash :

. Obliration Order
. Decreé providing for the ectablichment of

the fkdvance Casl or State Managed Cash.

. Details of the planned expenditures.

8.2.4. Obligation of miscellancous expenditures.
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a) Direct purchase fron abroad (mot thwousl o

[

Cent:ral Loristics Agency).

; Obligation Oxder
- Statvs of detailed of o™lication plan-.cd
- Accountinrs vouvcrer of Vietnan Cormercial
Credii Tanlk,
b) Qacrovs transfer of naterials between agencies.
~ Obliration Oidex
- List of natc:ials.

¢) Indennifications for traffic accidents caused

- Obligation Orde., if it has not been .
oligated in the %total.
- Decision of the Disbussing Qfficer
authorizing and cdeterpining the amount of the incdemnification,

or ertract of the Couzt decicion (if any).

d) Indernification for ciop darage caused by

defoliation.

- Obligation Oxrder
~ Decree autlorizing and fixinrs the amount

of the indermification.

e) Renunerations, bonuses, —oyalties, translaticn

- ww w w e

feces etc. :

- Ohlization Order
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~ Estinated exvenditures gith zeoference to

docunent fixing the a-ount of the renvmeration ctc.

5) Subsidies, all kinds.
— Obli=ation Oxcder
-- Decision of suvugidies.

¢. PROCEDIURE FOR FONU'ARDING TEE DOLIGATION FILE.

For easr centrol and to avoid mista™cs, the Chligation

Orde- et he forwarded to the Cllirgation Comptroller in

the following ::anneir

- Dy double Tsansnittal slips in & conies for visa by

Oblination Cor -’

- Each dovble “ransnittal slip rwet supnoirt only 10 files

in maxioum.

~ The transnittal slip mvst be nade sevaratcly for cach
kind of budpget : ilational Zuvdget, Anerican Aid Chapter, Outside
Ducdret Account, and senarately for current creditis or credits

car:-ied over from the nreviows yeer.

- If the expencditvres are carrvied ove: from the previous
yecar, a stasp bearing the following caption slhorld be affixed

on the ftransmittal slin "Credit from 1C..°
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10. TIME TO FORWARD AND RECEIVE THE OBLIGATION FILE.

In order for the monthly obliration situation in the
accounting books of the Crecd it Hanaser and Oblipgation Control
to agree witih each otlhier, the Credit Manager nust send the
Obliga®tion files made during the nonth to Obligation Control,dated

up to and including the 25th of the momth.

Fron the 26th till the end of this month, files are
established as usval, but shall be registered in the next

nonth.

Therefore, in order to distinpguish the month the file
belongs to, the following stamp sitould be affized in red on
the transnittal slip forvarding the file to Ohldigzation Cantrol

and read : *Month of ......19..,

If the file is not visaed and returned duriag the month
to the Credit Manager, and of vhich regularization cannot be
nade on time by the latter for returning to Obligation Control
on the 25th of the month, the Credit Manager shall strike off
the nunber and datc of the Oblligation Order, and give it a new
number and date of the next month. Meanvhile, e nakes the
repularization in the Obligation book, establishes a nmew
Transmittal S1ip ané¢ forvard it to Oblipgation Control the next

nonth.
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11. CROSS-EXAMINATION OF BOOK-YSIPLIGS

- —

11.1. Between Credit Manarse:r anc Oblifation Control.

e mem e o W e —— . -

- On tle 25th of -eachi nonth, all entries in the
Obliration book shall stop in o-der to nake the total of
obligation already entered during tle montlr and uvnder each

Article.

-~ From tle 26th until tle end of this menth, files
will be nade as usuzl, but shall be entered the book tie nex

nonta.

~ Prior to the 30th of.the nonth, the Credit Manager
shall appoint an official to ta'te his boolis to the Obligation
Control Office to cross exanine. The books will be tl.erecafter
subnitted to the Crecdit llanarser for anproval of the balance

simnature.

11.2. Betyeen Obligation Control and Disbhursingz Center.

- -——

Every nont’, upon receint of the ITH Oblization
Status DReport sent by the Disbhbureins Center, Obligation Control

siall crosc-exanine it witl: itc own DLooli=keepings.

If any nista*es are fonnc¢, Obligation Control shall
comnunicate with the Disbursing Center and the Crecdit Manager

for revlarization.

Especially for tie aeccuinulated INlI Decenber Status,
the Dishursing Center shell forvard onc additionsl copy to

Obligation Control fo: confirmation.
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The Obliration Couptrollars will wriie a formla
as follous at the bottom of the status if épace is available,
0 on the verso : e Obligation Comptroller and the
Chief Disbursins Center undersirned , certified that the
fizures in this . status aras correct". They sign their
nanes in and foryard the list to the Disbursing Center

conceinecd.

The Chief of the Dishursing Center concerned shall
sign his nane therein and forvazd tae sane to the Poogramming
Dizectorate (DGDFA) which will use it as a reference to
consider eventual recuests for transfer of credits by the

Depar-tnents or Ministoies.

12. PERIODICAL STATISTICS,

- At the end of each day, the Oblization Comptroller
must consolidate and verify duplicate copies of tiie Oblima%ion
Orders and Oblisation Resularization Orders before cending

thern to the Central Accountins Agency (Disbursing Center).

