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Current situQtion and procedure concerning liquidation of payrolls under 
the National Budget a:ppliqd by Saigon disbursing agencies. 

To give a general view and pcrmi t comparison, we will first present the 
methods- of processing payrolls, which are now being use d: 

A. Present methods of processing the payroll: 

I. Manual method 

This method is at present used: 

a. On a pe rman ent and continuous basis for: 
- Floating personnel and fi eld a.gents 
- Civil guards 
- A numb er of cadre, contract and daily-paid personnel 
- Personnel of provincial services 
- All military and civilian personnel of the Defense 

Depa rtment: (a) cadre, contract, daily paid; 
(b) floating. 

b. On a n exceptional and temporary basis: 
Following the proposal of disbursing agencies, mechanical 
processing of paying a number of employee s may be 
t emporarily stopped f or some months, during which time 
this job is done manually by the disbursing agencies. On 
th e othe r hand, whilu th e salary of anothe r number of 
employees is processed by ma.chines, the a llowances a.re 
processe d manually by the disbursing agencies. _ 

II. Me chanical method 

At pre s ent about 18,000 cadre, contract and daily paid employees 
working f or Saigon government agencies have their salaries pro­
cessed me chanically by th e Budget and Foreign Aid Direction 
General. Each employee is assigned a. payroll code for use in 
the mechanical process. 

B. Procedures for sala ry processing 

I. Manual procedure 

-The Liquidator prepar e s a payroll (DJ) in which every ch( nse in 
pe rsonnel or family status is t aken into account, a s well a s all 
payment orders and vouchers. 

-All employees listed on tho payroll hove to sign it. 
-The Liquidator writes the t otal of the payroll in full letters, 
signs the payroll and tho payment orders and. sends the liquida­
tion file with the vouchers to the Obligation Control Direction. 
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Current situation and procedure concerning liquidation of payrolls under
the National Budget applied by Saigon disbursing agencies.

To give a general view and permit comparison, we will first present the
methods of processing payrolls, which are now being used:

A. Present methods of processing the payroll:

I. Manual method

This method is at present used:

a. an a permanent and continuous basis for:
- Floating personnel and field agents
- Civil guards
- A number of cadre, contract and daily-paid personnel
- Personnel of provincial services
- All military and civilian personnel of the Defense

Department: (a) cadre, contract, daily paid;
(b) floating.

b. On an exceptional and temporary basis:
Following the proposal of disbursing agencies, mechanical
processing of paying a number of employees may be
temporarily stopped for some months, during which time
this job is done manually by the disbursing agencies. On
the other hand, while the salary of another number of
employees is processed by machines, the allowances are

processed manually by the disbursing agencies.

II. Mechanical method

At present about 18,000 cadre, contract and daily paid employees
working for Saigon government agencies have their salaries pro-
cessed mechanically by the Budget and Foreign Aid Direction
General. Each employee is assigned a payroll code for use in
the mechanical process.

B. Procedures for salary processing

I. Manual procedure

-The Liquidator prepares a payroll (D3) in which every change in

personnel or family status is taken into account, as well as all
payment orders and vouchers.

-All employees listed on the payroll have to sign it.
-The Liquidator writes the total of the payroll in full letters,
signs the payroll and the payment orders and sends the liquida-
tion file with the vouchers to the Obligation Control Direction.
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- After visaing the file ; the Obligation Control Dire ction r e­
turns it to tht> Liquidator. 

-Th e Liquida t or submits the fil e to th e Ordonna teur for signing 
the payment orderd~ 

- Th en the file is s ent t o the Treasury f o r visa, a£ter which 
it is r e run1e d to the Ordonna t eur who transmits it t o t he 
Liquida tor. 

-At the end of ea.ch month the Disburser gets money from the 
Treasury to pay the employees under his car e . On receiving 
his pay, ea.ch employee s i gns his name in a book kept by the 
Disburs er as a v ouch er. 

II. Mechanical procedure 

Prior to the 2nd of each month, the Liquida tor prepar es a 
"Salar y Voucher" indica ting ev ery change in the payroll of 
his agency in r egard to the pr evious month. He al so make s 
a notice of the change a ffe cting each employee concerne d. 
Both documents a r e sent t o the Obligation Control Dire ction 
(m§.~hine s e ction) . This section prepar es all payrolls (D3 ) 
a nd payment orders, visas them and s ends them to the 
liquida ting agency c on~eTI1e d. From this stage on, the pro­
cedure is carried on a s in the manual procedure . 

Above are the met hods a.nd proc edure s being applie d. Baginning 1960. 
The Budget and Forei gn Ai d Dire ct ion Gene ral will apply new mechanized 
proc edures and methods as described below. 
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-After visaing the file; the Obligation Control Direction re-
turns it to the Liquidator.

-The Liquidator submits the file to the Ordonnateur for signing
the payment orderd.

-Then the file is sent to the Treasury for visa, after which
it is returned to the Ordonnateur who transmits it to the
Liquidator.
-At the end of each month the Disburser gets money from the

Treasury to pay the employees under his care. On receiving
his pay, each employee signs his name in a book kept by the
Disburser as a voucher.

II. Mechanical procedure

Prior to the 2nd of each month, the Liquidator prepares a
"Salary Voucher" indicating every change in the payroll of
his agency in regard to the previous month. He also makes
a notice of the change affecting each employee concerned.
Both documents are sent to the Obligation Control Direction
(machine section). This section prepares all payrolls (D3)
and payment orders, visas them and sends them to the

liquidating agency concerned. From this stage on, the pro-
cedure is carried on as in the manual procedure.

Above are the methods and procedures being applied Beginning 1960.
The Budget and Foreign Aid Direction General will apply new mechanized
procedures and methods as described below.
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r, Ar eas of application of t he Payroll Manual Pr ocess and Me chanical Pr oc es s 

In principle , payment or ders pertaining t o the s al a ry and allowance s 
of pe r sonnel, which a r e provided by the National Bud.get under t h e articles 
11 Salary a nd Allowances", must b e prepar e d by ma chine . However, there a r e 
ca se s in which payment order s continue t o b e pr epar e d manually: 

A. Cas es in whi ch t he p.::,yroll is manually prepa.r e d: 

1. On a permanent and continuous b a sis: 
-C\ qraE4, <j_'§n\{acf6v~encf1_bda\~:-Wk\q d!?JiS~t,S~:r;;vJng in Sa i gon, 
vffi~e J'name s Ptfre i ncrJded' '"in a 'J:isT app~o~ve d··sy th e Budget 
Direct i on Ge neral. 

-Floa ting pers onnel and fi eld agents 
- Personnel working for pr ovincia l s ervic es paid through 

deposited credi ts 
- Milita r y pe r sonnel a nd ci vilian personnel pai d by the 
Def ens e Depa rtment 

-Civil guards 
-P ersonnel pai d through a ccounts outside of th e National' 
Budget (autonomous organizations, off-budge t items, 
Sai gon City's budget, e tc ••.•• ) 

2. On an exceptional an d t empora ry ba sis: 
-Cadre , contract and daily-paid personnel r ecent ly r e cruited 
(first month's pay ) 

- Cadre , contra ct and da ily-pa id personnel l eaving a payr oll 
personnel code who have jus t been transferre d f rom another 
agency (part of the pay fr om t he day they t ake office a t 
the new post t o the end of the month). 

This i s the only extraordinary ca s e wh er e s al a ry is pro­
cess e d manually whe r e it should b e prouesse d mechanically. 

B. Cas e s in: which t he payroll i s me chanical _ly pr epa r ed: 

I. Common Principl e 
The payr oll of all cadre , contra ct and daily-pai d personnel in 
service a t Sai gon agencies and being paid through the National 
Budget must be pr epar e d by th e machine s ection of the Budget 
Direction Gene r al. 

Exc ept f or c a s es r equiring manual pr oce ssing on a perma nent 
and eontinuous basis, the ot he r employee s, if their payroll 
is still prepar ed manually, mus t come under the me chanical 
proc ess a t t he b eginning of 1960. The. payroll of new employees 
must be directly in cha r ge o f the machine s e ction of th e 
Budge t Direction. 
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Areas of application of the Payroll Manual Process and Mechanical ProcessI.

In principle, payment orders pertaining to the salary and allowances
of personnel, which are provided by the National Budget under the articles
"Salary and Allowances", must be prepared by machine. However, there are
cases in which payment orders continue to be prepared manually:

A. Cases in which the payroll is manually prepared:

1. On a permanent and continuous basis:
-Cadre. contract and daily-paid personnel serving in Saigon,salary is approved bv the National Budget and
whose names are included in a list approved by the Budget
Direction General.
-Floating personnel and field agents
-Personnel working for provincial services paid through
deposited credits

-Military personnel and civilian personnel paid by the
Defense Department

-Civil guards
-Personnel paid through accounts outside of the National
Budget (autonomous organizations, off-budget items,

)Saigon City's budget, etc

On an exceptional and temporary basis:2.
-Cadre, contract and daily-paid personnel recently recruited
(first month's pay)

-Cadre, contract and daily-paid personnel leaving a payroll
personnel code who have just been transferred from another

agency (part of the pay from the day they take office at
the new post to the end of the month).

This is the only extraordinary case where salary is pro-
cessed manually where it should be processed mechanically.

Cases in which the payroll is mechanically prepared:B.

I. Common Principle
The payroll of all cadre, contract and daily-paid personnel in
service at Saigon agencies and being paid through the National
Budget must be prepared by the machine section of the Budget
Direction General.

Except for cases requiring manual processing on a permanent
and continuous basis, the other employees, if their payroll
is still prepared manually, must come under the mechanical
process at the beginning of 1960. The payroll of new employees
must be directly in charge of the machine section of the

Budget Direction.
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Exception: A Liquidating agency may cla im continuation o f 
manual processing of t he pa.yr oll for a numbe r of empl oyees 
a s sai d in A/I (see p<-igc 1) if the r e is any solid r eas on 

·pr eventing t he use of machines. The liquidating agency 
s ends the list of the pe rsonnel with th e expl anation why 
t her e should be the manual process t o the Budget Direction 
Gene r al for appr oval. 

Notice : The Obligat ion Control Dire ction will not visa t he 
ma nually pr oces s ed liquida tion fil e of any cadre , contract 
or daily-paid empl oyee whos e name does not appear on the 
abov e -mentione d list . 

2 . 11echa.nically pr ocesse d s al a ri e s must al ways continue t o be so . 

In other wo rds, - wi t h t he exceptions gi vcn below, the p1o~rso nnel 

who hav e ha d a payroll code for us e with ma chine s can no 
l onge r h ave his pay manually proce sse d, no ma tter how short 
t he period i t cove r s . 

According t o this principl e, for t h e personnel earn i n g a 
me chanically pr ocessed s al a ry, any increas e in pay (b asic 
sal ary~ f amily allowanc e , functi onal allowance , or other) 
will also follow the me chanical process. Even when the 
increase becomes effective s ome time during a month and 
c annot be included in t h e pay f or tha t month, t he i ncrease 
cannot b e paid s epar a t ely through the manual proc ess, It 
will b e pai d a s a back pay t ogethe r with the next month's 
-p ay t hr ough the mechanical proc ess. The s ame proc edure 
mu st also be applie d f or allowance payme nts during a f ew 
months (e . g ., ov ertime allowance for t eachers) • 

The Control Obligation Direction will r e j ect any manually 
p r ocesse d payroll inclu ding employees whose pay should 
have been me cha.nica.lly pr oce$so d. 

:C.:xc eptions : \i-Jh en a.n employee sta rts wo rk a t an agency s ome 
time during a month, wha t he earns f or th a t month may be 
manually processe d. This exception t o th e ~ is applicable 
both f or ~ newl t r ecruite d employee and for ~ employee trans­
f e rre d from another agency. 

For m~wly a ssigned empl oyees, who have not b een paid for more 
t han a month in o f f ice pending comple tion o f their r eco r ds, 
the abov e exception al so applies. As s oon as t he r ecords a r e 
compl etely furnished, tho pay o f th0 conce rne d empl oyee s mus:t 
be manually process ed a t once no matter on wha t da t e of the 
month . For the following months, it is the duty of the 
ma.chine s e ction of t he Budge t Direction Gen;:; ral t o t ake ca r e 
of their pay. 
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Exception: A Liquidating agency may claim continuation of
manual processing of the payroll for a number of employees
as said in A/I (see page 1) if there is any solid reason
preventing the use of machines. The liquidating agency
sends the list of the personnel with the explanation why
there should be the manual process to the Budget Direction
General for approval.

Notice: The Obligation Control Direction will not visa the
manually processed liquidation file of any cadre, contract
or daily-paid employee whose name does not appear on the
above-mentioned list.

2. Mechanically processed salaries must always continue to be so.

In other words, with the exceptions given below, the personnel
who have had a payroll code for use with machines can no
longer have his pay manually processed, no matter how short
the period it covers.

According to this principle, for the personnel earning a
mechanically processed salary, any increase in pay (basic
salary, family allowance, functional allowance, or other)
will also follow the mechanical process. Even when the
increase becomes effective some time during a month and
cannot be included in the pay for that month, the increase
cannot be paid separately through the manual process. It
will be paid as a back pay together with the next month's
pay through the mechanical process. The same procedure
must also be applied for allowance payments during a few
months (e.g., overtime allowance for teachers).

The Control Obligation Direction will reject any manually
processed payroll including employees whose pay should
have been mechanically processed.

Exceptions: When an employee starts work at an agency some
time during a month, what he earns for that month may be

manually processed. This exception to the rule is applicable
both for a newly recruited employee and for an employee trans-
ferred from another agency.

For newly assigned employees, who have not been paid for more
than a month in office pending completion of their records,
the above exception also applies. As soon as the records are
completely furnished, the pay of the concerned employees must
be manually processed at once no matter on what date of the
month. For the following months, it is the duty of the
machine section of the Budget Direction General to take care
of their pay.
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Wh en an employee earning a. me<;ha.nically processed sal a ry in 
Sai gon is assigned to a provincial post whe r e h e will b e paid 
through Deposited Credi ts, th .:; liquidating agency has to . 
advi se the machine section so that it stops pr oce ssing sala ry 
f or the employee concerned. 

