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rrowr ~ PHU DDB YJOO 

~: General Treasury of' Viet 
37 lfgtVen Hue A.V&DtE 
Saigon, Viet.am. 

Dear Sir: 

in the United Sta.tea vbieh I completed in Washington, D.e. on 

plsasure or presenting lt\Y pre-

departure report. 

This :tinal :report. 'Rl.ll. inc ude the period I spent in W&shington, 

facilitate t.he task, I w like to dinde rq trip in the 

l1nited States into three ·ferent per.lod8,- each one has its 

Project
No. 30-75-164-1-70177

Date 12-28-57

From: PHAN DINH NGOC

Afficers: General Treasury of Vietnam
37 Nguyen Hue Avenue
Saigon, Vietnam

Dear Sir:

Owing to my six months training program on Government Accounting

in the United States which I completed in Washington, D.C. on

June 22, 1958, I have now the pleasure of presenting my pre-

departure report.

This final report will include the period I spent in Washington,

D.C., that is from January 1958 to June 1958. In order to

facilitate the task, I would like to divide my trip in the

United States into three different periods, each one has its

own characteristics and features.



arrived in washingtoll, D.c., en 

On aniYal, I spent the lfltek in the Intemational Center of 

, in my opini.on, of great importance tor 

foreigners who aoiae f time to the United States.. It helps 

conaiderabq to introduce him to a AmEtr:Lcan J.U , f"t"Olll the b1$torical, 

geographical, politic · , and soe 

The next". weka 11ere spent attend:lng the 

tenter of Languages, to sharpen English tor the intensive anticipated 

coUl"Se ot hdenl. Gov mnmt in be George Washington Univer$ity-. 

the College or General. studies, in 

George Washington t)d.vereity, W: hington, D .a., 14th he international. progr 

in Gov'emmental Accounting. 

sible am necessary to ntion here the details 

about th course OJ." the prqp:G11l. But, briefly' speaking, I might ay that this 

a · ater vas ext.I"~ fruitful or me. "1 .result ot this per:l.od-. aatisfactory. 

tion. tor the considerable aaS1.Stanee J\Ulde b.Y 

vr:r !natnctorj' Dr. waiter G. Rel , and Mr. Charles L. Oitant, to give • general 
I 

knowledge and information a.bout · coounting and financial ~eation. 

nue. to "be tact that to at: 

big job_there are many problems 

in the ti.el.cl ot Government Accounting ta · 

lines to stuctr- I cannot get through all 

s. I was inter•ted, at that time, to get 

FIRST PERIOD : January-February, 1958

I flew from Vietnam on December 26, through the Pacific Ocean route, and

arrived in Washington, D.C., on December 29, 1958.

On arrival, I spent the first week in the International Center of

Washington. This week's program is, in my opinion, of great importance for

foreigners who come for the first time to the United States. It helps

considerably to introduce him to the American life, from the historical,

geographical, political, and social points of view.

The next weeks were spent at the American University, attending the

Center of Languages, to sharpen my English for the intensive anticipated

course of Federal Government in the George Washington University.

SECOND PERIOD : February-April, 1958

I attended, during this period, the College of General Studies, in

George Washington University, Washington, D.C., with the international program

in Governmental Accounting.

I do not think it will be possible and necessary to mention here the details

about the course or the program. But, briefly speaking, I might say that this

semester was extremely fruitful for me. My result of this period was satisfactory.

I would like to express my appreciation for the considerable assistance made by

my instructors) Dr. Walter G. Held, and Mr. Charles L. Grant, to give me general

knowledge and information about Accounting and financial organization.

Due to the fact that to study in the field of Government Accounting is a

big job_there are many problems and lines to study. I cannot get through all

of them in detail within two months. I was interested, at that time, to get



a general acope o~ the accounting structure of t.he States, since I am working 

in the Treasury Department U1 ~ ountr,r. 

I would like to S'mlllll8riZ8 s 

tl"aining 1n OoTerrnaent Accounting 

1mportant aspect.a :iJ1 D\Y' speoi.tic field of 

'l'he Treasury Department of e Ul'lited Statea acts as the Federal Oo•enment•s 

banker. A.t the 'Yer:f beginning of the Conatit~ional Oovernment, the Congress 

provided that the Treaata'9r vas •receive and~ the monies of the tJnited 

States, and disburse the eame, · warrtutts · drawn by the secretary or the 

Treasury, countereigned by the C roller, recorded by the RegiSter, and not 

othel"V18e" • 

reTenue • 

eiTits remittance trom debtol'S through three 

sources: 

nues (wh1ch represent 95% ot the total of 

Revenue) 

- 292 Cultoms • 2% of t le re't'Mltltl 

- 400 Agencies • 3% or the 'MW'll~tfll 

- reooi'ds in account, 

... ~ Certificates or depo · 

Certificates of deposits to the Federal 

Re8erYe Banks. 