)

~ Vithin the first > days of each nonth, the Obligation
Comptrollers must forward to the Obligation Control
Directorate the status of obiigations nade (form attacled) in
the previous nontl: for consolidatinz and transnitting to DGEFA,
Central Accounting Agency and General Control on the 10th each

nontih.

-~ The annval list of oblimgations slhall be nade at the
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end of Decenber by the Obligation Contro)l Officers and forwarded
to the Directorate of Obligation Control prior to the 15th of
January tﬁb following yeax for consolidétion and control prior
to transpittal to the Central Accounting Agency before the 1st

of February.
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SITUATION OF CREDIT OBLIGATION

46D LIQUIDALTIOW

C.Y. 19

of coch azency accordinz to its roquiremznt.
(For ex: Obliration Control to Column & -
Liquidation Control to Column 11, Credit Manager to Column 1l)

P rOMoesesscess O ecovnsoos
o " g PPROVED FOR |
CREDIT 0BL.IGATED : A val
; , | 1I1GATE | LIQUIDATED PAYHENT..
~ (] 1 § | \
S8 et 1200 | ; 1969 .i 1969 1969 3
it g‘ 2 fEstii In- | aireage Total | 1970 Coz='|Total 1970 C2r~|Total|197d ‘CarTotal | &
S | 7 |matedercascResully ..., - wied ried ried
- | I over L
dues | |5 (384
' Wi @1 1w @) | ) [ @ | | a2) a3) )
1
i .
|
Notes : This form shzll be ysed at the discretion
Date
" 8 » a A" s &0 08 s



D. LIQUIDATIOIT ARD APFROVAL FOR PAYMENT
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D. LIQUIDATION AND APPROVAL FOR PAYMENT (DISBURSINC)

I. LIQUIDATION

1. DEFINTTION.

To 1liquidate a debt is to estinate the sua of nmoney to
be paic¢ to tle creditor. To 1licuricdate a debt (clain), a
dossier must be constituted to concolidate all nccessary
documents vouciins for such debt and to mention clearly the

sun of money to be paid to the c¢reditor.
Licuidation of an exnense includes twvo operations

- To confirm the right of tie creditor over the debt,

i.e. to justify and certify tie interest of the crecditor and

-~ To accurately estinate the sun of noney to be paid hin.

2. GENERAL PRIFCTIPLES.

2.1. Conditions for liquidation.

To licuidate an expense, tie Credit Manmager or Deputy
Credit Manager must be sure that the liaquidation dossler has

associated all the followlng conditions :

- The credit has been earmarked in the Budget, and has
been obligated ; the amount to be paic does not exceed the

fund already obligated.
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- The goods have been supnplied, the operations or

services already carried out, rendered, approved or received ;
-~ The vouchers are completed and in due form ;

- The estimates and the total amounts are accurats.

Besjides, the following important items must be considered ;

- The amount certified on the invoices as well as on the
vouchers (payroll, allowances estimates, purchase orders,
operation estimates etc.) nust be confirmed both in figures and

in full letters and nust agree ;

- Every correction or erasure on the invoices, vouchers
or cash orders must be confirmed by the person who establishes

them.

- On the invoices, vouchers and cash orders, signatures

nuet be in handgriting ; stamped signature nmust not be used.

2.2. Liabilities of the Credit Manapger or Deputy Credit

Manager.

Article 78 of Decree Law No.170-SLTC of 13 December 1560
provides that the Credit lManagerr or Deputy Credit Manager is
held liable, crininally or c¢ivilly as the case may be, for the

liquidation of expenses.

Therefore, in maling a payment, the Credit Manager (or

Delegated Disbursing Officer) and the Deputy Credit Manager
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(or Deputy Delegate Dishursing Officer) are held liable for

justifications mentioned in the accounting documents.
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IT. DISBURSINC (APPROVAL FODR PAYIENT)

et = . w— - ——— W ap——

1. DEFINITION.

——— e —

1.1. Expenses nace under the National Dudget, after having
been licuicdated, nust go tiwourh a phase called approval for
paynent prior to being actually paid off and pernanently

registered in the Dook-Keenings.

1.2. Po approve for »naynent is to issue an order of payment
(noy called cash order) for cash paynent or for regularization

of the sitwation by order of the Dishursing Officer).

Thic operation is carzicd out by an agency called

Disbursing Center.

2. GENERAL PRIICIPLES.

2.1. Cash order is only issred within 1init of the credit

whiclh has been officially obligated for the expense concerned.

2.2. In the Cash order as well ae in the vouchers, there
oust be clearly nentioned the Calendar Year, Title, Chapter,

Article, against whicl: the expenses are charged.

If the expenses originate from the previous year, to

mention tihe original calendar yeaz.

2.%. Casl: Order muct be establislied and entered the Disbursing
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Book for Approval of Payment omly if adequate vouchers made in

due form are attached.

In ease vouchers or justifications are not precise
enpough to account for the expenses, the Plsbursing Center shall
have the right to require the Credit Marager to submit

additional wvouchers or administrative certificates.

2.4. Cash order can onmly be issued during the Calemdar Year,

from Jamuary lst to December 31.

With regard to regularizations of emergency expenses
or special expenses which are paid off prior to being approved
for payment, the regﬁlariziig cash order may be issued umtil
the 318t of Jamuary the followimg year, but should be dated

Pecomber 3Ist of theuprevious yoar.