On the oth er hand, if t h8 p r ovice -bound employee . is to 
continue t o b e pai d by the Central agency he is leaving, 
the Department conc erned or the managing agency may either 
choose t o have his sal ary processed by ma.chine a s before or 
manua]yby the agency. 
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When an employee earning a mechanically processed salary in

Saigon is assigned to a provincial post where he will be paid
through Deposited Credits, the liquidating agency has to
advise the machine section so that it stops processing salary
for the employee concerned.

On the other hand, if the provice-bound employee is to
continue to be paid by the Central agency he is leaving,
the Department concerned or the managing agency may either
choose to have his salary processed by machine as before or

manuallyby the agency.
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II. Procedure for the Payroll Manual Process 

Tho payroll manual process does not change .and will continue as 
befor e . 

A. It should be noted that at the beginning of each quarter the 
Liquida t or h as t o obligate all the allotment ne cessa ry to pay all 
the pe rsonnel's sala ry · ( vJhether mechanically or manually processed). 
If within the quarte r an ~dditional allotment is needed, the 
liquidato r must follow the usual deobliga tion - r eobliga tion (C2) 
procedure after r e ceiving the a dditional allotment r eque ste d. 

B. 'l'he payroll form permanently us ed in th e manual process will b e 
the current D3 (seep . 1, Section I - A (I). 

C. The payroll form for manual process used on an exc eptional and 
temporary basis f or employees whose sal ary has been or will be 
processed by the machine s ection of the Budget Direction (s ee 
p . 1, section l-A2) is the new f onn D3-C. It concerns ca dre , 
contract or daily-paid employees starting work at an agency 
some time during the month, personnel (newly recruit ed or trans­
f erred from another agency). With the data filled in form 
D3-C, the machine section will be abl e t o add the pro r ata. pay­
ment t o the me chanically processed payments and t o make at the 
end of the year a compl e t e a ccount of all the sa l a ries paid to 
the personnel in its char ge . 

Note : Concerning t he abov e se~tions B and C, the liquidating agency 
has t o make a clear differance between the two pe rsonnel case s r e ­
ciuiring the payroll manual prol;ess in order to use the a ppropria te 
f orm f or each. 
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II. Procedure for the Payroll Manual Process

The payroll manual process does not change and will continue as
before.

A. It should be noted that at the beginning of each quarter the

Liquidator has to obligate all the allotment necessary to pay all
the personnel's salary (whether mechanically or manually processed).
If within the quarter an additional allotment is needed, the
liquidator must follow the usual deobligation - reobligation (C2)
procedure after receiving the additional allotment requested.

B. The payroll form permanently used in the manual process will be
the current D3 (see p. 1, Section I - A (I).

C. The payroll form for manual process used on an exceptional and
temporary basis for employees whose salary has been or will be

processed by the machine section of the Budget Direction (see
p. 1, section 1-A2) is the new form D3-C. It concerns cadre,
contract or daily-paid employees starting work at an agency
some time during the month, personnel (newly recruited or trans-
ferred from another agency). with the data filled in form
D3-C, the machine section will be able to add the pro rata pay-
ment to the mechanically processed payments and to make at the
end of the year a complete account of all the salaries paid to
the personnel in its charge.

Note: Concerning the above sections B and C, the liquidating agency
has to make a clear difference between the two personnel cases re-
quiring the payroll manual process in order to use the appropriate
form for each.
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III. Procedure for Payroll Mechanical Process 

I. Obligation: 
At the beginning of each quarter, t he liquidating agency obligates 
the t otal cre dits allotte d f or sala ry with an obligaticn sheet 
used both for the me chanical process a.nd the manual process 
(re : manual process). 

II. Liquidation: 
In the me ch anical process tho Liquidator is · not t o make the payroll 
2nd pa yment order as in the manual p r ocess, but makes instead pay­
r oll' vouchers (form DCLB/I) and t emporarily all s a l a ry sheets 
(fonn DCLB/2) or not ices of back pay (form DCLB/3) if any. The 
payroll voucher (DCLB/l) is t o indica t e the situati on of all 
salaries from month to month. 

a . 'Nhe ther the salary r emains the same as in the previous month 
b. Or it has changed f or some employees whose payroll codes 

must be s hown. 

In t his case~ the Liquidato r a t taches a sal a ry sheet (DCLB/2) 
for each employee . Newly recruite d employees a r e treated in 
the s axne manne r as the employee s whos e salary h a s been modified: 
a sala ry shee t i s atta ched to the payroll voucher. 

If an employee is entitle d t o a back pay or an allowanc e paid 
f or only one month (e . g ., t eacher's hourly f ees) , the 
Liquidator makos a back pay notice (DCLB/3). On the notice 
may b e listed t he increases c once rning seve r al employees 
(s ee detai l a.bout use of form DCLB/3 at Se ction IV below.) 

The signature of the Liquida tor on Payroll Vouchers, Sal:J.ry 
Sheets and Back Pay Notices hns a liquida ting e ff ect, and 
l egally binds the author. It is the r esponsibility of the 
Liquidating Agencies to send, on the 5th of ea0h month at 
the l a t est, to the Budget Direction General all Payroll 
Vouche r s (DCLB/l), Salary Shee ts (DCLB/2) and Back Pay 
Notice·s (DCLB/3) 11,Ii th all rel a t ed papers so that the ma.chine 
service ccin process t he payroll o f tha t month. 

No document sent in afte r the 5th of the month will J e 
a ccept ed owing t o the fact that the machine s e rvice nrust 
finish processing the payroll a t a. fixed date and any delay 
at the agencies l evel woul d be f elt in the payroll process. 

If there i s any such del ay, t he machine service will process 
the payroll of the agency conc erne d a ccording t o the old 
documents without any change . The f ollowing month, before 
the 5th, the Liquidator mus t r epeat the same information 
on the sruary shee ts and back pay notic es in or der to include 
the sala ry diff erence t he employees should hav e r e ce iyed in 
the past month if there had b een no del ay in s ending in the 
ne cess ary papers. 
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III. Procedure for Payroll Mechanical Process

I. Obligation:
At the beginning of each quarter, the liquidating agency obligates
the total credits allotted for salary with an obligation sheet
used both for the mechanical process and the manual process
(re: manual process).

II. Liquidation:
In the mechanical process the Liquidator is not to make the payroll
and payment order as in the manual process, but makes instead pay-
roll vouchers (form DCLB/I) and temporarily all salary sheets

(form DCLB/2) or notices of back pay (form DCLB/3) if any. The
payroll voucher (DCLB/1) is to indicate the situation of all
salaries from month to month.

Whether the salary remains the same as in the previous montha.
Or it has changed for some employees whose payroll codesb.
must be shown.

In this case, the Liquidator attaches a salary sheet (DCLB/2)
for each employee. Newly recruited employees are treated in
the same manner as the employees whose salary has been modified:
a salary sheet is attached to the payroll voucher.

If an employee is entitled to a back pay or an allowance paid
for only one month (e.g., teacher's hourly fees), the

Liquidator makes a back pay notice (DCLB/3). On the notice
may be listed the increases concerning several employees
(see detail about use of form DCLB/3 at Section IV below.)

The signature of the Liquidator on Payroll Vouchers, Salory
Sheets and Back Pay Notices has a liquidating effect, and
legally binds the author. It is the responsibility of the

Liquidating Agencies to send, on the 5th of each month at
the latest, to the Budget Direction General all Payroll
Vouchers (DCLB/1), Salary Sheets (DCLB/2) and Back Pay
Notices (DCLB/3) with all related papers so that the machine
service can process the payroll of that month.

No document sent in after the 5th of the month will be
accepted owing to the fact that the machine service must
finish processing the payroll at a fixed date and any delay
at the agencies level would be felt in the payroll process.

If there is any such delay, the machine service will process
the payroll of the agency concerned according to the old
documents without any change. The following month, before
the 5th, the Liquidator must repeat the same information
on the salary sheets and back pay notices in order to include
the salary difference the employees should have received in
the past month if there had been no delay in sending in the
necessary papers.
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III. Me chanically pr ocessed Payrolls and Eons de Caisse. 

Each month all Payroll Vouchers (DCLB/l), sal ary sheets (DCLB/2), Back 
Pay Notice s (DCLB/3) ond r elated pape rs s ent in by th e agencie s a r e 
che cked by the Obligation Control Direction and J\<b.chine Section. 

' 
On the ba sis of the docurrh.m ts appr oved by the Obligation Central Direc-
tion , the machine se ction produ ces the payr olls (DJ-a) and Pa yme nt 
Orders (Dl-a). Th e number a nd dat e of authorization on the Payment 
Orders (Dl-a ) a r e r epr oduced on the Payrolls (DJ-a) which bea r the 
s i gnatur e of the machine section chief. The Payment Orders bea t the 
c:.ppr oval of the Obligation Contr oller a s well a s the signature of 
the Secretary of State for th8 ?r e sidency or .his del egat e t o this end. 

Ii/ . The Tre~,sury' s visa 

The machine s ection also prepnr e·s ·lists of employees having a Tr easury 
or bank a ccount credit notice s (money deposits) an d border caus of 

· issue s of payment orders f or them . Togothor with t he bor der ea.u of pay­
ment orders (2 copies) th e Budget Direction Gene ra l trcmsmi ts to the 
Treasury the Payment Order (Dl-a ) for visa t o each payment order 3.ttache d: 

- A copy of the Payr oll (DJ-a ) 
- All vouchers and credi t notice 

Simultaneously the Budget Dire cti on General s ends t o liqui :iating 
agencies fo r informati on: 

- - A copy of each pa.ymcnt or der (Dl-a> 
- Two c opi es of the payr oll (DJ-a ) 

After . the payment orders ar e visaed, the Treasury sends di .ne ctly 
t o the liquida ting agencies: 

-A bordor eau of p2.yment orders 
-.All bons de caisso which have been approved 
-All credit notices 

In case th e r e a.r e payment orders f ound una cceptabl e by the Treasury, 
they are r e turned t o th o Budgs t Direction Gener al. The machine · 
section will conta ct the liqui dating Dgencies in orde r t o have the 
money c r ders c orrected. 

V. Disburs ement 

The Tr ua.sury r eleases funds t o each Disburser according to the t otal 
of Payment Orders pro duc ed by machines . On r e ceiving his pay from 
the Di sburser ea.ch empl oyee h D.s t o sign on both copi es of the payroll 
furnished by the machine section. 

Whe n all the:: agency' s empl oyees have signed their names on th e payroll, 
the Disburse r has· to r tJturn to the Budget Direction ond copy of the 
DJ-a within 10 days after the dat e when funds ~ r el eased .£;r the 
Tr 0asury at the l a.tes t. This payr oll copy fill ed vJi th signatures will 
be transmitted t o the ma chine section . 

VI. Over payment 

Ther e a r e c ase s when empl oyees who a r e not entitled t o a. full month 
pay r e ceive it because , l a cking t h e ne ce ssa ry informati on, the 
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III. Mechanically processed Payrolls and Bons de Caisse.

Each month all Payroll Vouchers (DCLB/1), salary sheets (DCLB/2), Back
Pay Notices (DCLB/3) and related papers sent in by the agencies are
checked by the Obligation Control Direction and Machine Section.

On the basis of the documents approved by the Obligation Central Direc-
tion, the machine section produces the payrolls (D3-a) and Payment
Orders (D1-a). The number and date of authorization on the Payment
Orders (D1-a) are reproduced on the Payrolls (D3-a) which bear the

signature of the machine section chief. The Payment Orders bear the

approval of the Obligation Controller as well as the signature of
the Secretary of State for the Presidency or his delegate to this end.

The Treasury's visaIV.

The machine section also prepares lists of employees having a Treasury
or bank account credit notices (money deposits) and bordereaus of
issues of payment orders for them. Together with the bordereau of pay-
ment orders (2 copies) the Budget Direction General transmits to the
Treasury the Payment Order (D1-a) for visa to each payment order attached:

-A copy of the Payroll (D3-a)
-All vouchers and credit notice

Simultaneously the Budget Direction General sends to liquidating
agencies for information:

-A copy of each payment order (D1-a)
-Two copies of the payroll (D3-a)

After the payment orders are visaed, the Treasury sends directly
to the liquidating agencies:

-A bordereau of payment orders
-All bons de caisse which have been approved
-All credit notices

In case there are payment orders found unacceptable by the Treasury,
they are returned to the Budget Direction General. The machine
section will contact the liquidating agencies in order to have the

money orders corrected.

V. Disbursement

The Treasury releases funds to each Disburser according to the total
of Payment Orders produced by machines. On receiving his pay from
the Disburser each employee has to sign on both copies of the payroll
furnished by the machine section.

When all the agency's employees have signed their names on the payroll,
the Disburser has to return to the Budget Direction one copy of the
D3-a within 10 days after the date when funds were released by the
Treasury at the latest. This payroll copy filled with signatures will
be transmitted to the machine section.

VI. Overpayment

There are cases when employees who are not entitled to a full month
pay receive it because, lacking the necessary information, the
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machine section has proc essed their pay for a full month. 

Exampl es: wh en an employee is terminated or is transferred to anothe r 
post during the month, but the machine s e ction routinely proce sses his 
salary through tho month. 

When the 1,-nfe or a child of a.n employee dies or a.ny of his 
children have r eached 21 during the month , but the allowance benefited 
by the wife or child has continued to be r e ckoned throu e;h the month. 

When by miscalculation the agency gives an employee i1 pay in 
exces s of what he should get . 

In the above ca ses, th0 Liquide tor has to make immediately a 
colle ction order in abatement of expense, ma.chine type (E4a.) against 
the employee conc erned which i s submitted to th e approval of the 
Budget Directi on General. This step is applicable even to l e ss than 
500 piasters ca shed in excess. 