The redlral Resel"'le Bank ~ts account with the Treasurer o! the United 

States 

' ' 
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a general scope of the accounting structure of the States, since I am working

in the Treasury Department in my country.

I would like to summarize some important aspects in my specific field of

training in Government Accounting.

The organizational accounting system of the Treasury Department and its

relationship to the administrative agencies.

The Treasury Department of the United States acts as the Federal Government's

banker. At the very beginning of the Constitutional Government, the Congress

provided that the Treasurer was to "receive and keep the monies of the United

States, and disburse the same, upon warrants drawn by the Secretary of the

Treasury, countersigned by the Comptroller, recorded by the Register, and not

otherwise".

A. How the Revenues of Government are received and kept or Accounting for

revenue

The Administrative Agency receives remittance from debtors through three

sources:

- 64 collectors of internal revenues (which represent 95% of the total of

Revenue)

- 292 Customs - 2% of the revenue

- 400 Agencies = 3% of the revenue

- records in account,

- prepares Certificates of deposit,

- transmits remittances and unsigned Certificates of deposits to the Federal

Reserve Banks.

The Federal Reserve Bank credits account with the Treasurer of the United

States



- prepares ~ tl'ansertp~ of ac 

- tranaters to the Treasurer o£ 

- prep ~ c0l'l$0lida.ted am t ot deposits, 

- ~ters the signed copy o£ c Hicate o"! deposit to the administrati-ye 

- 'f9i"i!ication of transcript and 

... preparation o~ ~report deposit , credited by deposit bol., 

- transfers t.h& Monthly report to the Bureau of Accounts {D:l.Visio of central 

accounts). 

The Bureau of .lccounts of t 

• records 1n central. general l.eQOl1" and aubsidtar;y receipt and deposits in 

transit aceounte, 

• reo<>n.c1lee deposit$ in transit 

- llllc8s all reCOI'ds aailable t 

B. cre&~ion and "",..,_ 

The Wnistrati"Te ~ 

by" the Congress, 

- pTOCM:ds aU-otunt ot f'tmds to 

poet aiclit (General. Aeeotinting Office). 

ions or Account5 f<lr axpenditUl'Ba. 

ives ea.ch year appropriations of funds ade 

- au.tho.Ii.RB pu.rchue or suppli or rendition of aervice, 

~ ends purchaee order or appoin: _ t to payee lilo fum.i.shes- supplies or 

renders #el'Tiee, 

- certifi 

- transfers it. to the Treas\l1'7 
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- prepares daily transcript of account and

- transfers to the Treasurer of the United States,

- prepares daily consolidated abstract of deposits,

- transfers the signed copy of certificate of deposit to the administrative

agency.

The Treasurer of the United States proceeds

- verification of transcript and entry in accounts,

- preparation of Monthly report of deposits, credited by deposit symbol,

- transfers the Monthly report to the Bureau of Accounts (Division of central

accounts).

The Bureau of Accounts of the Treasury Department

- records in central general ledger and subsidiary receipt and deposits in

transit accounts,

- reconciles deposits in transit account,

- makes all records available for post audit (General Accounting Office).

B. Creation and payment of Obligations or Accounting for expenditures.

The Administrative Agency receives each year appropriations of funds made

by the Congress,

- proceeds allotment of funds to field station,

- obligation of fund is incurred,

- authorizes purchase of supplies or rendition of service,

- sends purchase order or appointment to payee who furnishes supplies or

renders service,

- records transaction in accounts,

- certifies voucher schedule and pay lists,

- transfers it to the Treasury disbursing office.



- f'orwuds .accompl.ished vOWlher s Ules and pa;r li&ts to administratiTe agency, 

accoun\tng unit, ' 

- prepc-es dail1' tabulated list d periodic total anDunts ·or all checks issll8d. 

Paf!! receiYeS and negotia 

- cashes cheelas by channels of 1':-·-
Camaere1al bank 

- easbes cbeclca and depo8its in 

... cashes cbee1m and prepares 

-. fonrards cbeeb md da:ilT trans ·pt to FedeZ'al Beaene Bank. 

P9deral Reaene Bank 

- receiwa wanacr.Lpt. from tiapoai 

- eonaolldatea into one tn~r.l.P 

- forvards dail.T transcript am U~S. 

TIUBlJ!7z U.S. 

- p~ checks dai.q and electro"'··~· ~,..., rec.orda in accounts, 

- punches cards and records by-

... p1'ep8.1'88 Monthly report, ine1 

to Treasur,y, Di "'1sion or Cent 

- :records Kontb:q :report in gene 

- records data hom Statanants o 

appropriation and f'W1d accounts, 

- prepaee and f'anrards Monthly ,._,""'PT. of" status of appropnations and funds to 
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The Disbursing office of the Treasury Department

- examines voucher schedule and pay lists,

- draws and mails checks to payee,

- forwards accomplished voucher schedules and pay lists to administrative agency,

accounting unit,

- prepares daily tabulated list and periodic total amounts of all checks issued.