2.5. All debts which, for want of wouchers by default of the
beneficiary, are not liquidated and, thercfore, mot approved

for payment im a period of 4 years from the beginming of the
year when the debt oceurred, shall be prescribed for ever.

2.6. Only the Disbursing Officer (Minister) shall have the
right to issue Decision to relieve this 4-year limitation
period vis a vis debts which, although having mot beem liquidat-
ed and approved for payment for over f-years, are mot by

default of the benefieiary.
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2.7. Cash Order is to be paid for inm a period of 1 year,

effective the date of its issuance. Beyond this delay, if the

beneficiary ¢can set forth conecrete evidence that such delay is
pot due to his fault or is a case of force majeure {beneficiary
Iidnapped, imprisoned, impeded because of war hostilities ete.
and has been unable to communicate with the agency concerred in
order to produce his wouchers during this L-~year period), the
cash order may Be by authorization of the Pisbursing Officer.
(Minister, ¥ice Ministers) re-obligated, re-liguidated amd
approred for payment in case the claim has been affected by

the period of Iimitationr.

Examples : a) Ordinary ease :

Delivery made on 20 FeRruary 1969
Sfill within

VYouchers and imvolees submitted
the '-Ipar
on A 15 December 1972 &

‘ limitation
Cash Order issued on 25 December 1972 ) ——

period

. The creditor has the right to get Within the
paid at the Treasury from December 25, 1972 one-year
till 24 Deeember 1973 period

Within the delay of one year said above, (from
25 December 1972 to 24 December 1973), the ¢reditor must take

the Cash Order to the Treasury for payment.
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:'b‘) ' Extraordizary ¢case :

Delivery made on 20 Febdruary 1969 - Still within

the 4-year
limitation

Cash order issued onm 25 December 1971 period.

Youchersand Imvoices mibmitted aml5> December 1971

The creditor has the right to get pald at the Treasury
from 25 December 1971 till 24 December 1972 (Within one-year

period).

In the period said above (from 25 December 19?1 to
24 December 1972), if for any reason whatsoever, tke ereditor
does not report to the Treasury to get paid (delay mot ecaused
by the ereditorf himself, or happeued.iﬁ'ééée'pr force -
majeure a8 explained above), hé must malke am application with
supporting reasons therefor;, to ask for payment by the
Uisbursing Officer.

The latter shall examine the appliecation and if seeing
that the debt has pot been preseribed, may write ir the )
appllcatlon the followirg formula : "Approved for payment®,

then affix hie seal and signature.

This application shall be attached to the cash order
whose delay for'payment has expired and forwarded to the
THisburshing Center for re-approval for payment in order to be
valid for payment at the Treasury.
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g.ﬂ. On the contrgr}, if the delay for'payment of the Cash
order has expired ,and the debt prescribed, the Disbursing
Officer shall, upon application made im due form by the

¢reditor :

- Issue a Deeision relieving the 4-year period of
limitation, make a mew obligation thereof, liquidate it, give
again his approval for payment and charge it against the

current credit ,;

- Porwyard to the Disbursing Officer the mew liquidation

file whieh includes :

. Application in due form of the ereditor ;

. Copy of the Decision relieving the h-year period
of 1limitation ;

. Invoices and vouchers ;

. The o0ld Cash order.

2.9. The Disbursing Officer shall affix the seal *CANCELLED®

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

issue a new ome.

The old Cash order bearing the caption “CANCELLED"
shall be retained by the Disbursing Officer for attachment to
the nev approwval for payment filc and forvarded to the Cemtral

Accounting Agenecy for its archiwes.
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TIX. DOCUMERTS USED FOR LIQUIDATION ARD APPROVAL FOR PAYMENT

Documents used for liquidation amd approval for payment

of public expenses incluae :

- Stamped paper
- Youehers

- Book-Kcepings.

1. STAMPED PAPER.

1.1. For IBM Payroll purpose, shall be imcluded :

. Certifieate of change of salaries during

the month Form DCIB 1
« Individual Payroll Card Form BCLB 2
. Fotiee of retroactive payment | Form DCLE 3

. Rotiee of extra-paid salary being

withheld Form DCLEB 5
« Salary wouchers Form D2.a
. Monthly payroll Form D.3

These documents are used to establish the file for
liquidation of payroll by IBM machines under Control of the
Directorate of Budget amd Foreign Aid (IBM Payroll Section).

1.2. Hand-established payroll. Documents to inmelude :

~ Salary vouchers (eivilian persommol) Form D2.Y
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This is used to list salaries and allowances of
government officials, Representatives, career persommel, task
paid salaries, contractual salaries, daily paid personnel,

fIoating personnel.
- Salary vouchers (militarymes) Form D2.Y
Used to Iist salaries and allowanees of officers,

FCOs and Enmlisted men.

1.3, Material accounting documents inelude :

- Invoices, Vouchers Form D.5Y

Used to Iist sums of money to be paid to sellers;

suppliers doing services by verbal agreements or by contracts.

l.4. Miscellaneous expenses documents, include

- Miscellameous expemses vouchers Form D.6Y

¥o estimate unclassified petty expenses such as travel
expenses, per diem, hospital fees, tramsfers, reimbursements,

alloecations etc.