If the employee conce rn ed has a bank or Treasury account, the 
Tr easury will deduct the excess paym<:mt from his following month 1 s sala.ry 
befor e depositing it into his a ccount. 

If tho salary omount is paid through a Disburser a nd the collection 
order in abatem"'nt of expens e is issued prior to the pay-day, the 
Disburser has to r etain the s al ary or allowance amount cashed in excess 
in order to r epay it to the Treasury. 

If the collection order is issued after the pa.y day, the Treasury 
will undert<J.ke t o r etain the excess amount in th e following month on 
visaing the payment order of that month. 

Sirm.llta.neously the· liquidating agency issues a. Refund notice 
(DCLB/4) which is s ent to the Machine Section (Budget Direction) 
together with the colle ction order in abatement of expense. With 
this docwnent, the machine a cc ounting service will make the necessary 
deduction in the t ot al annual salary r e ceive d by the employee . At the 
end of the yea.r, on the basis of this t ot al annual sala ry, the ma.chine 
a ccounting service will m:3ke a list of th e taxabl e sala ries (income 
tax and s al a ry tax) f o r all the personnel whose salaries are processed 
by machine . 

Note to liquidating agencies on Form DCLB/4 : 
This colle ction in abatement of 8Xpense is particula rly used for 

the procedure for pr oc essing payrolls by machine , and Form DCLB/4 is 
use d in cc:.sc s of excess po;yments due to wrong computation or loss of 
benefit . This form. cannot be used in r e covering loa ns or advanct.E 
payments to employees (two-month salary loaned for transfer or going 
to a training c enter, a dvance hospital f ee s, etc ••• ) In sh ort, all 
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machine section has processed their pay for a full month.

Examples: when an employee is terminated or is transferred to another
post during the month, but the machine section routinely processes his

salary through the month.

When the wife or a child of an employee dies or any of his
children have reached 21 during the month, but the allowance benefited
by the wife or child has continued to be reckoned through the month.

When by miscalculation the agency gives an employee a pay in
excess of what he should get.

In the above cases, the Liquidator has to make immediately a
collection order in abatement of expense, machine type (E4a) against
the employee concerned which is submitted to the approval of the
Budget Direction General. This step is applicable even to less than
500 piasters cashed in excess.

If the employee concerned has a bank or Treasury account, the

Treasury will deduct the excess payment from his following month's salary
before depositing it into his account.

If the salary amount is paid through a Disburser and the collection
order in abatement of expense is issued prior to the pay-day, the
Disburser has to retain the salary or allowance amount cashed in excess
in order to repay it to the Treasury.

If the collection order is issued after the pay day, the Treasury
will undertake to retain the excess amount in the following month on

visaing the payment order of that month.

Simultaneously the liquidating agency issues a Refund notice
(DCLB/4) which is sent to the Machine Section (Budget Direction)
together with the collection order in abatement of expense. With
this document, the machine accounting service will make the necessary
deduction in the total annual salary received by the employee. At the
end of the year, on the basis of this total annual salary, the machine
accounting service will make a list of the taxable salaries (income
tax and salary tax) for all the personnel whose salaries are processed
by machine.

Note to liquidating agencies on Form DCLB/4 :

This collection in abatement of expense is particularly used for
the procedure for processing payrolls by machine, and Form DCLB/4 is
used in cases of excess payments due to wrong computation or loss of
benefit. This form cannot be used in recovering loans or advances
payments to employees (two-month salary loaned for transfer or going

) In short, allto a training center, advance hospital fees, etc.
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deductions of sal a ry following t he order of a. collection Or donna.t eur or 
t he Tr easury ar e ca rried out ou tside the me chanicBl proc edure . 

Not e on Various Voucher s : 

Two copi e s of each voucher ar e needed: 

- One i s at tached t o t he sal ary shee t (DCLB/2 ) or Back Pay Not ice 
(DCLB/3) is t o kept by t he machine service as . a p roof. 

- The other is t o b e specified in a list from the liqui dating 
agency , an d is sen t by th e machine s ervic e toge th er wi t h th e 
Payment Or der (Dl-a) t o the Treasury for vis a . All t he 
vi saed vouc hers and payment o rders will be k Gpt by the 
treasury. The employee 1 s code must appear on each v ouch er. 
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deductions of salary following the order of a collection Ordonnateur or
the Treasury are carried out outside the mechanical procedure.

Note on Various Vouchers:

Two copies of each voucher are needed:

- One is attached to the salary sheet (DCLB/2) or Back Pay Notice
(DCLB/3) is to kept by the machine service as a proof.

- The other is to be specified in a list from the liquidating
agency, and is sent by the machine service together with the
Payment Order (D1-a) to the Treasury for visa. All the
visaed vouchers and payment orders will be kept by the
treasury. The employee's code must appear on each voucher.
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DJ. How t o use New Forms in the Payroll Mechanical ;>roce dure 

A. Payroll Voucher (Form DCLB/l) 

It has a t wofold purpose: 
-6 erve a s a proof of the liquidation to the Liquida tor. 
-Info rm the machine s e ction about the situation of the current 
month 1 s p ayroll as compar e d t o the payroll of the previous month . 

Th e Payroll Voucher with the signature of the Liquidator must r each 
t he Budget Dir ection prio r t o the 5th of each month at the l atest. 
;c.:ach Payr oll Voucher is. t o be ma de in t wo copies, one being kept by 
th e LiQuidat or, All Payroll Vouchers have a liquidating effect and 
the Liquida t or is fully responsible for his certifica tion. Payroll 
Vouchers with change s in s al aries ar e valuable only if s al a ry sheets 
f or t he empl oye e s conc erned a r e a tta che d , 

Two rule d s ections appe a r on th e Payroll Voucher: 

1. One s ection is used f or employees under mechanica lly processe d 
pay for each of whom t he Liqnida t or has issued a salary sheet. 
For any cha nge in pay, only the code of the employee concern ed 
nee ds t o be entered in t he s e ction, 

2 , The other is r es ::;rved f o r employ ees newly r e cruited or just 
transferre d from Dnothcr agency . The Liqui dator has to enter 
the employee 's f ull name in the section and make a salary 
shee t for him. 

In c a s e a numb c:r of employees a r e entitled t o b a ck pay or to a 
one -time allow once , tho Liquidator writes the number of the employe.as 
on the Payroll Vouche r to whi ch he atta ches the Back Pay Notic e 
(DCLB/3). The Liquida.tor should t ak e ca.re hot to make any error in 
recording the employees' payroll codes . If the r e is 2.ny e rror, the 
Obligation Control Dire ction vdll not be allowe d t o make the 
correction, but will r eturn the documents t o th e ag0ncy. And this 
will c ause some del ay for w11ich the Liquidator will b e held. r e sponsible . 

B. Salary Sheet (Form DCLB/2) 

1. How to us e it 

-J~c; fly in 1960, the machi ne s ection of the Budget Dire cti on Gen 2r al 
supplie d each liquida ting agency with a Sala ry Shee t (Form 
DCLB/ 2) ,on · .... each empl oyee under payroll me chanical process. On 
each s al a ry shee t 2.r e r epr es ented eve ry deta il of the employe e's 
pn.y. The Liquidator mak es a permament fil e of all th e salary 
sheets in al phabetica l or num.erical order (according to 
omployt~es' names or codes) . 
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IV. How to use New Forms in the Payroll Mechanical Procedure

A. Payroll Voucher (Form DCLB/1)

It has a twofold purpose:
-Serve as a proof of the liquidation to the Liquidator.
-Inform the machine section about the situation of the current
month's payroll as compared to the payroll of the previous month.

The Payroll Voucher with the signature of the Liquidator must reach
the Budget Direction prior to the 5th of each month at the latest.
Each Payroll Voucher is to be made in two copies, one being kept by
the Liquidator. All Payroll Vouchers have a liquidating effect and
the Liquidator is fully responsible for his certification. Payroll
Vouchers with changes in salaries are valuable only if salary sheets
for the employees concerned are attached.

Two ruled sections appear on the Payroll Voucher:

1. One section is used for employees under mechanically processed
pay for each of whom the Liquidator has issued a salary sheet.
For any change in pay, only the code of the employee concerned
needs to be entered in the section.

2. The other is reserved for employees newly recruited or just
transferred from another agency. The Liquidator has to enter
the employee's full name in the section and make a salary
sheet for him.

In case a number of employees are entitled to back pay or to a
one-time allowance, the Liquidator writes the number of the employees
on the Payroll Voucher to which he attaches the Back Pay Notice
(DCLB/3). The Liquidator should take care hot to make any error in
recording the employees' payroll codes. If there is any error, the

Obligation Control Direction will not be allowed to make the

correction, but will return the documents to the agency. And this
will cause some delay for which the Liquidator will be held responsible.

B. Salary Sheet (Form DCLB/2)

1. How to use it

-serly in 1960, the machine section of the Budget Direction General
supplied each liquidating agency with 3. Salary Sheet (Form
DCLB/2).on each employee under payroll mechanical process. On
each salary sheet are represented every detail of the employee's
pay. The Liquidator makes a permament file of all the salary
sheets in alphabetical or numerical order (according to

employees' names or codes).
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Th e machine s e ction also supplie s each agency with a numb er of 
salar y sheet blank forms t o b e used for newly r ecruited or 
t r ansfe rred empl oye8s . 

1. If t he pay of a ny empl oyee h as t o be modified or suspended 
(trans f e r t o ;mother post, etc ••• ), the Liquidator r eco rds 
the change on the correspondent s al ary shee t and s ends it 
to the Budget Di re ction Gene r al t ogethe r with the Payroll 
Voucher . 

2. For any empl oyee newly r ecruited or transferred to the 
agency, or one who s e salary is t o be t ransferred from t he 
manual process t o the me chanical proce ss, the Liquidat or 
use s a blank form of the s al ary she et on whi ch he r ecords 
all details of the empl oyee 's pay . This new s al a r y shee t 
is also sent t o the Budget Direction t ogether with the 
Payroll Voucher. 

On the basis of the changes found in the above document, the 
machine section makes t he payroll (D-3-a). Simultc.:i.neously, the 
machine s e ction prints n ew sala ry sheets for employees with 
modifi ed sala ry as well as for new employee s, an d sends them 
ba ck to the agency concerned togethe r with the payroll (D-3-a) 
f or th e agency 1 s fi l e . By t his me thod the liquidating agency 
always has at its disposal a sal ary sheet fil e whi ch i s compl e t e 
an d accura t ely shows t he per sonnel situa tion. 

How t o fill out t he Sal ary Sheet (DCLB/2) 

1. New empl oyees 
In this ca t egory ar e i ncluded employee s newly r ecruited, trans­
fE)rr ed from another agency, and thos e whose pay from the 
manual process will pass to t h e me chanical process. The 
Liquidator fills in a salci ry shee t with all details: 

Upper pa.rt: Name of department, direction, agency (if any) . 
Name of Treasury, bank, or disburser. 
Title , chapt e r, articl e , agency code (if a ny) , code 

f or Treasury, bank, or disburser. 
Cross the box r e served for a new employee in 

the 11 notic e 11 s ecti on . 
Number, dat e of decree or order warranting 

r ecruitment or transfe r - r easons for change 
write : 

- 11 New r ecruit11 or 11 tr c:msfer from anoth er 
a.gency 11 (give agency's name) for new 
empl oyees. 

-"Last month 1 s pay under manual pro cess 11 

fo r old employee s . 
- Starting work date. 
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The machine section also supplies each agency with a number of
salary sheet blank forms to be used for newly recruited or
transferred employees.

1. If the pay of any employee has to be modified or suspended
(transfer to another post, etc ), the Liquidator records
the change on the correspondent salary sheet and sends it
to the Budget Direction General together with the Payroll
Voucher.

2. For any employee newly recruited or transferred to the

agency, or one whose salary is to be transferred from the
manual process to the mechanical process, the Liquidator
uses a blank form of the salary sheet on which he records
all details of the employee's pay. This new salary sheet
is also sent to the Budget Direction together with the

Payroll Voucher.

On the basis of the changes found in the above document, the
machine section makes the payroll (D-3-a). Simultaneously, the
machine section prints new salary sheets for employees with
modified salary as well as for new employees, and sends them
back to the agency concerned together with the payroll (D-3-a)
for the agency's file. By this method the liquidating agency
always has at its disposal a salary sheet file which is complete
and accurately shows the personnel situation.

How to fill out the Salary Sheet (DCLB/2)

1. New employees
In this category are included employees newly recruited, trans-
ferred from another agency, and those whose pay from the
manual process will pass to the mechanical process. The
Liquidator fills in a salary sheet with all details:

Upper part: Name of department, direction, agency (if any).
Name of Treasury, bank, or disburser.
Title, chapter, article, agency code (if any), code

for Treasury, bank, or disburser.
Cross the box reserved for a new employee in

the "notice" section.
Number, date of decree or order warranting

recruitment or transfer - reasons for change
write:

-"New recruit! or "transfer from another
agency" (give agency's name) for new
employees.

-"Last month's pay under manual process"
for old employees.

-Starting work date.
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Column A: 
-Code for employee ' s pers onnel ca t egory: 

Cadre Personnel. • • • • , • , • , • • , • , • No , 1 
Contract pers onnel • • • • • • . • • . • • :Md. 2 

(contract s al a ry or a ssimila t e d s al a ry) 
Daily-pai d pe rsonnel . • • No. 3 
Fm pl oyed Ar r;-,.y officers , , , • • • • • No . 5 
Empl oy ed ar my men. • • • , • • No . 6 

-Employee 1 s p c:iyroll code if the empl oyee has one (in ca s e t he employee 
has come from anoth 0r agency, contact, if ne cessa ry, th e 
Liquida t or of the fo rmfo r agency in order t o get the pa yroll code 
if it does not a.ppe~:-r on the ce rtificate of saLi ry supervision.) 

Co:ljlm B: 
Box. A: Code No. 10 
Box B t o F: Ot her codes (according t o a ttached f or m). 