Payee receives and negotiates checks,

- cashes checks by channels of trade and commercial banks.

Commercial bank

- cashes checks and deposits in banks,

- cashes checks and prepares daily transcript,

- forwards checks and daily transcript to Federal Reserve Bank.

Federal Reserve Bank

- receives transcript from depositaire, and

- consolidates into one transcript daily,

- forwards daily transcript and checks to Treasury, U.S.

Treasury, U.S.

- pays checks daily and electronically records in accounts,

- punches cards and records by disbursing symbol,

- prepares Monthly report, including total amount of checks paid and transmits

to Treasury, Division of Central Accounts.

Treasury, Division of Central Accounts

- records Monthly report in general ledger accounts and files punched cards,

- records data from Statements of transactions and Statements of accountability

in general ledger and subsidiary appropriation and fund accounts,

- prepares and forwards Monthly report of Status of appropriations and funds to



adndmstrati'f'e apney' central ecounting elfin, 

- makes all records aYai.lable for audit. and tra ts to ·General Aceounting 

&ttiee. 

General J.ceoUl'lti!« 0£fiee, agency of the eongress, 

- post audits all aeti.Yities e>t """"""~~ ageney (assefa,liab.Uitas, l'eY&ues, and 

m:pemes}. 

* 
* 
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administrative agency Central Accounting Office,

- makes all records available for audit and transmits to General Accounting

office.

General Accounting Office, an agency of the Congress,

- post audits all activities of every agency (asses S,liabilities, revenues, and

expenses)

*
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Besides the course of ~t Accounting,, praetical training vas pronded 

·by three conterences in the TreasU1"3' Departments 

BURFAU oF ACtnUN'.IS 

April 21, l.9581 Mr Roger E. Smith_. Budget and tiseal. officer in the Bureau 

of Accounts, kindly ar'rang~ :t.bQ di.sea&Sion vi th bis sta.cr in nu field ot 

interest. 

1) Central Accotmt.a Division 

Mr Hovard A. Turner> Deputy eommissiamr tor Central aee.Gunts explained the 

1IOl"k of t.he DivUi.on. 'l'b.e purpose of the Treasury De~ent ts system of Central 

accounts is to ciis...close: 

J.) eq>lete and current inf <>?'mat.ton on the ~ 

cl.pal sources (such as taxas, customs,. sale& of propertq~ etc ... ) and the Go­

vennent•a expenditures_, according to the legis.1atiVe authorization invol~, 

which we eal.l. "appropriati.o.nlt1 

2) and also information on the cash transactions, classified by types 

(eheclaJ isaued, cheelcs paid1 colleetions deposited, ect ... ). 

So, -one function of the Di'Vi$ion o! Central. Accounts is to provide data tor 

the MontKcy- Report, prepared on a checlm-issued basis J a secondary lunction is 

to provide a Central reeord of appropriation expenditu:res. 

The s'tucture ~ this system iS such that it provides £or a reconciliation, 

on a firm accounting basis, between the published reports of receipts and ex­

penditures, am the changes in the fi'easur;rts cash balance,. 

Benee, the budget surplus or deficit, is not Silltpl.y a statical matter, but 

i.s anchored to accounting processee based on actual financia1 transactiom. 

Ge~ speaking, we ean s~ that the s.rsteut of Central Accounts of the 

Treasury Depart.ment is built on the cash operations o£ the Govermnent. It pro­

v.ides accounting support. for the annual surplus or deficit shown by the Budget. 

2) central f!eports DiVision 

Besides the course of Government Accounting, practical training was provided

by three conferences in the Treasury Department:

BUREAU OF ACCOUNTS

April 21, 1958, Mr Roger E. Smith, Budget and fiscal officer in the Bureau

of Accounts, kindly arranged the discussion with his staff in my field of

interest.

1) Central Accounts Division

Mr Howard A. Turner, Deputy commissioner for Central accounts explained the

work of the Dividion. The purpose of the Treasury Department's system of Central

accounts is to dis-close:

1) complete and current information on the Government's receipts, by prin-

cipal sources (such as taxes, customs, sales of property, etc...) and the Go-

vernment's expenditures, according to the legislative authorization involved,

which we call "appropriation"

2) and also information on the cash transactions, classified by types

(checks issued, checks paid, collections deposited, ect...)

So, one function of the Division of Central Accounts is to provide data for

the Monthly Report, prepared on a checks-issued basis; a secondary function is

to provide a Central record of appropriation expenditures.