2. STATEMERTS TO BE WRITTEN OF THE VOUCHERS.

Or the vouchers, the following statements must be made :

a) Piscal year (if the expenmses is ineurred from the previous
year and carried over to the current year, the origimal year

must De mentiomed).
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b) Function - Title - Chapter - Article - Agency.

¢) Program Codc number if the expense belongs to American
Aid budget.

d) Provincial or Military Regiow Code Humber, if any.

e) Rame of agency making the exponses (Ministry, Directoratec,
Service).

f) Name of benefieiary.

- On_the Payroll : If the Paymaster sigmnes his name on the

payroll, the decision of his appointment must be attached (inm
the first time) ; in the next times, the caption "Reference
Pecisior Ko. ..... already attached to Cash order approved for
payment No. ...... dated......" must be written.

- Or materials and miscellaneous : To mention the mame of
the creditor: If the latter is a commerecial company, am
assoclation or a Publishimg Offiece, to nention the name of the
company, Association or Office, Fo mame of Director, Manager or

Publisher is to be memtioned.

g) Address (mention elearly the house number, street,
province, If in the village, mention Hamlet, Village, District,
Province).

h) Account Mumber (Humber and Name of Treasury or Bank. If

provincial Treasury or Bank's braneh in the province is
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concerned, to mention same).

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

be mentioned by the bemeficiary.

j) Pate and Number of Obligation Order (mo referemce to two
obligation numbers for one expense shall be made. The
obligation number must be the ome officially issued by the

Obligation Control Officer).

k) Number and date of liquidation (issued by the Credit
Manager for eath Chapter under his management and by sequence

order during the year).

1) Mumber and date of approval for payment (Thic will be

issued by the Disbursing Center) ;

m) FNational commereial index number (in Saigon, to mention

it properly ; in the provinces, to memtion it, if anmy).

n) ¥ouchers attached (to mention im full and by order, the
mumber of documents or accourting statements justifying the
expenses. If there is not enmough space on the recto, to write

on the verso).

o) Catepories of expenses :

- Civilian personnel payroll : to establish a separate

voucher for each category of persomnel : career, comtraetual,

assimlilated, task payment, daily paid, floating personnel.
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~ Military payroll : to establish a separate voucher for

Officers, NCO's and enlisted men.

Make the total of each category of salaries, allowances
and mentior the total obtained from eaeh eategory in the column
relating to the Code Number of the Item prior to making the
total to be paid om the voucher (invoice);

- Materials : to mention the kind of serviée or material,
the quantity or umit thereof, the umit price and the amount of
each category as mentioned in the purchase order, prior to

making the addition.

The seller must certify the amount in the invoiee im full

capital letters, date it and sign his name.

- Miscellaneous expenses : to mentiom the ecategory of

expense, code pumber for each category, the amount thereof,

prior to making the total.

p) To deduct stamp fees, temporary inmcome tax withholding,
production tax : to calculate and mention in the appropriate

space in the vouchers.

q) To mention the mumdber and date of entry im the Daily

Expenses Register (to record debdts).

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

if any.
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5) To record the nunber and cdate of catry in the Incening

an¢ Outsecing Hateriels Negister, i any.

t) To record details of cacli catermory of expense according
to tiic code nurher ¢ to lict the catecoy of the cxpense,
recox( the code nup™er of cach cuncice in accordance with the

|

list ottached to thisc boo't, and the anount of caclh ecxpense.

v) The Neceivin~ Cormittee inclvding the Chainan and two
nenbers, shall sigpn thiedir names in the inveices, 1f no epecial

renarks are sade.
Any comi-ents shiall o nade in a scparate report.

Unnder tle siznature of eaclh nentke. of the Receiviagp

Comrittce, to nention his name in full and his position.

v) Final acknouledgencnt of the account : The Credit Manager

shall pake a final acknowleédrenent ¢f the amount in full
letters, put the date and sign his sirnature prio- to affixing

his ecal.

If the vouclers and invoices are forvarded by an Agency
Chief to the Crcdit Hanaser for cntry in his licuvidaticn book,
the Chicef of Areney conceraed must sipgn his nane and affix his
sirnature in the snace zescrved  for hin,

>o VOUCHERS,

———— -

Vouclhers in accercance with iustructions given

Y]
B
Q
2
A}
&)
(o]



in t e flomcnelature of Imenres published by Deciszion T0.1950/
TUC/TT2 of 30 Ausust 1955 and euplainced by Circular lo.14,S77/
APC/NN2 of tle sane fatc ooddin aceordance with »rovisions sct
up in Articles fro» 110 to 131, Decrecc Law '0.170-SL/TC of
Decenher 13, 1060,
Vorclhers which lave thce character of initiating an
cxnense sucl: as @ 1ist of - 0l}, estinate of allowvances,
certificate of ccssation of paraent, coatract, purchase orders,
autliorization of eunenses, owder of transfer of naterials
hetweenr nuhlic arencices etec., and which a-e attaclhed to the
liouideticn filc, nvr=t be always the orlsginal copies. Other

docunents such as liceree, Service Order, vil statuvs recoxds

etec. attacle? to the file may be certified conies.

L. DOOK-KELPIITGS, - R

At . e W Y E—— -

L.1. Egig;g;igq.