Colurrm C: 
Box A: Name and gr ade of empl oyee . 
Boxe s :8 t o F: Listing of functi onal and othe r allowance s, r eason 

f or increase or decrease of basic s al a ry or a llowc:inces. 

Colw:nn F: 
· Box A: Ba sic s al ary a ccording t o a coefficient (if a. ca dre employee: 

b a.sic sal a ry l ess 6% f or r etirement fund), contra ct pay or 
any pay following t h e personnel payroll sch edul e . In other 
boxes (B - F): an y increas e or decrease fr om b asic sal ary, 
Exampl es : Incr ease in all owanc e - deduction of monthly 
r e tiremen t pay of employee who i s r eemploye d on contra ct 
ba sis (aft er a decrease amount write l e tters CR) - de duction 
of training a llowance (CR) , etc... · 

Column G: 
Box A: Co st-of-living allowanc e , 

Column H: 

In any ot he r box es (B - F): Deduction (CR) of co st~of-living 
allowance alrea dy got by husband or wife from anQthe r agency. 

Box A: . Family all owanc e . 

Column I: 

In a ny oth er boxe s (B - F ): De duction (CR) of f amily allow­
anc e already got by husband or wife from an ot her agency. 

From B to F: Functional allowance and oth e rs (use one box fo r ea ch). 

Column J: 
Names of wife a nd children entitled t o allowanc e and the l atter da t es 
of birth. In ca s e the empl oyee has just come from another agency 
wh er e h e had r e ce ived the pay of the pr evious month (mechanically · 
pr oce ssed), i t i s not ne cess a ry t o write out the names of wife and 
children, 
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Column A:
-Code for employee's personnel category:

Cadre Personnel No. 1
Contract personnel No. 2

(contract salary or assimilated salary)
Daily-paid personnel No. 3

Employed Army officers No. 5
No. 6Employed army men

-Employee's payroll code if the employee has one (in case the employee
has come from another agency, contact, if necessary, the
Liquidator of the former agency in order to get the payroll code
if it does not appear on the certificate of salary supervision.)

Colmn B:
Box. A: Code No. 10
Box B to F: Other codes (according to attached form).

Column C:
Box A: Name and grade of employee.
Boxes B to F: Listing of functional and other allowances, reason

for increase or decrease of basic salary or allowances.

Column F:
Box A: Basic salary according to a coefficient (if a. cadre employee:

basic salary less 6% for retirement fund), contract pay or

any pay following the personnel payroll schedule. In other
boxes (B - F): any increase or decrease from basic salary.
Examples: Increase in allowance - deduction of monthly
retirement pay of employee who is reemployed on contract
basis (after a decrease amount write letters CR) - deduction
of training allowance (CR), etc

Column G:
Box A: Cost-of-living allowance.

In any other boxes (B - F): Deduction (CR) of cost-of-living
allowance already got by husband or wife from another agency.

Column H:
Box A: Family allowance.

In any other boxes (B - F): Deduction (CR) of family allow-
ance already got by husband or wife from another agency.

Column I:
From B to F: Functional allowance and others (use one box for each).

Column J :

Names of wife and children entitled to allowance and the latter dates
of birth. In case the employee has just come from another agency
where he had received the pay of the previous month (mechanically
processed), it is not necessary to write out the names of wife and
children.
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Note : Use only one box (B - F) for ea.ch separate i t ern of salary or 
allowances, 

Exampl e : A cadre empl oy-..;e with the title of Bureau Chief, whose wife 
is employed in a private firm where she gets a family allowance a ccording 
to l abor l egislation, i s entitled to an allowance for duty risk and has 
his salary transferred monthly t o his bank a ccount. 

The el ements of his pay will be r ecorded a.s follows in his s al ary sheet: 

Box A, Column 

Box B, Column 

Box e, Column 

Box D, Column 

Box '\"7\ Colwnn i!J ' 

B: 
c: 
D: 
E: 
F: 
G: 

H: 
C: 
I: 
C: 
I: 
C: 

H: 
C: 

Machine Accounting Code: 10 
Name , gr ade 
Coefficient 
Family status 
Bas ic s al ary l ess 6% 
Tot a l cost-of-living allowa.nce (for employee , wife 

a nd children.) 
Total f amily a llowance 
Functioncl allowan ce (ex,: Bureau Chief) 
Allowance amount (800 p.) 
Duty risk all owanc e . 
Allowance amount . 

"Mention deduction of family Dllowance already got 
by wife" 
Deduction amount with CR. 
"Mention deduction of cost-of-living allowance already 
got by wife. 11 

G: Deduction Dmount with CR. 
Box F, Column C: Bank 1s name and a ccount number. 

Leave sections (G) and (H) blank. 

2 . .&nployees peing transferrr.::d or terminated -
'Take out from the file the sheet regarding the employee and make the 
necessary adjustments. 

Upper part : In the "notice " section cross the box r eserved f o r 
"termination of salary and a llowances 11 • In the 11 r easons 11 section 
write the number and date of the documents warranting the employee 's 
transfer or termination, and also the de,te of the t errnination 
of payment . 
- Dr aw an oblique r ed line across boxes (a.) to (f). 
elf the employee is transferred or t erminated during the month: 

- The machine secti on will process his salary from the beginning 
of the month to th e date he is trans f erred or quits . 

The Liquidator must clearly state the following details: 
-Section (G): Grand Total of totals under col umns I, F , G, H, 
printed by ma.chine section. 

-14-

Note: Use only one box (B - F) for each separate item of salary or
allowances.

Example: A cadre employee with the title of Bureau Chief, whose wife
is employed in a private firm where she gets a family allowance according
to labor legislation, is entitled to an allowance for duty risk and has
his salary transferred monthly to his bank account.

The elements of his pay will be recorded as follows in his salary sheet:

Box A, Column B: Machine Accounting Code: 10
Name, gradeC:
CoefficientD:

Family statusE:
Basic salary less 6%F:

G: Total cost-of-living allowance (for employee, wife
and children.)

Total family allowanceH:
Functional allowance (ex.: Bureau Chief)Box B, Column C:
Allowance amount (800 p.)I:

Box e, Column C: Duty risk allowance.
I: Allowance amount.

Box D, Column C: "Mention deduction of family allowance already got
by wife"

H: Deduction amount with CR.
Box E, Column C: "Mention deduction of cost-of-living allowance already

got by wife."
Deduction amount with CR.G:

Box F, Column C: Bank's name and account number.

Leave sections (G) and (H) blank.

2. Employees being transferred or terminated -

Take out from the file the sheet regarding the employee and make the

necessary adjustments.
Upper part: In the "notice" section cross the box reserved for
"termination of salary and allowances" In the "reasons" section
write the number and date of the documents warranting the employee's
transfer or termination, and also the date of the termination
of payment.
-Draw an oblique red line across boxes (a) to (f).
If the employee is transferred or terminated during the month:

-The machine section will process his salary from the beginning
of the month to the date he is transferred or quits.

The Liquidator must clearly state the following details:
-Section (G): Grand Total of totals under columns I,F,G,H,
printed by machine section.
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~ection (H): Writ " down the number of days to be pa.id for (from 
beginning of the month to trans f er or t ennination da t e) . Under 

· column C, indica te portion of pay paid until t e rmination date. 
Under Column I, indicate portion of functional a llowance and 
others paid for pc;tio d prior to t e rmination date (grand total 
in (G) divided by 30 and multiplied by period). Under column 
F, indica t e . portion of b2.sic salary pa.id frJr s ame period. The 
portions of the c ost-of-living a llowa nce (Col. G) and family 
allowanc e (Col. H) aru similarly r epresented. 

The f oll owing month, the machine s e ction will automatically leave 
the name of the employee concerned off the payroll (DJ-a). The 
Liquidator will not have to make another n' .tice. 

3. ChE1nge in s al a ry of an empl oyee 

Take out his s alary sheet from the file. 
- In the uppe r part, notice section, cross the box r e served for change 

of gr ade , f amily status or other a llowances. 
- In the 11 Reasons 11 section: list documents warranting the change 

and effective date. 
- In boxes (a to f) cross out items t o be changed, and write out 

th e new i terns underneath . Unchanged items will be l eft untouched. 
In case of new allowanc es , r e co rd them in the first line of boxes 
(b), (c), (d), (e), (f ) , l eft blank by the machine section. 

If there is a ny increase or decrease in the m:nnber of the employee's 
children benefiting from the family allowance (a n a.ddi tional child 
is born or one r eaches the age of 21 or dies), the fact has to be 
recorded in Column J with the name and birth date of the child 
indica ting under 11Remarks 11 whether the child is "new born11 or 
"excluded" from family allowance benefit. This procedure also 
applies to the employee 1 s wife. For the wife and children con­
tinuing t o get the f amily allowance, their names need not be 
rec orded. 

In case a cut of the basic salary or allowances happens during a 
month, the machine section wLll make the r e duction as of the 1st 
of the month. As a r esult, it must add the difference bt.~h·.1..:i en the 
old a nd the n0w pay for th e period going from the 1st of the 
month to the day the cut takes pla.ce. So the Liquidator must a dd 
the following details on t he employe e 's sala ry sheet: 

Section (G): Under Columns I, F, G, or H: 
- Correct the totals of the pay el ements. 
- Record the difference between the old and 

new ElJilount (salary or allowances). 
Section (M): Record the period dur.:ng which to pay the 

difference between the old and new amount 
(from 1st of month t o effective cut) as a 
computati on factor. 
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-Section (H): Write down the number of days to be paid for (from
beginning of the month to transfer or termination date). Under
column C, indicate portion of pay paid until termination date.
Under Column I, indicate portion of functional allowance and
others paid for period prior to termination date (grand total
in (G) divided by 30 and multiplied by period). Under column
F, indicate portion of basic salary paid for same period. The
portions of the cost-of-living allowance (Col. G) and family
allowance (Col. H) are similarly represented.

The following month, the machine section will automatically leave
the name of the employee concerned off the payroll (D3-a). The

Liquidator will not have to make another tice.

3. Change in salary of an employee

Take out his salary sheet from the file.
- In the upper part, notice section, cross the box reserved for change

of grade, family status or other allowances.
In the "Reasons" section: list documents warranting the change-

and effective date.
- In boxes (a to f) cross out items to be changed, and write out

the new items underneath. Unchanged items will be left untouched.
In case of new allowances, record them in the first line of boxes
(b), (c), (d), (e), (f), left blank by the machine section.

If there is any increase or decrease in the number of the employee's
children benefiting from the family allowance (an additional child
is born or one reaches the age of 21 or dies), the fact has to be
recorded in Column J with the name and birth date of the child
indicating under "Remarks" whether the child is "new born" or
"excluded" from family allowance benefit. This procedure also

applies to the employee's wife. For the wife and children con-
tinuing to get the family allowance, their names need not be
recorded.

In case a cut of the basic salary or allowances happens during a

month, the machine section will make the reduction as of the 1st
of the month. ÀS a result, it must add the difference between the
old and the new pay for the period going from the 1st of the
month to the day the cut takes place. So the Liquidator must add
the following details on the employee's salary sheet:

Section (G): Under Columns I, F, G, or H:
- Correct the totals of the pay elements.
- Record the difference between the old and
new amount (salary or allowances).

Section (H): Record the period during which to pay the
difference between the old and new amount
(from 1st of month to effective cut) as a
computation factor.
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Under the column concerning the a ffected salary or allowance, the 
difference t o be paid must be r e co rded. \rvhere there is no change , 
nothing must be marked. Under Column . C put: reckoning for •••• days 
prior to cut. • • • • • • (in s al ary or allowances) • 

If it is a n increa.s e of the basic sala.ry or allowanc es happening 
during the month, the pay of tha t month must not show any cha nge . The 
next month, the Liquidator info rms the ma.chine section of the change by 
means of the s al ary she et. But he r e there is nothing t o be sta ted in 
sections (G) and (H). Only the s al ary sheet shows the new amounts. The 
Liquidat or als o make s a Back Pay Notice (DCLB/3) covering the pe riod 
of the pr evious month affected by the increas e (from eff ective da t e of 
increas e t o end of month). 

J. Remark 
The s al a ry she et (DCLB/2) is only use d f or pe rma nent sala ry an d 
allowances. It is not to be use d f or o ccasional s al a ry or· allow­
ances; i. e ., paid only once (bonus or hourly teaching fees, e tc •••• ) • 
Thes e occasiona l payments are r egarded a s back pay and must be 
processed by the Back Pay Notice (DCLB/J). 

Remark 
In ca se an increase in the monthly s al a ry or allowanc e s of an employee 
occurs concurrently with a back pay, thetLiquida tor ha s t o sta t e in 
the lower left side of t he s al ary sheet: "Back Pay Notice DCLB/3 
a tta che d" and t o cross the "Back Pay" box. 

C. Back Pay Notice DCLB/3 
This form is use d in the Pa.yroll me ch anical process for: 

-Retroactive pay . 
- One-time occa siona l allowance s (ex. : hourly t eaching f ees, 

bonus, e tc •••• ) 
It is used t o advise the mechanical s ection tha t the employee con­
cerned is entitle d to a one -time payment of a dditional s al a ry or 
a llowa nc e portion shown on the form, in a dditi on to the monthly pay. 

In principle, one s e ction is us ed for each empl oy ee . But if, 
be sides the function al allowance , oth~r allowances ar e also affected 
by th e increa se , s everal s ections can be use d, ea.ch on e f or each 
allowance . It is not allowed t o include mo r e than one allowanc e in 
an amount. 

Exampl e : Back p3.y conce rning the functional allowance and f acilities 
allowanc e . 

-The functional allowanc e amount is sta t e d in one se ction. 
-The housing and wa.t er and el ectricity allowance s a.r e 
sta t e d in the following section. 
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Under the column concerning the affected salary or allowance, the
difference to be paid must be recorded. Where there is no change,
nothing must be marked. Under Column C put: reckoning for days

(in salary or allowances).prior to cut

If it is an increase of the basic salary or allowances happening
during the month, the pay of that month must not show any change. The
next month, the Liquidator informs the machine section of the change by
means of the salary sheet. But here there is nothing to be stated in
sections (G) and (H). Only the salary sheet shows the new amounts. The
Liquidator also makes a Back Pay Notice (DCLB/3) covering the period
of the previous month affected by the increase (from effective date of
increase to end of month).