The stucture of this system is such that it provides for a reconciliation,

on a firm accounting basis, between the published reports of receipts and ex-

penditures, and the changes in the Treasury's cash balance.

Hence, the budget surplus or deficit, is not simply a statical matter, but

is anchored to accounting processes based on actual financial transactions.

Generally speaking, we can say that the system of Central Accounts of the

Treasury Department is built on the cash operations of the Government. It pro-

vides accounting support for the annual surplus or deficit shown by the Budget.

2) Central Reports Division



2) Central ReJ?£rts . D,?. vision 

~Samuel J.Elaon, deputy commissioner for Central Reports, ga. the general 

idea of the ttentral reports field. An important tunotion or the Treasury de­

partment is to produce reports or interpretation of fiscal data, as 'be re­

ttuired by the President, congx'essional oommi.ttes, the Bureau o.r Budget or of­

ficials of the Treasury Department. 

The6e reports J"9late the finanoial oper tions of the U.S.Government as a 

whole, 1 mean not only b;y various government agencies, but also by %f1al'\Y 1n­

di:ri.duala and non•government enterpris s in the United States, and abroad. 

Then, central reports could be developed from combined. agency reporta. How­

ever, some agencies maintain accounts on an accrual. basis, some on a cash bans, 

others on a com.prond.ee basis. Reports would haw to be secured from. hundred o! 

acoounting units spread throughout the world. Bow to do it? 

But, there are other types of' datas(l} cash payments by the Treasurer, and 

n> checks issued by Disbursing oi'.fieere .. 'lhese two sources are used, and two 

different reports are the result: 

... one, known as the Dai~ statement of the u.s,. Treas;&, contains infor­

mation obtained from the accollllts of the Treasurer of the U.S. t cash deposits 

and withdrawals. This etatement does aot reflect the. Gover.r»nent's revenues or 

costs, but reports only the gross cash acti"11.ty of tho Treasurerr 

... another summary, known as ?t.P!lt!& statement ot Receipts and E!f!ndi tures 

!"f the u.s. Govel'llJl'lent_,isaued on the J5th day ot eaeh ioonth> covering the pre­

ceding month. ln this report the Treasury department stilnmarizes receipts by' 

source and expenditures by 'bureau. From these data, it iil possible to develop 

budget eu:rplua or deficit; 

- the third report is annual one, special:l1' required by :J..av. This is the 

Comb:i.ned; Statement of Receipts, l!;Xp!nditures and Balances ot the u.s. Oovemnent, 

V!W!H must be subni tted by the Secretary of the Treasur;v to the Congress, on 

2) Central Reports Division

Mr Samuel J.Elson, deputy commissioner for Central Reports, gave the general

idea of the central reports field. An important function of the Treasury de-

partment is to produce reports or interpretation of fiscal data, as
may

be re-

quired by the President, congressional committes, the Bureau of Budget or of-

ficials of the Treasury Department.

These reports relate the financial operations of the U.S.Government as a

whole, 1 mean not only by various government agencies, but also by many in-

dividuals and non-government enterprises in the United States, and abroad.

Then, central reports could be developed from combined agency reports. How-

ever, some agencies maintain accounts on an accrual basis, some on a cash basis,

others on a compromise basis. Reports would have to be secured from hundred of

accounting units spread throughout the world. How to do it?

But, there are other types of data:(1) cash payments by the Treasurer, and

(2) checks issued by Disbursing officers. These two sources are used, and two

different reports are the result:

- one, known as the Daily statement of the U.S. Treasury, contains infor-

mation obtained from the accounts of the Treasurer of the U.S. : cash deposits

and withdrawals. This statement does not reflect the Government's revenues or

costs, but reports only the gross cash activity of the Treasurer;

- another summary, known as Monthly statement of Receipts and Expenditures

of the U.S. Government, issued on the 15th day of each month, covering the pre-

ceding month. ln this report the Treasury department summarizes receipts by

source and expenditures by bureau. From these data, it is possible to develop

budget surplus or deficit;

- the third report is an annual one, specially required by law. This is the

Combined Statement of Receipts, Expenditures and Balances of the U.S. Government,

WHICH must be submitted by the Secretary of the Treasury to the Congress, on



ithe opening day ot ee.eh regular session of the Legislature. The main purpose 

of the Allnual. :repQrt is to show, for each fiscal year, all reeeipts by prin­

cipal sources; and the e·tatus individually of appropriation. 

other statements, certain of 'fr1hieh are required under vnrious statutes 

and executive orders, include 1 

... A Monyig ReJ>?rt: ot Appropriations, Authoriu~ions, !?9Zen~1tures and 

Balance under classification established for the MonthJ.y Treasury statement; 

- 1h Annual re~rt of th~ Secretaq of tJui Treasu;z on the state of the 

Finances; 

- The Treas'& Bulletin, renecting monthly data on all Government fiscal 

and financial operatioJDS. 