In lieudidation of cxupenscec, the followin~ book-lieepings
must De establisicd te recond ané follow uwn the accounting

operations

a) Obiigation Dookx-lleeving

h) Payfoil Control Renister

¢) Dobts Rerister

a) POf‘StC“ to cnter the order of scduéncé”bf'thc files

o

for licvidetion and approvel for naynent.



¢) Ilegister reristering liquidations and orders of

7) Register of allocatcd of delezated funds
1) Emense Resicter
i) Ilaterial Derister

%) Incoxins and Outgoing Material Negicter

.2, Use of Dook-leenings.

———— . e e x w owm ow s e

a) Obligation Dooli-Keeping (sec C : Oblisations).

b) Payzoll Control Register ( Form I'o,5 -attached).

)

This recister is used to uention the adninistrative
and fanily status of eacl: persomncl, his basic salary, his

nontily allowances,'and tic anount to be nald to the Peasion

| This Record nust be alwvays updated. TUhenever a change
occurs to the administrative or family status of the personnel,

the official in charpge nust record such change d1n the book.

At the end of each ronth, after salaries are paid to
ile personnel, the actual anount paid to each peiconncl muet be
recordec¢ in this boolk-lieeping, At the end of the year, the old
book~keceping shall De lent in the file for further referenee
when necessary and a ne: bookukeeping for the nev year must be

established.

c) Debts Register (Torn l'o,7 attaclied) :

This vecorcd is used to Zegister hy secuence order,
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invoices received every day from the creditors or files
fron the personnel asking for payment of : per diem allowances,

travel allowancez, hospital fees, maternity fees etc.

a) Rg;ister registering the sequence of files for

licuidation and approval for payment (Form Wo.8 attached).

Like an out-soing mail reeord, this book is used to
register daily, and in good sequence, all files concerning

expenses made by the Credit Manager during the Year.
A

¢) Register for licuidation and registration of payment
ol

i
7, \

orders (Form No.9 attached).

This record includes columns : R’umbér, date of
liquidation, Number and date of appfoval for payment, Rumber
and date of Obligation, name of Creditor, program code mumber,
or delegated furd ; amount in cash order under each Article,
items relating to the current fiscal year and ecarried ower from

the previous year.

This boolkx ui)l. pive information on whether the debt
has Dbeen liquidatcd or approvéd for payment, and will make
available to the ligqguidating agency docunents and data to

disecover any lost or stolen materials which have been purchased.

As Accounting on licuidation is made per itews and

Articles, the Credit Manager may reserve several pages of this
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book for one Artiecle, which includes several Ytems in order

to record fully all necessary related details. After the Credit

Manager sisns his name and accounts the total amoumt.in the invoice,

the persomnel 1n charge of the Register must enter the
Jiquidation file by order of sequence, record the mumber and
date of licuidstion and other necessary data in the liquidatiom

register together with the registration of the approval for

paynent.

‘'Whenever a duplicate copy of the invoiece returned by

the Disbu;éing Center is received for file, the date of the

approval: for paymentmmuSt be. racorded. in the Register,

With regard to payrolls made ty the IBM Payroll Section
of the DGBFA, although there are . no.registers and no dates of
liquidation to be recorded, but vhenr the duplicate copy of the
IEM payroll voucher is returned, the. personnel 1n charge of the
Book must enter the mumber emd date of apprqval for payment in
. the register,

Exvenses which are liquidated must also be recorded by
order of Chapter, Article and month, for easy tefercmée when

e

needed.

On the 25th of every month, all entries must be
temporarily suspended to make the total of those already
" entered and to make the total of the amouiif paid curing the

month under each Article, ™
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From the 26th to the end of the current month, files
will be established aB usual, but entries will be made for the

next month.

On the 30th of the momth, the responsible Officer mst
submit the Register to the Credit Mamager for signature certify-
ing the total of the month.

The total of the following month wust include the
total of this month and the total of the previous momths. The

operations will go or. this way until the emd of the year.

g) Delegated Credits DUistributior Book (see E, Form

No.JO on Delegated Credits).

h) Expenses Recapitulating Register (Form No.1lT
attached).

This Register is established per Chapter, Article and
is for the purpose of consolidating all expenses liquidated by
the Managgr anc. Deputy Manager concermed during the month, based
on the Liquidation Register of the Credit Manager and the
Monthly Status belng submitteé by the Deputy Credit iknagers

in the province.

This Register must be closed at the end of ewery month
and at the end of the“year in the same manner applied to the

Record for Liguidations and Registration of approvals for

payment.
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i) Register for Imventory of Materials.

This Register is used to register nonr expendable
materials, petty materials of 500f worth or above, This book
is temporarily established in accordance with Form No.31, which

is now designated Form No.l2.

Each material bears a separate serial number. Howerer,
with regard to materials which form a set (living room
furniture, Tea service etc.) each set will Bear a different

serial number.

The formality to register and maintain the Material
Inventory Record was deseribed in Circular No,390/KTC/TTKT/SEQC

of March 2, 1970 of the Central Aceountimg Agency,

k) Bailx log for incomimg and outgoing materials

(Form FNo,l3 attached) :

This book is used to daily register expemdable or mon
expendable materials or raterials which will be worn out after
a period of time : Office supplies, fuels, tires, materilals
stored for gradual use, spare parts, accessories for vehicle
repalrs and maintenance, machirery, newspapers, magazlnes,
materials bought by Central Government for distribution to

dependent ageneles im the field ete.