Remark
The salary sheet (DCLB/2) is only used for permanent salary and
allowances. It is not to be used for occasional salary or allow-
ances; i.e.,, paid only once (bonus or hourly teaching fees, etc ).
These occasional payments are regarded as back pay and must be
processed by the Back Pay Notice (DCLB/3).

Remark
In case an increase in the monthly salary or allowances of an employee
occurs concurrently with a back pay, thetLiquidator has to state in
the lower left side of the salary sheet: "Back Pay Notice DCLB/3
attached" and to cross the "Back Pay" box.

C. Back Pay Notice DCLB/3
This form is used in the Payroll mechanical process for:

-Retroactive pay
-One-time occasional allowances (ex.: hourly teaching fees,

)bonus, etc
It is used to advise the mechanical section that the employee con-
cerned is entitled to a one-time payment of additional salary or
allowance portion shown on the form, in addition to the monthly pay.

In principle, one section is used for each employee. But if,
besides the functional allowance, other allowances are also affected
by the increase, several sections can be used, each one for each
allowance. It is not allowed to include more than one allowance in
an amount.

Example: Back pay concerning the functional allowance and facilities
allowance.
-The functional allowance amount is stated in one section.
-The housing and water and electricity allowances are
stated in the following section.
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Both allowances are r epresented in the 11Functional and ; ·i ~. c .:.1..J_ 
Miscellaneous allowances 11 Column of ea.ch section. 

On the Back Pay Notice appear: 
1. Usual back pays which a.re caused by the increase of one or 

several portions of salary o r c.llowances . 
2. One-time payments of sala ry or allowances . Example: A pay­

ment for overtime teaching in one month . To help liquidate 
this allowance or sunilar ones, it is -necessary to attach to 
the Back Pay Notice a statement of the allowance computation. 

Another example of one-time allowances is the Tgt loan. The 
r epayment in four installments 0f this T~t loan will auto­
matically be deducted from the pay of the inte r es t e d by the 
machine section, without any need for the different agencies 
to give notice each time. 

Note: Back pay pertaining t o past fiscal year 
For a ny back pay pertaining to a. past fiscal year (Expendi­
tures of past fiscal year) ; the Liquidator has to resort: to 
the manual process t o issue the payment order as has been 
the custom for such payments . 

D. Notice concerning refund of excess payments (DCLB/4) 
After the 5th of each month, the pay of an employee may be so 
modified that the amount tha t is a ctually due t o him is less than 
what is on his payroll. Her e are the typical cases: 

-When a.n employee is transferred to a r emot e post during the 
month and the liqu.ldating agency cannot advise the machine 
section of the fact before the 5th of the next month . 

-When the wife or a child of any employee benefiting from 
family allowance dies during the month, etc ••• 

In such case s it is the duty of the Liquidator to issue a. Collection 
Order in abatement of expense (E4-a) so that the Disburser, before 
making the payment, may r etain the excess amount and r e turn it to 
the Treasury General. 

This Collection Order in abatement of expense has to be s ent to the 
Budget Direction General for authorization and numbering (like the 
bons-de-caisse in the Payroll mechanical process, Coll8ction Order s 
in ab a tement of expenses h ':J ve to be authorized by either the 
Secretary of State for the Pr esidency or his delega t ed representative.) 
SinnUtaneously the liquidating agency must also make a Notice of 
refund of excess pci.yment (DCLB/4) which is sent to th e Budget Direction 
General together with the Collection Order in abatement of expense. 
The purpose of the Notice is to advise the ma.chine section to deduct 
from the c oncerned employee's pay all a.mounts tha t should. not be pa id. 
This deduction is very nece ssary for the machine section in giving 
accurate informa.tion about the employee to the Sal ary Tax and Income 
Tax Services. In the interest of the personnel, it is necessary that 
Liquida t ors r emember to issue the above notice every time a collection 
order is issued against an excess payment authorized by the machine 
section. 

-17-

Both allowances are represented in the "Functional and rise 77

Miscellaneous allowances" Column of each section.

On the Back Pay Notice appear:
1. Usual back pays which are caused by the increase of one or

several portions of salary or allowances.
2. One-time payments of salary or allowances. Example: A pay-

ment for overtime teaching in one month. To help liquidate
this ellowance or similar ones, it necessary to attach to
the Back Pay Notice a statement of the allowance computation.

Another example of one-time allowances is the Tet loan. The
repayment in four installments of this Tet loan will auto-
matically be deducted from the pay of the interested by the
machine section, without any need for the different agencies
to give notice each time.

Note: Back pay pertaining to past fiscal year
For any back pay pertaining to a past fiscal year (Expendi-
tures of past fiscal year), the Liquidator has to resort to
the manual process to issue the payment order as has been
the custom for such payments.

D. Notice concerning refund of excess payments (DCLB/4)
After the 5th of each month, the pay of an employee may be so
modified that the amount that is actually due to him is less than
what is on his payroll. Here are the typical cases:

-When an employee is transferred to a remote post during the
month and the liquidating agency cannot advise the machine
section of the fact before the 5th of the next month.
-When the wife or a child of any employee benefiting from
family allowance dies during the month, etc

In such cases it is the duty of the Liquidator to issue a Collection
Order in abatement of expense (E4-a) so that the Disburser, before
making the payment, may retain the excess amount and return it to
the Treasury General.

This Collection Order in abatement of expense has to be sent to the
Budget Direction General for authorization and numbering (like the
bons-de-caisse in the Payroll mechanical process, Collection Orders
in abatement of expenses have to be authorized by either the
Secretary of State for the Presidency or his delegated representative.)
Similtaneously the liquidating agency must also make a Notice of
refund of excess payment (DCLB/4) which is sent to the Budget Direction
General together with the Collection Order in abatement of expense.
The purpose of the Notice is to advise the machine section to deduct
from the concerned employee's pay all amounts that should not be paid.
This deduction is very necessary for the machine section in giving
accurate information about the employee to the Salary Tax and Income
Tax Services. In the interest of the personnel, it is necessary that

Liquidators remember to issue the above notice every time a collection
order is issued a.gainst an excess payment authorized by the machine
section.
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V. How to Use t he Payroll Me ch anical Process Forms in Ea.ch Personnel Case 

1. Termina. ti on 

a. . Employee is t e r minated at b eginning of month 
Atta ch to the Payroll Voucher the Sal a ry Sheet o f the 
employee c onc erned. On the Salary Sheet, cross the 
"Termina tion of Salary and Allowa nces 11 box a nd indicate 
in the 11 Reasons 11 section the document deciding or the 
r eason f or the terminc.!.tion as well as the dat e . Draw an 
oblique red line from 11 a " to "f 11 • Th e employee 1 s name will 
not appear on the payroll of that month . 

b. Employee is t erminated during the month, the date of which 
is known beforehand. 
His pay cove rs the period from the 1st t o the day of t ermina ­
tion. The Sal ary Sheet is made as above (B - Sala ry Shee t -
Section 2 ·' · ) • In Section 11 H11 of Salary Sheet must a ppear 
the pay portion due to th e empl oy ee up t o termination date . 

c. Employee is t erminated during the month, but dat e is unknown 
beforehand and ma.chine section cannot be notified in time. 
Because the termina.tion notice r eache s it t oo l ate, the 
machine section has had no time t o adjust the amounts on the 
payroll an d the payment or der conc erning the empl oyee which 
give him a. f ull month pa.y . So the liquidating agency h as to 
i~sue a. Colle ction Or der in Abatement of Expense (E4-a ) and 
a Notic e of Refund of Excess payment (DCLB/4). Both ar e 
s ent to the Budget Directora t e Gener al. Afte r receiving the 
Colle c tion Order the Disburser, on getting pay money from 
the Treasury, ca n G=ithe r have the amount of the Collection 
Order deduc ted, or l a t e r make th e deduction himself from 
the pay to tho concerned empl oyee and ,return the ainount to 
the Tr easury. If the empl oy ee usually has his pay deposited 
into his Treasury or bank a ccount, he must pers ona lly r eturn 
t he amount he has r e ce i ved in excess t o the Treasury. 

In the follo~~ng month, the Liquida t or must s end in the 
employee 1 s salary sheet s o that the ma.chin.e s ection make s 
the deduction in its r ecords (see s ection 11 A11 above ). 

2 . Employee is transfe rred from one agency t o a nother 

I 
a . Transfer ha ppens on 1st of month 

The a.gc:ncy tho empl oyee i s l eaving s en ds t o the machine s ection , 
the ~mployee ' ~ ~al:~.ry shee t r equ esting . suspe nsion of his:: 
ssaj.Jqry. ThgtMi~P.e the employee goes issue s a new salary 
sheet f or th8 empl oyee (see s e ction Ja below). 
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V. How to Use the Payroll Mechanical Process Forms in Each Personnel Case

l. Termination

a. Employee is terminated at beginning of month
Attach to the Payroll Voucher the Salary Sheet of the

employee concerned. On the Salary Sheet, cross the
"Termination of Salary and Allowances" box and indicate
in the "Reasons" section the document deciding or the
reason for the termination as well as the date. Draw an
oblique red line from "a" to "f". The employee's name will
not appear on the payroll of that month.

b. Employee is terminated during the month, the date of which
is known beforehand.
His pay covers the period from the 1st to the day of termina-
tion. The Salary Sheet is made as above (B - Salary Sheet -

D. ). In Section "H" of Salary Sheet must a ppearSection 2
the pay portion due to the employee up to termination date.

C. Employee is terminated during the month, but date is unknown
beforehand and machine section cannot be notified in time.
Because the termination notice reaches it too late, the
machine section has had no time to adjust the amounts on the

payroll and the payment order concerning the employee which
give him a full month pay. So the liquidating agency has to
issue a Collection Order in Abatement of Expense (E4-a) and
a Notice of Refund of Excess payment (DCLB/4). Both are
sent to the Budget Directorate General. After receiving the
Collection Order the Disburser, on getting pay money from
the Treasury, can either have the amount of the Collection
Order deducted, or later make the deduction himself from
the pay to the concerned employee and return the amount to
the Treasury. If the employee usually has his pay deposited
into his Treasury or bank account, he must personally return
the amount he has received in excess to the Treasury.

In the following month, the Liquidator must send in the

employee's salary sheet so that the machine section makes
the deduction in its records (see section "A" above).

2. Employee is transferred from one agency to another

a, Transfer happens on 1st of month

The agency the employee is leaving sends to the machine section
the employee's salary sheet requesting suspension of hiss

ssalary. The where
office the employee goes issues a new salary

sheet for the employee (see section 3a below).
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b. Transfer happens during the month 

At the beginning of the month , the former agency sends the 
employee 's sal a.ry sheet to the machine s ection which will pro­
cess his pay from the 1st of the month t o the date he loaves 
(to be stated in section 11 h 11 of the s al ar y sheet). 

The l atter agency processes the employee 's pay by the manual 
method from the day he takes office to the end of the month 
on a special form (DJ-C). Befor e the 5th of the following 
month the agency makes a. new salary sheet f or the empl .oyec 
(s ee section J a below) and sends it to the machine section 
of the Budget Direction together with the Payroll Voucher 
a s dat a t o be used in the mechanical rrocess. 

3 . Newly recruited employee 

a . Employee takes office on 1st of month and his r ecords are 
compl f:l t e 

The liquidating CLgency i ssue s a new sal ary sheet (DCLB/2) 
f or the employee and s ends it together with the Payroll 
Voucher t o the Budget Direction . All details a.bout the 
employee must be clearly stated. 

Note: Lee.ve section 1ib 11 bl ank . In Column J, write out 
name of wife and ~md names and dates of birth of children 
entitled t o allowance . If wife gets a. salary from another 
agency, specify it in the 11 remarks 11 column. 

b. Employee takes office during the month 

The agency waits until the employee 1 s r ecor ds are complet e 
to proces s his P/:liY. The pay for t tre period from the day he 
t akes office to tne day his r ecords a r e completed follows 
the old manual process on form DJc. Bef ore the 5th of the 
f ollowing month , the Liquida t or issues a new Sal ary Sheet 
for the employee which will be s ent to the Budget Direction 
together with th e Payroll Voucher t o permit processing of 
his pay by the machine section. 

4. Employee with changing personnel status (grade , function, pay 
coefficient or step, etc ••• ) 

a . Change effective as of 1st of month 

The Liquidator adjusts on the empl oyee 's Salary Sheet (DCLB/2) 
the basic salary or all owances by stating the new amounts. 
After the adjustments, the salary sheet is sent to the Budget 
Direction Gen0ral t ogether with the Payroll Voucher and other 
Vouchers. 
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b. Transfer happens during the month

At the beginning of the month, the former agency sends the
employee's salary sheet to the machine section which will pro-
cess his pay from the 1st of the month to the date he leaves
(to be stated in section "h" of the salary sheet).

The latter agency processes the employee's pay by the manual
method from the day he takes office to the end of the month
on a special form (D3-C). Before the 5th of the following
month the agency makes a. new salary sheet for the employee
(see section 3a below) and sends it to the machine section
of the Budget Direction together with the Payroll Voucher
as data to be used in the mechanical process.

3. Newly recruited employee

a. Employee takes office on 1st of month and his records are
complete

The liquidating agency issues a new salary sheet (DCLB/2)
for the employee and sends it together with the Payroll
Voucher to the Budget Direction. All details about the
employee must be clearly stated.

Note: Leave section "h" blank. In Column J, write out
name of wife and and names and dates of birth of children
entitled to allowance. If wife gets a salary from another

agency, specify it in the "remarks" column.

b. Employee takes office during the month

The agency waits until the employee's records are complete
to process his pay. The pay for the period from the day he
takes office to the day his records are completed follows
the old manual process on form D3c. Before the 5th of the

following month, the Liquidator issues a new Salary Sheet
for the employee which will be sent to the Budget Direction
together with the Payroll Voucher to permit processing of
his pay by the machine section.