3) Disbursing Division 

Mr Julian F. Cannon, Chief disbursing officer, explained tho general function 

o'f the disbursing organization1 'ihe Division of disbursement performs disbursing 

function, and issues United States SaVing Bonds through its t enty-one regional 

of'.f'ioos, for more than l.400 separate government offices. 

It makes payments for ciVilian Federal agencies) except the Post-Office 

department and certain government corporations. 

The disbursing off'ieer draws che-ck:s on the Treasuiyr of the u.s •• and trans­

mit them to payee. In doing so, he does not audit vouchers, and he is not con­

cerned with the e:vailability of th unexpended balanc o:f an appropriation. 

Cheek$, other than payroll cheeks, are mailed directly t~ the payee by the 

disbursing office, along v.tth the ageneyts remittaabe notice. pPyroll checks 

are usually delivered in bulk to an employee or the agency designated, for 

this purpose, by the disbursing officer. 

Substitute cheeks to replace lost, stolen, destroyed.; and mutilated checks, 

£or all disbursing officers of the U.S. 1 are also issued by the DiVi.eion. 

the opening day of each regular session of the Legislature. The main purpose

of the Annual report is to show, for each fiscal year, all receipts by prin-

cipal sources, and the status individually of appropriation.

Other statements, certain of which are required under various statutes

and executive orders, include :

- A Monthly Report of Appropriations, Authorizations, Expenditures and

Balances under classification established for the Monthly Treasury statement;

- The Annual report of the Secretary of the Treasury on the state of the

Finances;

- The Treasury Bulletin, reflecting monthly data on all Government fiscal

and financial operations.

3) Disbursing Division

Mr Julian F. Cannon, Chief disbursing officer, explained the general function

of the disbursing organization: The Division of disbursement performs disbursing

function, and issues United States Saving Bonds through its twenty-one regional

offices, for more than 1.400 separate government offices.

It makes payments for civilian Federal agencies, except the Post-Office

department and certain government corporations.

The disbursing officer draws checks on the Treasuryr of the U.S., and trans-

mit them to payee. In doing so, he does not audit vouchers, and he is not con-

cerned with the availability of the unexpended balance of an appropriation.

Checks, other than payroll checks, are mailed directly to the payee by the

disbursing office, along with the agency's remittambe notice. Payroll checks

are usually delivered in bulk to an employee of the agency designated, for

this purpose, by the disbursing officer.

Substitute checks to replace lost, stolen, destroyed, and mutilated checks,

for all disbursing officers of the U.S. , are also issued by the Division.



l.bQl t JSO llillioo.a ob.eeks are clrawn eaoh 1$8.l' o!l the !reaeu.rer of the U.S. 

more thu o.rw million. on the average for each working daJ". lb:ed chargea tor 

postage on chaok mailings, plae ma.Jor itema of eeao.nUal applies, SQ.ch a 

blank-check atock, add.reaaing-machine platea and envelopes, coo.stitu.e over 

5~ ot the approp~i&Uon :re<JLlremente ($17,350,000 in 1958). Po•tage, for 

mailing ch$ck:a alone, accou.nta for more th&n 41~ of the Div1s1on l:iu.dget, or 

$7,281,842 in 1958. !he 11n.1t-coat (proceaaing • poetaga) in. the fiscal year 

1959 1• .0666, and '11• appropria\1on reqieet 1a $l?,J40,ooo. 

So that, every rear the Diaburaihg office mat eaUmate \be work volllme 

to red&lc• the cost per check, a.nd to BQ.bmi t the appropriaUoA ttetima\ea. 

Kr. J.1.Cat1.11on em}ilaaized on the baaia tor preparing appropr1at1oa 

estimates: appropri& tion estimates arc; bas•d tl}>0.11 th .miab r ot checks &nd 

bon.da to be 1sll.led, m.ltipli.ed. by the related. llllit cost. :le.oh ,.ar, etUaatea 

of of work volll• are obta.1a d from every d.epa.rtme.at and agenc7 served b7 the 

Dial:nraiAC divisio.a. Thaee eat1J11S.tea are review.ed and &.nal.7Hd 'b1 the Divis1o.n 

in the l1gti\ ot actual vol.a.••, for the cu.rr.nt and prior para. 

~o gaTe me &A idea, how the Dia'bu.rai.ng cllvision draws check, Mr LeV7, 

head of the lla.abiJlgton Region.al Disbo.rsi.ag Office, took me to the check 

draviiig section, and explained the vork fro• the a011roe d.ocu.aenta to the 

checlca drawn: 

- V«incher and eche&ile of pa,._n.t e.re tra.ufered. b7 the agencies to tbe 

D1ebu.re1ng oftioe. 