The Central Accounting Agency is stucying and craft-
ing a Decree providing for repgulations on naterial accounting
and national property accounting in accordance with the

financial and accounting re-ulations in force.

e e s ——
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NATIONAL BUDGET

Size 50 x 48

Form No.6

F.Y. REPUELIC O VIETNAM

Ministry of ceeveveeeioneiannnnan.

Directorate, Service

PAYROLL CONTROL SERVICE
- Kame of personnel.
A) Administrative status B) Farily Status : C) Details om salary :

- IBM Index mumber . - Fingle, larried or Salary index :
- Registration. Funber _ widow(er) - Basic momthly

- Tate and Place of
: - Name of spouse

salary : (less
6%/0 Retiré Pensiom,

Birth ' - Date of birth of - Cost of livieg
- Grade and Ré#k" children : allowance
- Function r. ‘-4 1. - Family allowance
: ' 2. ~ Temporary increase
3, - Functional
- s - allowarnces
e « Technical:
5. « Risks:
"f 6. « Housing:
~« Water,
: - 7. electricity:
5. ¢« Rice
, . Special ’
e - 9.
: _ et R N N R R
A CF e : 10,
Dates of taking Office : 22225
Detailed scorvice. . . .. .- ‘Amount Withheld v
Transfer
Retircment -

Termination -@



(Lower pnrt).

4llownncos B g;gjéii ?L“ioih
7 Foneti| | Bel niy S It 0*
cmpg onal |- e il o
S rary - Fo to R
1S~ . 1 i
I3 incrca[feehnd| "y 00 Be . Lot ol o
x sc cal e cld :
L o P oY=
sk |der
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FALTOYAL BUDG.T ‘ Sizc 27 x 35
._f_'-.l_,‘;:_j\ * 80 2w S D:LBTS _PJ-::CO_RD I' FOI'm 7
| . Liquidation Cherged agoinst |
| Dot Jo tture ; ? : :
Scauen - A naturae , ‘
e [wolcel cid Jeme of of !|Amount No | Date | Chapter [srticlc| Remnrks
Order frceciv) Coto Croditor Zxponsd|
i Cd" Of l - . : g ' i
: Involcc | |
—
i .
i F‘
. .
Y - L ] “'
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FATIONAL BUDELT

REGISURATION OF LIQUIPATIOn FILES

Sizc 33 x 48

100 B 1o Forn 3
Lt P (Tithle " 1le e v Chapttr """')
T - R .
(f?-%%é . A.pp.‘:OVL«d Obl 1gt.t\..d |
wame  of Program [Amount
. Bxpenso | CY1 {3 ®odc | Articly 11qui- Renerks
i'o IDate| o [Date {10 | Date Croditor . Number -+
' dated
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JATIONAL DUDGET

(lcft side nuze)

YEAR o o 0 v DITLILS OF LIWIDATED BXPTisES - -+ - - -« . . .
(M%l0 « «.e... Chupter ,..... srticle ...,. (a) and Itom .
Liquidatcd Approveod Jblizatced , 7ﬁ I
- Name of ‘Exberse i amount
.L—-f ¢ ] ':.r 13 \T o - in
O Dat lo ,D'-ltc . 10 Dat Craditor Cash Ordor
] K4 )
Total

Curr:znt your 19 ....

Cortificd the apount llquidatod
ub the ond of ...
From C.Y. 19...

. {ronth)

s CALTLoA OV Ler v e st s ann

{(a) If under americen ald Prosram,

Mention Code Number.

;nd ennrov:d for puyrcnt
- l‘l LI ] "i.l-s fO]..‘.OWS

Scizon cieeeenans 19
Cradit bunazer
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~© ( Right side pugo ) Size : 80 x 48
Details of liquidatsd ixpensas. Form : 9
e 19 ... amount C.Y. 19.... oarricd over.
ITEM ... in f ITEM
fash Orde _
1 |.2 3 4 ] 6 71 8 9 )} 21 3 [ %) 5| 67 819
TOTAL /
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IV, HOW TO FORWARD THE LIQUIDATION FILE

X
To make it easy the control and to avoid mistakes, the
liquidation file must be forwarded to the Liquidation Control

.

Officer in the foIlowing manner @

1) To attach to each invoice a 51tuatlon.report of

quuldetions in comparison with obllgatlons (Form No. ...

attached).

2) To forward the file by'means of' double transmlttal slip

made im 5 c0b1eg, to the Liquidation Control Offlcer for visa.

.~ Each doubie’ tr‘ansmitta_l s-lip shall only cover 10 files at

The tranmshittal slip must be made separately for each
budget : R’atiqr;,’al Budget ; American Aid B*udgejt,_oﬁtaih Budget and
sgparafely for each Article ; sepafaﬁely for the current eredit

or for credit carried over from the previous year.