4. Employee with changing personnel status (grade, function, pay
)coefficient or step, etc

a. Change effective as of 1st of month

The Liquidator adjusts on the employee's Salary Sheet (DCLB/2)
the basic salary or allowances by stating the new amounts.
After the adjustments, the salary sheet is sent to the Budget
Direction General together with the Payroll Voucher and other
Vouchers.



-20-

b. Change effe ctive during the month 

If the ch ange is a demotion or decreas 0 of salary or allowances 
the Liquidating a gency a djusts the s alary or a llowances on the 
Sala ry Sheet. In section 11 gll a.r e stated the n ew s al a ry allow­
ance s underneath the printe d former a.mounts and the diff.:: r ence 
b0twe en th e old s alary or allowance and the new one . The por­
tion of the differ ence bcnefi t e d by the empH>yee from the 
beginning of the month t o the ch3.nge da t e is also compute d. 
In s ection 11 b 11 is th e number of days justifying the diffe r ence 
payment. In column 11 C11 , is the explana tion of the difference 
in allowanc e pa yment. The differenc e must a ppear in the 
appropriat e column, f a cing 11 b 11 • With this me thod, the 
machine section will be able t o calculate the pay both as it 
wa s befor e the changE; and a s it is a ft er the change . 

Example: An employee r ece ived 2, 000 piasters per month in 
functional allowance f or the previous month. But ha r ec eives 
only l,500$VN per month as of th e 11th of month A. To compute 
his functional allowa nc e for month A (10 days a t 2,000$NN and · 
20 days at 1, 500~WN). Th e liquidating agency fills the 
employee's s al a ry s hee t a s follows: In column 11 I 11 , box 11 ct1, the 
printed 2,000~WN is crosse d out and r epla ce d by the 1, 500$VN 
amount written undern.aath. In column 11 c 11 , box 11 b 11 , th e word 
Director is crosse d out <md repla ced by the word "service Chief". 
Box "C" concerning housing , water and el ectricity allowance 
is l e ft as it is (700i~VN ). In s e ction 11 g", under Column I, the 
t otal 2, 700$VN is crossed out and r eplaced underneath by the 
Gfuoun,t <.or 2,200$VN. 

The t otal difference between the old and th e hew monthly 
allowances is: 2, 700$VN The number of days during which 

-2,200$VN 
500$VN 

the employee ~ get the differ ence being 10 days) the 
di·ffe r ence t o be pa id f or 10 days is: 500~PvN x 10 da ys 

30 == 166$VN 

I!i s e ction "b", Column 11 c11 , is written "Allowanc e difference 
amount for 10 days; t he amount" of 166$VN is in Column 11 JI' • 

Th e machine section proce sses th o employee 's functi onal 
allow-a.nee and housing, water and el ectricity allowance for 
Month A as follows: 

Functional allowance : l,5C:J.CO$VN 
Housing , wat e r, 3.nd el ectricity 7ou:~~VN 
Differ ence i n functi onal allow­
ance for 10 dDys 16&,+66$VN 

2, 366 .. 66 $NN 
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b. Change effective during the month

If the change is a demotion or decrease of salary or allowances
the Liquidating agency adjusts the salary or allowances on the
Salary Sheet. In section "g" are stated the new salary allow-
ances underneath the printed former amounts and the difference
between the old salary or allowance and the new one. The por-
tion of the difference benefited by the employee from the
beginning of the month to the change date is also computed.
In section "b" is the number of days justifying the difference

payment. In column "C", is the explanation of the difference
in allowance payment. The difference must appear in the
appropriate column, facing "b". with this method, the
machine section will be able to calculate the pay both as it
was before the change and as it is after the change.

Example: An employee received 2,000 piasters per month in
functional allowance for the previous month. But he receives
only 1,500$VN per month as of the 11th of month A. To compute
his functional allowance for month A (10 days at 2,000$VN and
20 days at 1,500$VN). The liquidating agency fills the
employee's salary sheet as follows: In column "I", box "C", the
printed 2,000$VN is crossed out and replaced by the 1,500$VN
amount written underneath. In column "c", box "b", the word
Director is crossed out and replaced by the word "service Chief".
Box "C" concerning housing, water and electricity allowance
is left as it is (700$VN). In section "g", under Column I, the
total 2,700$VN is crossed out and replaced underneath by the
amount of 2,200$VN.

The total difference between the old and the new monthly
allowances is: 2,700$VN The number of days during which

-2,200$VN
500$VN

the employee can get the difference being 10 days, the
difference to be paid for 10 days is: 500$VN X 10 days = 166$VN

30

In section "b", Column "C", is written "Allowance difference
amount for 10 days; the amount of 166$VN is in Column "I".

The machine section processes the employee's functional
allowance and housing, water and electricity allowance for
Month A as follows:

1,500.CO$VNFunctional allowance:
Housing, water, and electricity 70U.00&VN
Difference in functional allow-

166.66$VNance for 10 days
2,366.66 $VN
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In the f ollowing month B, the machine section processed the 
employee's allown.nce s according t o th e new r at e (functional 
a llowance: 1, 500$VN) . The liquidating agency had no nee d 
t o give another notice of the change. 

If the ~hange in personnel status (promotion, step increas e) 
increases th e employe0 1 s pay, the liquidating agency processes 
his pay for the month ~s if it had neve r been changed . 

In the following month, the agency sends his s al ary sheet 
t ogether with th8 Payroll Voucher to the Budget Direction. 
On the salary :Sh ;et a r e stated the increa:::;es in sala ry or 
allowance . Th e mo.chino s ection includes the increas e s in 
the payroll. Also, to give th e empl oyee the back pay con­
cerning t.h e increase during th e effe ctive month, the 
liquida ting agency has to s end in a Back Pay Notice (DCLB/3 ) 
s o that the machine s e ction includes the back pay in the 
pay of the month . 

Note: With r egard t o an employee ch anging ca t egory the 
liquidat or must cross out on the Sala ry Sheet all the 
a.mounts r ol a t ed to the employee's former pay, even thos e which 
have not been subject to change , and write out the new amounts 
instead. This method can b e applied t o a ca dre employee who, 
th ough having r eache d retirement age, is r etained in s e rvice 
on contra.ct or daily- p2.id basis . In this case t he Liquidator 
ha s t o add the f ollowing mentions: 11 Collnn 11 C II: Retirement 
pay cancelled; Column ilF 11 : 11 CR11 f acing amount of r etirement 
pay . 

5 . Employee with cha nging f amily st8tus (ma'.rriage , new-born child, 
child passing allowance ag0 (21) 

The pa: rc.:pEocess in c ase of changing f amily sta.tus i s the same a s 
the abov e applied t o changing p t:r sonnel status. 

a . Cha nge effe ctive on 1 st of month 

The liquidating agency r e cords the change on the employee 's 
salary sheet (DCLB/2). In section 11 J 11 of Salary Sheet write 
out the name of the wife, or nilllle and date o f birth of the 
new-born child or of t he child to ue ca s ,t off the family 
allowance list. 

b. Change effective during month 

If the change decrease s the f amily allowance (child l eaving 
school a t 16 or becoming 21) , -the Sal a ry Sheet is adjusted 
as abov e with details re corded in se ctions 11 G11 and 11 H11

• With 
the s e details t he machine s ection will process the pay 1~ !1<:.-
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In the following month B, the machine section processed the
employee's allowances according to the new rate (functional

1,500$VN). The liquidating agency had no needallowance:
to give another notice of the change.

If the change in personnel status (promotion, step increase)
increases the employee's pay, the liquidating agency processes
his pay for the month às if it had never been changed.

In the following month, the agency sends his salary sheet
together with the Payroll Voucher to the Budget Direction.
On the salary sheet are stated the increases in salary or
allowance. The machine section includes the increases in
the payroll. Also, to give the employee the back pay con-
cerning the increase during the effective month, the
liquidating agency has to send in a Back Pay Notice (DCLB/3)
so that the machine section includes the back pay in the
pay of the month.

Note: With regard to an employee changing category the
liquidator must cross out on the Salary Sheet all the
amounts related to the employee's former pay, even those which
have not been subject to change, and write out the new amounts
instead. This method can be applied to a cadre employee who,
though having reached retirement age, is retained in service
on contract or daily-paid basis. In this case the Liquidator
has to add the following mentions: "Colunn "C": Retirement
pay cancelled; Column "F": "CR" facing amount of retirement

pay.

5. Employee with changing family status (marriage, new-born child,
child passing allowance age (21)

The partoprocess in case of changing family status is the same as
the above applied to changing personnel status.

a. Change effective on 1st of month

The liquidating agency records the change on the employee's
sheet (DCLB/2). In section "J" of Salary Sheet writesalary

out the name of the wife, or name and date of birth of the
new-born child or of the child to be cast off the family
allowance list.

b. Change effective during month

If the change decreases the family allowance (child leaving
school at 16 or becoming 21), the Salary Sheet is adjusted
as above with details recorded in sections "G" and "H". With
these details the machine section will process the pay the



.. 

6. 
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f or th e first part of the corre sponding month without a ny 
deduction. Tho deduction in f amily allowance is made only in 
the s e cond p art of the month from the day the change takes eff e ct. 

If the change increase s the f amily allowance , th e liquida ting 
agency does not take t he increas e int o account for the 
corresponding month. But the f ollowing month, on the employee's 
sala ry sheet s ent to the Budget Direction together with the 
Payroll Voucher, the allowanc e s affected by the increase (family 
allowance, cost-of-liv ing allowance) a.re shown. The incrc;ase 
will be a dded t o the pay of this 2nd month, S:Lmul t aneously with 
t he salary, the liquida ting agency s ends a Back Pay Notice 
DCLB/3 to give the employee t he por-tion of th e increas e due 
to hii~ during the 1st month. 

Note: A 9hange in the family allowance al ways involves a change 
in the cost-of-liuing allowance , or in the differ ence b etween 
the allowances r e ceived by the husband and the wife if b oth work 
for different government agencie s. In the l atte r case , the pay 
adj ustment process is the same as above . 

Unexpected change in family sta tus involving decrease in f amily allow­
ance (death of a wife or chil d). 

It may ha~Jpen that after the salary sheet is s eht to the machine 
s e ction, the concerned employee's wife or one of his children dies . 
Not being notifi e d in time , the machine section p r ocess es his pay 
a s b efor e . In this case , the liquidating agency ha.s t o issue a 
collection order in abatement of expense t o r e trei ve the excess 
Dllowa.nce for t h.e period from the date of the dea th of the family 
member t o the end of the month. Simul t a.neously a "Refund Notice 11 (DCLB/4 ) 
is sent t o the Budget Dire ction. 

At the e nd of the month, the agency furnishes t he Budget Direction 
with a salary shee t on which the empl oyee 1 s pay has been adjusted to 
the new situation. 

7. Employee pa i d through Disburser wants t o have h i s pay deposited in 
bank or Tr~asury. 

The liquidating agency crosses out the name of the Disburser on the 
Salary Sheet a nd write s the name of the bank or Treasury. In 
Column 11 C11 , box "f" is t he name of t he bank or Tre asury with the 
a ccount number. 

8 . Employee being traine d abr oad 

The employee b eing tra ine d a.broad always r emains on the agency 1 s . 
mechanical payroll. Ther e ar c three possibilitie s: 
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for the first part of the corresponding month without any
deduction. The deduction in family allowance is made only in
the second part of the month from the day the change takes effect.

If the change increases the family allowance, the liquidating
agency does not take the increase into account for the
corresponding month. But the following month, on the employee's
salary sheet sent to the Budget Direction together with the

Payroll Voucher, the allowances affected by the increase (family
allowance, cost-of-living allowance) are shown. The increase
will be added to the pay of this 2nd month. Simultaneously with
the salary, the liquidating agency sends a. Back Pay Notice

DCLB/3 to give the employee the portion of the increase due
to him during the 1st month.

Note: A change in the family allowance always involves a change
in the cost-of-living allowance, or in the difference between
the allowances received by the husband and the wife if both work
for different government agencies. In the latter case, the pay
adjustment process is the same as above.

6. Unexpected change in family status involving decrease in family allow-
ance (death of a wife or child).

It may happen that after the salary sheet is sent to the machine

section, the concerned employee's wife or one of his children dies.
Not being notified in time, the machine section processes his pay
as before. In this case, the liquidating agency has to issue a
collection order in abatement of expense to retreive the excess
allowance for the period from the date of the death of the family
member to the end of the month. Simultaneously a "Refund Notice" (DCLB/4)
is sent to the Budget Direction.

At the end of the month, the agency furnishes the Budget Direction
with a salary sheet on which the employee's pay has been adjusted to
the new situation.

7. Employee paid through Disburser wants to have his pay deposited in
bank or Treasury.

The liquidating agency crosses out the name of the Disburser on the

Salary Sheet and writes the name of the bank or Treasury. In
Column "C", box "f" is the name of the bank or Treasury with the
account number.

8. Employee being trained abroad

The employee being trained abroad always remains on the agency's
mechanical payroll. There are three possibilities:
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Employee with f amily 
The salary and allowances of the employee a r e subj ect to 

deduction from the f amily allowance. Anyhow his pay continue s 
to be process e d by tho ma.chine s ection. His salary shee t is s ent 
eve ry month t o the machine s e ction with printed amounts unchanged. 
Under the printed amounts, in one of the boxes (b,c,d, e or f) thes e 
things ar e to b e added : 

Column 11 C II: "Loss tro.ining a llowanc e 11 

Column 11 111 : The t ot al amount- t o be deducted f acing 
abbreviation CR . 

Bachelor empl oyee 
The empl oyee r e ceiv es the difference between his normal pay 

and his schol arsh ip. The above pr ocedure i s use d s o tha.t the 
machine s ection will deduct from the employee 1 s pay the amount i:. he 
r e ceive s as schol arship in the f or e i gn country . 