- Doou:men.ta are eDmin.ed and ceJ'tifled b;r certifJ'i.ng officers, and divided 

into workblook. 

- A progreaa-aheet ie preplll'ed a.ad Joined to the eupporting document, 

a.nd to a bl.ao.lt check. 

- amou.nt i8 pinched aad printed on the check. 

About 350 millions checks are drawn each year on the Treasurer of the U.S.

more than one million on the average for each working day. Fixed charges for

postage on check mailings, plus major items of essential supplies, such a

blank-check stock, addressing-machine plates and envelopes, constitue over

50% of the appropriation requirements ($17,350,000 in 1958). Postage, for

mailing checks alone, accounts for more than 41% of the Division budget, or

$7,281,842 in 1958. The unit-cost (processing + postage) in the fiscal year

1959 is .6666, and the appropriation request is $17,340,000.

So that, every year the Disbursing office must estimate the work volume

to reduce the cost per check, and to submit the appropriation estimates.

Mr. J.F.Cannon emphasized on the basis for preparing appropriation

estimates: appropriation estimates are based upon the number of checks and

bonds to be issued, multiplied by the related unit cost. Each year, estimates

of of work volume are obtained from every department and agency served by the

Disbursing division. These estimates are reviewed and analyzed by the Division

in the light of actual volume, for the current and prior years.

To gave me an idea, how the Disbursing division draws check, Mr Levy,

head of the Washington Regional Disbursing Office, took me to the check

drawing section, and explained the work from the source documents to the

checks drawn:

- Voucher and schedule of payment are transfered by the agencies to the

Disbursing office.

- Documents are examined and certified by certifying officers, and divided

into workblock.

- A progress-sheet is prepared and joined to the supporting document,

and to a blank check.

- amount is punched and printed on the check.



- name and adrese oi· pa7ee \)"P8d. on t.ne cneec J.:Cor Oil teid.ere). 

- name and address, amot.lnt are printed from ~a carbon o.o. the back o:f 

do01 ent (payroll) 'b7 the heat proc aaing macbi.o.e. 

- Yimal. verif1catio.n for replac,,,.ment an.d mbatitution. 

- cheeks are listed, added 011 the tablllator ma.chine, 

- balanced to 11:l8Q.re am011.o.t on cheek 18 1den:tica.l with that o.n Toucher, 

- ei,gWtd &.nd cla d., 

- Jllicro~ilmed, 

- forwarded to Mail rooa, 

- inclond i.11 e.GYeloppe by &ddresaograpi me.ebiM • 

- ready' then, to be deliTered. 

!he Disba.reing Diviaion established rapol'ta as followa: 

A report, known aa a Stateme.a.t ot Accqq.ntabilitx. is pr&pmred ud iemed by 

diebl.rsing officers at the close of each nth •e tra.nsactiona. One cow is 

transmitted to the G.A.O •• 84d another to the Di"Vieion. of Central accounts. 

ch lllonth he prepares a Statement ot Trana~tio.aa for each ageoe7 he 

nne-a. a.hewing the ntbly totala of papenh Nld. nceiph for eaeb sppro­

priation. When received b7" the age11c7, iti is :reeoo.ciled wUh \he &iJlllCJ"'S 

recorda • .lt'\ar Yerifica.'1011 b7 the ~nay ot the monthly to\al, the Statement 

1a forwarded ~o the Ge11eral Acc.txu1ti.ag ·Of'f'iee. An.¢ th.er copy of the Statement 

is ae.o.t to the D1Y1sio11 of Central AccOl.lnts. 

fb.e total.a o-f these ~ atata•n.ts a ned aa i telU in the Monthl.7 Sta­

\emen\ of Becoipta and ,Upendi tu res • 

• 
fl • 

- name and adress of payee typed on the check (Ior outsiders).

- name and address, amount are printed from the carbon on the back of

document (payroll) by the heat processing machine.

- visual verification for replacement and substitution.

- checks are listed, added on the tabulator machine,

- balanced to insure amount on check is identical with that on voucher,

- signed and dated,

- microfilmed,

- forwarded to Mail room,

- inclosed in enveloppe by addressograph machine,

- ready then, to be delivered.

The Disbursing Division established reports as follows:

A report, known as a Statement of Accountability, is prepared and issued by

disbursing officers at the close of each month's transactions. One copy is

transmitted to the G.A.O., and another to the Division of Central accounts.

Each month he prepares a Statement of Transactions for each agency he

serves, showing the monthly totals of payments and receipts for each appro-

priation. When received by the agency, itk is reconciled with the agency's

records. After verification by the agency of the monthly total, the Statement

is forwarded to the General Accounting Office. Another copy of the Statement

is sent to the Division of Central Accounts.

The totals of these two statements served as items in the Monthly Sta-

tement of Receipts and Expenditures.