If the expensés belong to the credit carried over from the
" prewious year, the slip should be marked with a stamp in red : :

ink_béaring caption : “CREPIT 19.." Do -



10k

NATIONAL BUDGET TOTAT, FXPEISES Sizc k0 x 48
'™ YEAR .. . ( ™Mt10 se..... Chaptor .....) Form = 11
Crodit . ipproviad for'paymon
Yoo Artl< Choplameri- 3 1ence
cle|tor | ean i § Pl LECE Romarks
~1d « Inc. f (7-12)
Pro:r. Voted| _ Doc' Rosult [Oblis=[Contrall Delezq Totgl
Code o ated | uted
_ o ‘
1 21 3 5 6 7 8 9 17 11 12 13
Examnle: Januury 19790
a)| dational Zudi-ct
Corricd ovor fror 1969: - =l ~ = <[« = = = - - I
Totall: (&)= = =] = = |« = o/~ = = = = O U O [P
| B)| uroric:n uidl Prorrgnm
Totulfs (D)= = =|= = = a] = = =] = = = = - = - - - T-- ] T
Totall:(aeb} - T T - - - - o - = L - = - -
1970 WD ilutional fudlet
Totel [(a) =fc = = |0 = = & ;= df 2 @ o o e o e o e - o R
( B)Y americun nid| Prosram
ST ST 43 T (S S R R I - - - -
Totel [(udh) [= = == = = sl = = e o g e m o ke a4 - - ae - - - -
Total (196 « 1970) | Certificed apsroved cxnensos as of the cnd of Jeonuer” 19.... as
follows :
dautional Bud ct american nid
' I'\]j Total
¢.Y. 19 .... carricd | C@ntral | Delc uted| Centrc Dclezated
ovoer T ~ g
C.Y. 19 ... (currcont)
j
Total !
Sulgon, = = =« =« - - 4 - - o - &
C I 24
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"V, TIME TO FORWADD AND RECEIVE LIQUIDATIOR FILES

In order for the monthly liquidation status in
the book-keepings of the Credit Manager and of the Disbursing
Center to agree with each other, the liquidating agencies mst
forward the files during the month to the Liquidation Comtroller

until the 25th day inclusive of the month only.

From the 26th day onm till the cnd of the mompth, files will
be made as usual, but will Be cntered the Register for the mext
month. In order to distinguish, therefore, the month the files
are dated, on the double £lip forwarding the file to the -
quuidationieOntroller, the Disbursing Center and the liquidatiom
agency uiii__mark in red the following captiﬁn : "™onth ;f”....
19,. 7. '

If the files during the month are not visaed amd returned
to the quuidating agency and if the latter cannot make
corrections amnd return it to the Comtroller prior to the 25th
of the month, it will c¢aneel the Number and date of liquidation
on the invoice and give it a mrumber and date of the mrext month.
MearwhiTe, correction zhould bYe made in the Registration for
Liquidation and Regictration of Approval of paymemt., After that,
a pew tramsmittal slip shall be made and forwarded to the

Liquidation Comtroller for visa in the next month,
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NATIOI AL BUDGET DuILY REFCORD OF QUTGOING=-INCOMING Sizo ¢+ 27 x 35

YEJ&R L] L] + - [ ] E}_LATER:.[_"L[,S FOTJ J.I‘O lj
Scquent Date | ¢ . ot e (n tncominz oln: "n1s

no. | Purchascdfror Catcory uzn-Pnit Outzoin, Jalanca

Orggr b:ﬁ?n-’* ior dclivered |~ of tity (Prics _ .

of or | to Materizal Quindy e | (Quantity) £Quantity)
vou- Putzo=| tity |
chers | ing | !
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Size 10 x 13

FATIONAL BUDGET

i

Year o.-v..

Tiﬂa as Prree s Chapter e v s e e .ArtiCle ar v sw

BALAFKCE:

Liquidation vs/ Obligation :

Amoun t:

Obligation Order ¥o. ...... =~ L

_dated LI B I B R A B Y )

__Previous liquidation ...cuvcevueeeof

Present 1liquidation ....... - |

N |

O 4

SATGON, ..veveevovrarsssal9,,

Chief, Accountipg Offiece,
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VI. RE-APPROPRIATION OF EXPENRSES

1. REASORS

When the Cash order is isswed befere it is found that the
expense has been mischarged against an Article or Chapter, the
© Credit Mamrager ‘will apply the procedure of re-appropriation of
expences, 1.e. he shall request for a correct appropriation by
reducing the exvemse in the ©0ld Chapter and Article and inecrease
the expense ir the new Chapter and Article 56 as to Be able to
pay for the expense,

2, PROCEDURE FOR RE-APPROPRIATION.

To re-appropriate an expense which has been wrongly
appropriated, the Credit Manager wil) use the Re-appropriation

certificate (Form E, If), sueh Certificate imcludes two parts :

- The ﬁpbef part 1s reserved for the Agency which hase

wrongly pald the expemse.

....m-The_lauer .part.is reserved for. the Agermcy which is to

actually pay for 1t.

Re-aﬁbropriatioﬁ of expemse must be made separately at two
levels : The Delegated Disbursing Officer and the Deputy
Delegated Disbursing Officer.
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a) Re-appropriation by the Delegated Disbursing Officer

(Credit Manmager).

a.l. Expenses under two different Titles, or undor two

differentvﬁhapters but in the same Titlo,.-

- fLzency vwhich has made the wrong payment must
initiate the request for re-aporopriation and must establish the

following documents :

. Certificate of re-appropriation (to f£ill out
necessary details in the urpper part of the certificate and

signature}.-

. Order of de-obligation of the amount of money im

the re-appropriated Cash Order which has been visaed ;

- It is not recessary to de-obligate the appropriated
money belongling to a gemeral obligation order or which is still

used. to Ilquidate ar expense of the same category.,

-After that, the <{ile .must be forwarded to the Agency

which is to actually pay for the expemse,
The agency which 18 to pay for the expemse must :

- F111 out the neeessary data in the Jower part of

the cerfificate.