Schol ci.rship exceeds empl oyee 1 s pay 
In this ca s e the empl oy ee is only entitled t o his schol arship 

in the fore i gn country. On his s a l a ry sheet, the liqui dating age-ncy 
puts the f ollowing : 

- A cross in the 11 Suspension of Pay11 box. 
-Number and dat e of decision authorizing training in the 

"Reas on for Ch ;:.nge 11 box as well as t he dat e when the empl oyee 
l eft for the tra ining country. An oblique red line is drawn 
a cro ss boxe s a t o f. 

On r e ceiving the Sal ary Sheet, the machine s ervice suspends the 
processing of the empl oyee ' s pay. On t he employee 's r e turn from 
training, the agency will m::ike a new salary sheet f or him in the 
same way a s f or a new empl oyee s o that his pay processing may be 
resum~d by the machine section . His pa yroll code a.nd all 
det ails of f amily status must bo f urni shed according to the Payroll 
Voucher . 

Employee pa.id through Disburser wants t o have individual pa.yment 
order: 

The sala ry sheet is fill e d out this way : 
-Cross out the name of the Di sburs e r 
.-:virite out tho employee 1 s ncime 
- Repl a ce the Disburser 1 s code by the empl oyee .' s c ode 

10, Change of Disburs er within Gn agcncy 

The liquida.ting agency modifies the employee 1 s salary sheet as abov e : 
cross out the name and code of the f or me.r Disburser, putting the new 
Disburser's instea d . 
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Employee with family
The salary and allowances of the employee are subject to

deduction from the family allowance. Anyhow his pay continues
to be processed by the machine section. His salary sheet is sent
every month to the machine section with printed amounts unchanged.
Under the printed amounts, in one of the boxes (b,c,d,e or f) these
things are to be added:

Column "C": "Less training allowance!!
Column "I": The total amount to be deducted facing

abbreviation CR.

Bachelor employee
The employee receives the difference between his normal pay

and his scholarship. The above procedure is used so that the
machine section will deduct from the employee's pay the amount the
receives as scholarship in the foreign country.

Scholarship exceeds employee's pay
In this case the employee is only entitled to his scholarship

the foreign country. On his salary sheet, the liquidating agencyin
puts the following:

-A cross in the "Suspension of Pay" box.
-Number and date of decision authorizing training in the
"Reason for Change" box as well as the date when the employee
left for the training country. An oblique red line is drawn
across boxes a to f.

On receiving the Salary Sheet, the machine service suspends the
processing of the employee's pay. On the employee's return from

training, the agency will make a new salary sheet for him in the
same way as for a new employee so that his pay processing may be
resumed by the machine section. His payroll code and all
details of family status must be furnished according to the Payroll
Voucher.

Employee paid through Disburser wants to have individual payment
order:

The salary sheet is filled out this way:
-Cross out the name of the Disburser
-Write out the employee's name
-Replace the Disburser's code by the employee!s code

10. Change of Disburser within an agency

The liquidating agency modifies the employee's salary sheet as above:
cross out the name and code of the former Disburser, putting the new
Disburser's instead.
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11. Leave without pay 

If tho leave without pay exceeds one month, the procedure is the 
same as for t ermination. The employee 1 s salary sheet is sent to 
the ma.chine section with request to suspend payment of his salary. 
vvnen he r eturns to work , a new sc:ilary sheet is issued in all 
detail which is sent to the Budget Direction together with the 
Payroll Voucher (procedure f or a new employee) . 

If the leave is less than a month , the pro rata pay for the l eave 
period must be deducted from the monthly pay. The agency writes 
on a Back Pay Notice f orn1 (DCLB/3) the amount to be deducted for 
tho month. Facing the amount is the abbreviation CR. The r eason 
for the deduction and the number of days justifying it a.re also 
sts.ted (no salary sheet is used in this case). The follov..d.ng month 
the ma.chine section processes t he pay in thG normal way without 
any need for the agency to notify it. 

If owing to delay in notification the machine section has processed 
the employee 1 s pay for the whole month, the agency issues a 
collection order in abatement of expense t o return the excess 
payment to the Treasury. A Refund Notice (DCLB/4) is simultaneously 
sent t o the Budget Direction General . 
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11. Leave without pay

If the leave without pay exceeds one month, the procedure is the
same as for termination. The employee's salary sheet is sent to
the machine section with request to suspend payment of his salary.
When he returns to work, a new salary sheet is issued in all
detail which is sent to the Budget Direction together with the
Payroll Voucher (procedure for a new employee).

If the leave is less than a month, the pro rata pay for the leave
period must be deducted from the monthly pay. The agency writes
on a Back Pay Notice form (DCLB/3) the amount to be deducted for
the month. Facing the amount is the abbreviation CR. The reason
for the deduction and the number of days justifying it are also
stated (no salary sheet is used in this case). The following month
the machine section processes the pay in the normal way without
any need for the agency to notify it.

If owing to delay in notification the machine section has processed
the employee's pay for the whole month, the agency issues a
collection order in abatement of expense to return the excess
payment to the Treasury. A Refund Notice (DCLB/4) is simultaneously
sent to the Budget Direction General.
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VI. Soecial Works Rel at ed t .o Payr oll Me chanical Proc ess 

1. Control of number of childr en of each empl oyee qualified fo r 
allowance 

Th e machine s ection control s the numbe r o f childr en qualifie d f or 
allowance of thos e empl oyBes whos e pay is me chanically pr o cessed 
by a ca r d fil e . Each mont h , t he ma.chine section mak es a. lis t of 
chi ld.ten becoming 16 an d anot he r list of children be coming 21 in 
th e; next month. Thes e lists a.r e transmitte d to liquidating 
agencie s for control. 

The liquidating agencie s r oquire o f each employee a n atte s tation of 
school attendance f or each child of 16 which is s ent t o the mach ine 
s e ction togethe r with the Pay roll Vouch er (DCLB/l ) . On th e school 
a ttendance a,tte sta tion, the me chanica l payroll code of t he empl oy ee 
concerned must be r e co rded. ~vithout this school att e sta tion the 
child's a llowance will be 1eft out of the s al a ry sheet by t he pr o­
ce dure describe d in Section 'I'V/5 above. 

Children of 21 als o have t heir allowance l eft out by t he same 
pr oce dure . 

All liquidating agencie s must pay s pecial att ention t o t his control 
of empl oyee 1 s children entitled t o a llowanc e . When s ome child.fe n 
hav e quit school a t 16 e r ·r eache d 21, it is the duty of t he liquidating 
agency t o l eave out t he allowance for t he s e childr en in t h e s ame 
month by adjusting their f a t hers' salary sheets b ef or e s ending t hem 
to t he machine s e ction~ 

If it does not r e ceive t he monthly r eport from the liquida ting agency 
on the children t o be deprive d o f allowance (fuaving ~left school a t 16 
or r eached 21) the ma chine s ection will aut omatically deduct t he 
allowance o f t he inte r est e d. 

Simultaneously, the Budget Dire ction will .r eport t o the concerned 
Secret arie s of St at e about t he negl e ct of their depending Liquida t ors 
b ecause this negl ect could b e ha rmful t o t he management of the 
National Budget. 

In cas e of del ay in furnishing the s chool a tte station by a n empl oyee , 
t he ba ck pay pr ocedure is used t o pa.y t he employee t he all owance 
which has been cut in past months (Ba.ck Pay Notice form DCLB/J). 

2 . T~t Loan 

Aft er r e ceiving the appr oval for l oan s t o empl oy ees on the Tgt 
occasion, the agency sends to t he ma ch ine secti on the name s of 
those who wish to have a l oon f or T~t. The se name s must appear 
on "Back Pay Notice " f orms (DCLB/3) in t he "miscellansous allow-
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VI. Special Works Related to Payroll Mechanical Process

1. Control of number of children of each employee qualified for
allowance

The machine section controls the number of children qualified for
allowance of those employees whose pay is mechanically processed
by a card file. Each month, the machine section makes a list of
children becoming 16 and another list of children becoming 21 in
the next month. These lists are transmitted to liquidating
agencies for control.

The liquidating agencies require of each employee an attestation of
school attendance for each child of 16 which is sent to the machine
section together with the Payroll Voucher (DCLB/1). On the school
attendance attestation, the mechanical payroll code of the employee
concerned must be recorded. Without this school attestation the
child's allowance will be left out of the salary sheet by the pro-
cedure described in Section IV/5 above.

Children of 21 also have their allowance left out by the same
procedure.

All liquidating agencies must pay special attention to this control
of employee's children entitled to allowance. When some children
have quit school at 16 or reached 21, it is the duty of the liquidating
agency to leave out the allowance for these children in the same
month by adjusting their fathers' salary sheets before sending them
to the machine section.

If it does not receive the monthly report from the liquidating agency
on the children to be deprived of allowance (having left school at 16
or reached 21) the machine section will automatically deduct the
allowance of the interested.

Simultaneously, the Budget Direction will report to the concerned
Secretaries of State about the neglect of their depending Liquidators
because this neglect could be harmful to the management of the
National Budget.

In case of delay in furnishing the school attestation by an employee,
the back pay procedure is used to pay the employee the allowance
which has been cut in past months (Back Pay Notice form DCLB/3).

2. Tet Loan

After receiving the approval for loans to employees on the Tet

occasion, the agency sends to the machine section the names of
those who wish to have a loan for Tet. These names must appear
on "Back Pay Notice" forms (DCLB/3) in the "miscellansous allow-
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ances 11 colurrm · .. f .. ;, :i . .:-1 ; in which are enter ed the loan amounts (no 
salary sheet is used in this ca s e ). 

The same entrie s a.re made as in the payroll me chanic al process: 
-Name of each agency, b onk, or treasury. 
-The ca tegory code of each employee . 

1 - cadre 
2 - contract 
3 - daily-paid 
5 - specially a ssigned officer 
6 sp8cially 9.ssigne d soldiers 

The loan amounts must be r ounded t o permit e qual deductions ove r four 
months. T'ne se deductions a r e to be performed by the ma chine sect i on. 

The liquida ting agency has t o v ary the procedure with three 
possibilities: 

1. Change of Liquidat or in Sai gon (Employee is transferr ed 
from one agency t o anothe r cov e r e d by the National Budget. ) 
The ma.chine s ection continue s t o make the deduction from 
the employee 's pB.y it pr oce sses. 

On the Sal a ry Sheet DCLB/2 of the conc erne d s ent t o the 
machine s e ction, the Liquidat or of the former agency makes 
the following sta t ement in the "Reason for Chc:mge 11 secticn: 
11 Tet loan not ye t fully r epaid11 • Also on the 11 Voucher f or 
Suspension of ?a.y11 the r emaining loan has to be divided in 
e~ual portions f or r e fund. This will pe rmit the new agency 
whe r e the employee goe s t o continue making deductions from 
his monthly pay. 

The Liquida t or of the new agency, on issuing a new Sala ry 
Sheet DCLB/2 for t he employee , has to indicat e in the 
11Rea.s on for change 11 section how many more t e rms the r e ­
maining 10311 h as t o be deducted from the employee 1 s monthly 
pay. lr~ith this infor mation from the Liquida t or, the ma chine 
s ection will t ake c a.r e of the deduction of· the r emaining 
loa.n fr om the monthly pay of th e employee a.t the new agency 
until it is fully r epaid. It is necessary t o a ttach to 
th e s a l ary shee t of t he new employee a copy of the 11 Voucher 
f or Suspension of Pay 11 furnish e d by the forme r Liquida t o r 
f or information purpos e s. 

2 . Employe e is transferre d and his pay is ma de from deposite d 
funds or anothe r bu dget (Saigon City 1 s budget, provincial 
budget, or off-bu dge t credits). 

Tho ma chine s ection no longe r takes care of this employee's 
pay processing. 1he deductions concerning the r emaining 
Tgt loan have t o b e made by th e Liquidator of the new 
a gency without me chanical process. Be cause of this, on th e 
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ances" column March in which are entered the loan amounts (no
salary sheet is used in this case).

The same entries are made as in the payroll mechanical process:
-Name of each agency, bank, or treasury.
-The category code of each employee.

1 - cadre
2 - contract
3 - daily-paid
5 - specially assigned officer
6 - specially assigned soldiers

The loan amounts must be rounded to permit equal deductions over four
months. These deductions are to be performed by the machine section.

The liquidating agency has to vary the procedure with three
possibilities:

1. Change of Liquidator in Saigon (Employee is transferred
from one agency to another covered by the National Budget. )
The machine section continues to make the deduction from
the employee's pay it processes.

On the Salary Sheet DCLB/2 of the concerned sent to the
machine section, the Liquidator of the former agency makes
the following statement in the "Reason for Change" section:
"Tet loan not yet fully repaid". Also on the "Voucher for
Suspension of Pay" the remaining loan has to be divided in
equal portions for refund. This will permit the new agency
where the employee goes to continue making deductions from
his monthly pay.

The Liquidator of the new agency, on issuing a new Salary
Sheet DCLB/2 for the employee, has to indicate in the
"Reason for change" section how many more terms the re-

maining loan has to be deducted from the employee's monthly
pay. With this information from the Liquidator, the machine
section will take care of the deduction of the remaining
loan from the monthly pay of the employee at the new agency
until it is fully repaid. It is necessary to attach to
the salary sheet of the new employee a copy of the "Voucher
for Suspension of Pay" furnished by the former Liquidator
for information purposes.

2. Employee is transferred and his pay is made from deposited
funds or another budget (Saigon City's budget, provincial
budget, or off-budget credits).

The machine section no longer takes care of this employee's
pay processing. The deductions concerning the remaining
Tet loan have to be made by the Liquidator of the new
agency without mechanical process. Because of this, on the



3. 
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"Vouche r for Pay Suspension", the Liquidator of the former~ agmicy 
needs to divide the r emoining portion of the loan into equal 
amounts. The Liquidator of the new agency will make the deductions 
t o the l ast amount. 