UIBD P.GIOD : Max - J11ne, 1958 

lb ring this period. l made a.n observation. trip to the following s ta.tea: 

~ans., <llio, Illinois and Maesaehaset\a. 

S!Aft OP IHDtAHA 

Indianapolis : April 26 

Jlr. A.L. l"oosler, Treaaarar of State, ki.ndl.7 arranged the discu.saio.o. 

with hia staff and vi th the other officiala in the Senate C~.nfennce room. 

State h!U'J!fll'X· Kr B?'J'&Ilt, Depit;r Treasurer preae.ated. the .o:rganization., 

dlltlea and acUYiUea of the S\ate Treasu.r7: 

!he Jfree.su.rer .ls elected for a two-19ar tera, Md shall not be eligible 

for mon thaA four J'8&rB in &fl7 period of •ix )"&Ara. He ia the c1utodia.n 

o! th ~reaat.u7, and aa Bllch, is i.airua '8d with the ao.11iea, aeeu.ri Uea .. 

and the dislXU'ilemen.ta from such. He &l.ao keepa record.II nqlired. So that 

he ah.all not m&ke pa)'llB.nt on All7 warrant iasuad b7 the Auditor of State 

vhich will ca:iae aA cwerdra.f't. 

State 4xgiqei:,. Mr. Bi..ndman, State .hamin.er explai.nad that \he State Board 

ot A"Cca.uita is composed of three bera, the Chief .examiner and tlm De ty 

examiners. 

!he Jor tUnctio11a of the d partment concarn : 

- tMlPEtl"f'i&ing and axantini.ng all piblic records. 

- prescribing financial. records to be at\iliaed ~ all CoTerm:ie.at uni\a. 

- approving ple.n.a and apeciticat1ona of buildinga for tba pirpoae of 

discerning open and eompetiti't'9 bidding. 

- p.ibliehing a statiatical report and roster of all piblic offic re. 

AU field exami.nera mat pass a written exam a.nd a.a oral i.11terriew 

before being comJDiaaioned to this department. 

State Au.di tor. Mr ~ .11 • .Hi.ndmaA, in the third meeting, fllrn.iehed the pri.n-

THIRD PERIOD : May - June, 1958

During this period, 1 made an observation trip to the following states:

Indiana, Ohio, Illinois and Massachusetts.

STATE OF INDIANA

Indianapolis : April 26

Mr. A.L. Foosler, Treasurer of State, kindly arranged the discussion

with his staff and with the other officials in the Senate Conference room.

State Treasury. Mr Bryant, Deputy Treasurer presented the organization,

duties and activities of the State Treasury:

The Treasurer is elected for a two-year term, and shall not be eligible

for more than four years in any period of six years. He is the custodian

of the Treasury, and as such, is intrusted with the monies, securities,

and the disbursements from such. He also keeps records required. So that

he shall not make payment on any warrant issued by the Auditor of State

which will cause an overdraft.

State Examiner. Mr. Hindman, State Examiner explained that the State Board

of Accounts is composed of three members, the Chief examiner and two Deputy

examiners.

The major functions of the department concern :

- supervising and examining all public records.

- prescribing financial records to be utilized by all government units.

- approving plans and specifications of buildings for the purpose of

discerning open and competitive bidding.

- publishing a statistical report and roster of all public officers.

All field examiners must pass a written exam and an oral interview

before being commissioned to this department.

State Auditor. Mr T.M.Hindman, in the third meeting, furnished the prin-



pr1JJD1pal dilties ot the aaditor of the Sta'te of l.ndiallA. 

"The respo.11sabilit;y of aadi" of all piblic offices 111 the State ie 

placed 1.o. the orgaaisatioA cs.1184. the *State Board of Ace0t1.nta" • This 

board 18 charged wU.h the l'&apoASabili t7 to : 

- keop and etate all. accoo.nte between the State of l.Adiaa,a and the U.S. 

- eDJDiDO and llcpidate the aec0t1.11'8 of all traaSlU'ers, and other 

col.lactose, and recei•era of all rev~mea aad in.coma 0£ th.a State, 

a.ad also of all expenditu.re•, diabu.rsea~nts and inYeetments. 

- e.D!!li11e, adJtlet, 'fUld eeUle the aecoo..o.ts of all piblie debtora tor 

debta dne the State '!res.wry. 

- emm.ill& and l1cpidate th~ claims of a&l persou against the State • 

... in.atU11te and proaacu.te, 1.o. the name of the State, all propsr suits 

for t.he recOT•t'T of &87 debts, one,.a or property of the Sta.a. 

- direct and a.iperi11tend the collection of all llone7s du.e to the State. 

- draw warrants on the Treasurer for all ao.ne7a, directed b7 law, to 

be paid ou. t of th• freasu.ry. 