- Attach thereto the Order of Obkligation {already
visaed) if obligation ic rot made. TIf obligation is already

made, it is only necessary to nrut the number and date of the
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Obligation Order on the re-appropriation ecertificate ;

- Forward the file to the Diebursing Center.

The Disbursing Center shall do the following :
- Put the rumber and date, and sipgn therein.

- Make gistribution of the certifieate of re-

appropriation to :

. One copy to the Agency which has made the wrong
payment ;
. One copy to tne Agency which is to make the

actual payment ;

(These two figencies must make corrections in their

accounting (1liquidation and obligation book-keepings).

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

IBM Accounting Service for adjustment inm the IBM Status,

- Fprward the 'oramge" copy of the Certificate to
the Central Accounting Agency (Directorate of Acecountirg

Concemtration).

- RKeep the 'yellow®™ copy (upor reture from the IRM
Accounting) together with the duplicate copy of the de-

6b1igation order and the obligation order, if any.
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a.2. Expenses nade under two differenmt Artieles, but in

the same Chapter.

- "hg Credit Manager who manages the eredit under

the Chapter conecerned shall :

. Establish the certificate of re-appropriation and

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

B) At the Ueputy Delegated Disbursing Officer (Deputy Credit

Manager) level.

With regard to exrpenses to bhe paid out of the delegated
credit, re-approrriation shall only 5e-made between Sections,
Chapters, Articles under management of one same Deputy Delegated

Disbursing Officer (Depuiy Credit Manager),

This means that the agency which makes the wrong payment
-and the agency which is 1o rakke the actual payment is only one,

and the sane.

The procedure for re-apvropriation is made as follows :

- If there is mo delegation of ¢redit @ The Deputy
Delegated Disbursiﬁg Officer makes fecommendation to the Central
level for a delegation-of credits and omly whew he recelves the
~1ist of delegated crediis will he be able to make the rc-

appropriation,

Case of- eredit already delegated ¢
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- The liquidator of the Agency whiéh makes the wrong

rayment shall cstatlish :

. The re-aprropriation certificate (old mode;, with a
caption reading : "recommemdation of the liquidafor™) and signs

in this part of the certificate.

In the square reserved for putting the mumber and date of
the Obligation Order, to put tke number and date of
obligatior of the delecgated credit by the Central 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 forc¢e and inm the
meantime, he must recommend Central to revoke the delegated

credit concerned and considered mo longer used,

It is mot necessary to de-obligate the re-appropriated
amount in the gemeral Obligation Order which is still used to

Tiquidate an expense of the same category.

-~ To forward the file (certificatp of re-appropriationm +
De~Obligatior order, if any, to thé_iiqui&étor of the agency

which is to pay for the expense,

The ligquidator of thc Aremcy which is to pay for the

expense slall @

- Fi11 out ne&essary data in the lower part of the

cortiflcate and sign his rame under his “reecommendations®,
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- Zetablish the Obligation Order (Local) according to

regulations in force if the expense is not obligated yet.

In the certificate of re-appropriation, in the columm
'ﬁeqﬁleigation Order®, to put the number and date of the
delegated eredit otligation order amc the mumber

and date of loeal obligation.

- Porwyard the file (re-aprropriation certificate + de-
obligation order + obligation order (if any) to the Deputy

Delecated Disbursing Officer).

The Deputy DPelegated Disbursing Officer shall :

- Sign his name in the certificate of re-appropriation,

in both parts (upper and lower) reserved for him ;

- Put the rmumber and date of the re-appropriation

certificate (Upper part, right cormer).

- Foryard the file to the local Treasury Service.

The Treasury Ofiicep uvon reeeipt of the certificate of

re-appropriation, shall

- Affix the stamn rcading "re-appropriated® and sign his
name therein ;
- Forwsrd 3 covies to the Depuiy Delegated Disbursing

Offiecer (one copy to thc agency making wrong payment, ome copy
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to the Agency to actually malze the payment and ome copy to the

Central Accounmting Agency).

- Retain 2 copies for files.

The Deputy Dclegated Disbursihg Officer, upon receipt of

the certificate of re-appropristion, shall :

~ Order a correctior to be made in the Approvals for

Payment Book —keeping);

-~ Forward onc copy to the liquidator of the Agceney makireg

the wrong payment ;

~--Forward -oné copy to the Liguldadtér 6f the Ageney which
is to makec the actual payment ; (for correction in the 1liquidation

book) ;

- Forward onc copy to the Cemtral Aecounting Agemcy for

correctiom by IBM.

REMARES

It is authorized to establish only onc certificate of re-

approvriation for each order of payment. . .

~ The eertificatc of re-appropriation must be forwarded
to the Disbureing Ccntor {(if at Cemtral level) or to the
Trecasury (if at tho provingce ), prior to thc 25th of each

morth.
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After this date, tle certificate of re-appropriation

shall be retained until the following month as mentioned

above.