Simultan eously, the Liquidat or of the former agency issues a 
Collection Order in abatement of expense (E-4) requesting the 
new agency t o r e fund the National Budget (Loan Account) with 
the portions of the loan deducted from.the monthly pa.y of the 
empl oyee by the new agency (pay a ccount). 

3. Terminated employee (retiring , resigning, dischar~p or trans­
f erre d t o an autonomous agency ••• ):> 

The unpaid portion of the T~t loan must be r epaid in total 
in one time when tho empl oyee r eceives his la.st pay from the 
agency he is quitting , 

a. . If the transfer date is known in a dvance, the liquidating 
agency no.ti fies tho machine section of it prior to the 5th 
of the month, when the salary sheet (DCLB/2) of the employee 
is sent in.. The machine seetion deducts the unpaid portion 
of the loan from the payroll. 

b , If the transfer date was not known in a dvance and the 
machine section ha s not been informe d in time , the Liquidator 
has t o issue a. Colle ction Order in abat ement of expense 
(E-4) against t he employee concerned in orde r t o r efund the 
National Bu dget with the unpaid portion of the Tgt loan to 
the empl oy ee , This portion will be r etained from the pay 
by the Disburser, 

Other loans (other than the Tgt loan) 
(Two-month adv CJnc e t o employee s going t o provincial posts or ~training 
centers, e tc ••• ) 

Advances or loa ns to personnel (othe r than TE3t loan are not to b e :! n 
handled by machine. 'I'he giving of such loans as well as their r e ­
payment will not be done by tho mechanical payroll. 

The Liquidator will a ssume all the s e operations. 

4. Declara tion of Income Subj e ct to Salary Tax and Income Tax!~·ror 

Personnel on Mechanical Payroll 

At the end of 1960, the ma.chine section will a ssume th e j ob of 
decla ring every income subj ect to the Sala ry Tax and Inc ome Tax for 
the personnel whoso salaries a r e mechanically protessed. 
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"Voucher for Pay Suspension", the Liquidator of the former agency
needs to divide the remaining portion of the loan into equal
amounts. The Liquidator of the new agency will make the deductions
to the last amount.

Simultaneously, the Liquidator of the former agency issues a
Collection Order in abatement of expense (E-4) requesting the
new agency to refund the National Budget (Loan Account) with
the portions of the loan deducted from. monthly pay of the

employee by the new agency (pay account).

3. Terminated employee (retiring, resigning, discharge or trans-
ferred to an autonomous agency

The unpaid portion of the Tét loan must be repaid in total
in one time when the employee receives his last pay from the

agency he is quitting.

a. If the transfer date is known in advance, the liquidating
agency notifies the machine section of it prior to the 5th
of the month, when the salary sheet (DCLB/2) of the employee
is sent in. The machine section deducts the unpaid portion
of the loan from the payroll.

b. If the transfer date was not known in advance and the
machine section has not been informed in time, the Liquidator
has to issue a Collection Order in abatement of expense
(E-4) against the employee concerned in order to refund the
National Budget with the unpaid portion of the Tet loan to
the employee. This portion will be retained from the pay
by the Disburser.

Other loans (other than the Tet loan)3.
(Two-month advance to employees going to provincial posts or training

)centers, etc

Advances or loans to personnel (other than Tet loan are not to be is 11

handled by machine. The giving of such loans as well as their re-

payment will not be done by the mechanical payroll.

The Liquidator will assume all these operations.

Declaration of Income Subject to Salary Tax and Income Tax for4.
Personnel on Mechanical Payroll

At the end of 1960, the machine section will assume the job of
declaring every income subject to the Salary Tax and Income Tax for
the personnel whose salaries are mechanically processed.



• 
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I!;ach month all the: receipts of e a.ch empl oyee , including tempor ary 
and exception :=il pS.ymcmts , will b e entered on Form DJ-c and me chan­
ically registered in the empl oyee 's a ccount. All the amounts pa.id 
in exce ss and r eturned to the Treasury a ccording to notice s DCLB/4 
fr©!ll Liquida t ors will also be r egistered. 

Ev ery month, or quarter, or six months , the machine section will 
transmi t to the agency the statement of th e situation of each 
empl oyee 1 s receipts for che cking and notifying in case of e rrors . 
If the statement is corr0ct, the Liquidator signs it. 

At the end of t he year, the machine s ection will base itself on 
these do cuments t o declare each employee l-s income in terms of the 
s al a ry tax and income tax. If it is n e cessary, each liquida ting · 
agency may continue ·to k E::ep a r egister of salaries and a llowances 
paid to the empl oyee s (current f orm) recording all amounts received 
monthly by each empl oyee . However, it would b e necessary to r egis t er 
only the changes in payments in r egard t o· the pr e ceding month 1 s 
payments . It would saye t:ime in case ther e is no change . 

5. Monthly listing o f employees ' contributions t o Retirement Fund 

Beginning Janua ry 1960, tho machine section will make lists of 
amounts t o be deducted from empl oyees ' pay to contribute to the 
Retirement Fund and also of payment orders to turn the se 
collections into the Fund. However, with r egard t o those emp­
loyees whose pa.y :.:i.re not proce s sed by the ma.chine s ection, t h e 
liquidating agencie s will continue to take c a.re o f the colle ction 
and payment" into the Retirement Fund • 
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Each month all the receipts of each employee, including temporary
and exceptional payments, will be entered on Form D3-c and mechan-
ically registered in the employee's account. All the amounts paid
in excess and returned to the Treasury according to notices DCLB/4
from Liquidators will also be registered.

Every month, or quarter, or six months, the machine section will
transmit to the agency the statement of the situation of each
employee's receipts for checking and notifying in case of errors.
If the statement is correct, the Liquidator signs it.

At the end of the year, the machine section will base itself on
these documents to declare each employee's income in terms of the

salary tax and income tax. If it is necessary, each liquidating
agency may continue to keep a register of salaries and allowances
paid to the employees (current form) recording all amounts received
monthly by each employee. However, it would be necessary to register
only the changes in payments in regard to the preceding month's
payments. It would save time in case there is no change.

5. Monthly listing of employees' contributions to Retirement Fund

Beginning January 1960, the machine section will make lists of
amounts to be deducted from employees' pay to contribute to the
Retirement Fund and also of payment orders to turn these
collections into the Fund. However, with regard to those emp-
loyees whose pay are not processed by the machine section, the
liquidating agencies will continue to take care of the collection
and payment into the Retirement Fund.
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Bank and Tr easury Code 

No .01 - Vie tm1m0s 8 Nati onal Bank 
02 - Viet Nam Bank 
03 - Vie tnamese Commercial Devel opment Credit 
04 - Vietname se Industrial an d Corrmercia.l Bank 
05 - Banque National pour l o Corrunerce et 1 1 Industry 
06 - Banqu e Franco-Chinoise 
07 - Banque Franc aise de 1 1Asi e 
08 - Chart ered Bank 
09 - Hong Kong - Shangha i B::i.nking Cor por at ion 
10 - Bank of Connnunication 
11 - Bank of China. 
12 - Bank of ~a.st Asia 
13 - Tr easury General of Viet Nam 
14 - Cholon Treasury Branch 
15 - Gi adinh Treasury Branch 

Disburser's Code 

Nos. 20 to 79 - Disbursers of all Depa rtments (one numbe r fo r 0ach) 
80 to 99 - Individual payment orders in Departments (one numb er fo r 

each empl oyee . ) 

Me.cha.ID.cal Payroll Code Sys tem 

I. Code Number s us e d on Salary Sheet (DCLB/2) 

Basic Sal ar y - Functions 

No . 10 - Basic Salary - cost-of-living allowance , family allowance 
11 - Function and functional allowance 

Diffe r ences in Salary and Allowance s 

No . 20 - Pay difference 
Deduction of training allowanc e 
Deduc t ion of contribution to Retirement Fund 

No . 21 - Family c:illowan ce differenc e 
Ho . 22 - Cos t-of-living allowan ce difference 

Othe r a llowance s 

No . 30 - Housing , water an d electricity 
31 - House s ervants 
32 - Transportation 
33 Special allowance 
34 Tria l ci.llowance 
3 5 - Pr ofessor's allowance 
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Bank and Treasury Code

No.01 - Vietnamese National Bank
02 - Viet Nam Bank
03 - Vietnamese Commercial Development Credit
04 - Vietnamese Industrial and Commercial Bank
05 - Banque National pour le Commerce et l'Industry
06 - Banque Franco-Chinoise
07 - Banque Francaise de l'Asie
08 - Chartered Bank
09 - Hong Kong - Shanghai Banking Corporation
10 - Bank of Communication
11 - Bank of China
12 - Bank of East Asia
13 - Treasury General of Viet Nam
14 - Cholon Treasury Branch
15 - Giadinh Treasury Branch

Disburser's Code

Nos. 20 to 79 - Disbursers of all Departments (one number for each)
80 to 99 - Individual payment orders in Departments (one number for

each employee. )

Mechanical Payroll Code System

I. Code Numbers used on Salary Sheet (DCLB/2)

Basic Salary - Functions

No. 10 - Basic Salary - cost-of-living allowance, family allowance
11 - Function and functional allowance

Differences in Salary and Allowances

No. 20 - Pay difference
Deduction of training allowance
Deduction of contribution to Retirement Fund

No. 21 - Family allowance difference
No. 22 - Cost-of-living allowance difference

Other allowances

No. 30 - Housing, water and electricity
31. - House servants
32 - Transportation
33 - Special allowance
34 - Trial allowance
35 - Professor's allowance



No . 3 6 - Teacher's allowance 
37 - Functional risk al lowanc e 
38 - Bicy cle allowanc e 
39 - Livery allowance 
40 - Archivis t's allowance 
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41 - Hospital mortician's allowanc e 
42 - Radiol ogist' s allowance 
43 - Tr an sl at or' s allowanc e 
44 - Heal t h agent' s allowance 
4 5 - Cost-of-living all owance ( for expensive a r eas) 
49 - Miscella neou s allowance s 
70 - Number of a ccount in a bank or Tr easury 

Code used in s ection 11h " of s a l a ry sheet 

No . 60 - Name an d f amily m:ime of empl oyee whos .;; s al ar y is t o b e 
t ermina t ed during t he month. 

61 - Portion of monthly s al ,.ry and allowanc e . 
62 - Diffe r ence in s al ary and all owance s i n case of decrease . 

II. Code used on Back Pay Notice (DCLB/3 ) 

Back pays or one -time allowance s 

No . 63 - Back pay of basic salar y 
Ba.ck pay of f amil y allowance 
Ba.ck pay of cost- of-living allowanc e 
Back pay of func t i om1l allowance 

64 - Back pay of <~very ot her allowanc e 
65 - Tgt l oan 
69 - One-,t ime sal a r y or allowan ce (pai d for only one month) 

III. Code used wi t hin t he Machine Section 

On Master Cards 

No . 01 - Department 
02 - Dire ction or agency , 
03 - Di sburser, or bank , or t;mpl oyee pa.i d b y individual paymant or der 
04 - Decree appointing di sburse r 
0 5 - Bal ance of "Sal ari es " a ccount with Functional Code an d Type 

of Expenditure 
06 - Re ca.pi tula.tion fo r each ca.t egory of civil s e rvants 
G~ - Deduction of T~t l oan 

No . 8.0 - iJif e 
81 - Legi timate ~hild 
82 - Adopted child 

Family members 
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No. 36 - Teacher's allowance
37 - Functional risk allowance
38 - Bicycle allowance
39 - Livery allowance
40 - Archivist's allowance
41 - Hospital mortician's allowance
42 - Radiologist's allowance
43 - Translator's allowance
44 - Health agent's allowance
45 - Cost-of-living allowance (for expensive areas)
49 - Miscellaneous allowances
70 - Number of account in a bank or Treasury

Code used in section "h" of salary sheet

No. 60 - Name and family name of employee whose salary is to be
terminated during the month.

61 - Portion of monthly salary and allowance.
62 - Difference in salary and allowances in case of decrease.

II. Code used on Back Pay Notice (DCLB/3)

Back pays or one-time allowances

No. 63 - Back pay of basic salary
Back pay of family allowance
Back pay of cost-of-living allowance
Back pay of functional allowance

64 - Back pay of every other allowance
65 - Tet loan
69 - One-time salary or allowance (paid for only one month)

III. Code used within the Machine Section

On Master Cards

No. 01 - Department
02 - Direction or agency
03 -

Disburser, or bank, or employee paid by individual payment order
04 - Decree appointing disburser
05 - Balance of "Salaries" account with Functional Code and Type

of Expenditure
06 - Recapitulation for each category of civil servants
62 - Deduction of Tet loan

Family members

No. 80 - Wife
81 - Legitimate child
82 - Adopted child
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On Finding Car ds 

No . 90 - Termina.tion of s a l a r y pc.yment to a n out going empl oyee . 
91 - Tt: rmination of payment t o nn empl oyee trans f erred t o ano t he_r 

agency. 
92 - Te rmination of psyment to a n empl oyee tran s f er red t o a 

provincial post. 
93 - Termination of pDyment t o an empl oy ee sent t o training abroad. 
94 - Return of militar y empl oyees t o t he Army. 
95 - Change of personnel c a t egory. 
96 - Long l eave - Lea.v e wi t hout pay - Re t ention fo r investigation . 

X80 - To b e punched into c a r ds t o b e c ast off each month 
t ogether with finding car ds. 

X8 - Give all de tail of manually proce sse d pay. Each month 
after pay process is over, .all sala ry sheets a r e to be 
punche d with month number. 
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On Finding Cards

No. 90 - Termination of salary payment to an outgoing employee.
91 - Termination of payment to an employee transferred to another

agency.
92 - Termination of payment to an employee transferred to a

provincial post.
93 - Termination of payment to an employee sent to training abroad.
94 - Return of military employees to the Army.
95 - Change of personnel category.
96 - Long leave - Leave without pay - Retention for investigation.

X80 - To be punched into cards to be cast off each month
together with finding cards.

X8 - Give all detail of manually processed pay. Each month
after pay process is over, all salary sheets are to be
punched with month number.
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