- 9.llJ:IU.al. reports. 

- pre-al:ldi \ of claim before diabilrsem&n.\ is made. 

Mr. T .R.HiadmaA em}:haaiz d on the •diti.Jlg reapouabilitiee and pra.ct1ee 

of ihe State .Board of Aecowita: 

'lhi.e Board ie char~d vi th the respo11se.bili it of making :xamiAation, 

or poat-andit, of the fi.nanc1al \ranaactioA' or all state of!i 

agencies and commissions. and also a1l local goYer.amen\ anita tbrou.l;b.out 

the State. Tbs reports on au.ch aa.dita are filed for piblic record. 

!he•• examinatiou. or au.di.ts, are intended under the lav. Asaigments 

tt> each office to be ommiA8d. are made by the State ..'b:ami.ner for find 

period.a ~ 'be covered. When an e.u.dit is completed, the rou.gh • or pencil c:opy 

principal duties of the auditor of the State of Indiana.

The responsability of audit of all public offices in the State is

placed in the organization called the "State Board of Accounts". This

board is charged with the responsability to :

- keep and state all accounts between the State of Indiana and the U.S.

- examine and liquidate the accounts of all treasurers, and other

collectors, and receivers of all revenues and income of the State,

and also of all expenditures, disbursements and investments.

- examine, adjust, and settle the accounts of all public debtors for

debts due the State Treasury.

- examine and liquidate the claims of a&l persons against the State.

- institute and prosecute, in the name of the State, all proper suits

for the recovery of any debts, moneys or property of the State.

- direct and superintend the collection of all moneys due to the State.

- draw warrants on the Treasurer for all moneys, directed by law, to

be paid out of the Treasury.

- annual reports.

- pre-audit of claims before disbursement is made.

Mr. T.M.Hindman emphasized on the auditing responsabilities and practice

of the State Board of Accounts:

This Board is charged with the responsability of making examination,

or post-audit, of the financial transactions of all state office, departments,

agencies and commissions, and also all local government units throughout

the State. The reports on such audits are filed for public record.

These examinations, or audits, are intended under the law. Assigments

to each office to be examined are made by the State Examiner for fixed

periods to be covered. When an audit is completed, the rough, or pencil copy



ot the 811dit repor• is tiled by ihe au.ditore 1A t.he office of the S\ate 

Board of Accowits. Jtt is then t7P6d, proofl'ee.d by the au.di tore and made 

re~ tor o:f'f'icial filing a.a a piblic record. 

lf the audit repor~ illdieate-a 11al.1'easaace • isfe&sance or nontea­

suce, the report If be certified to the Attorney General. If the re­

por\ indicates a cri• has been. 0-ommi tted 'b7' e..a otficia.l, a coP1' of the 

report ia eerti.tied to the Grand 3a.ry of the c"1.ntxy in which the crime 

may have been eomilted. 

CerUficat.ion or the reports to the Attorney General or t.he Grand 

J11r7 means that it beco e th responsabilit1' of the J.ttorne1' Ge•ral to 

recover, and \he G~and JJJ.q to in.vestige.~ and detenaille wether in its 

Judosm.nt a ertm.e has bee.n eonni ted. 

S!AU 0"6 ILLI OIS 

Chigy;o : Max s. 1958 

I viai~a the BegiOAal Diabu.reing Office. Kr W .w .Vealdcn, Be&io.a.&l. 

Disbi.rsi.Ag offieel" welcomed ma h:.dh at hie office, and 1AtrodJ.lced ae to 

Hr R .Craddock, Chief o£ p&Jme.nts, 'lfllo explained the procadllre of check 

process. 

!he checks wrl\\ing a7a • conaiats of 17 stapa 

l - progress .iieet pre-parad 

2- Tm.chara mmberacl 

3- check J.llmMra 

4- gan.g pinched 

S- in.iarpret&d 
• 

6- che-cks pre~ared 

7- kBJ' puiehed. • 

pad on vouchers 

of the audit report is filed by the auditors in the office of the State

Board of Accounts. It is then typed, proofread by the auditors and made

ready for official filing as a public record.

If the audit report indicates malfeasance, misfeasance or nonfea-

sance, the report may be certified to the Attorney General. If the re-

port indicates a crime has been committed by an official, a copy of the

report is certified to the Grand Jury of the country in which the crime

may have been commited.

Certification of the reports to the Attorney General or the Grand

Jury means that it becomes the responsability of the Attorney General to

recover, and the Grand Jury to investigate and determine wether in its

judgement a crime has been commited.

STATE OF ILLINOIS

Chicago : May 5. 1958

I visited the Regional Disbursing Office. Mr W.W .Weeldon, Regional

Disbursing officer welcomed me taxifix at his office, and introduced me to

Mr R.E.Craddock, Chief of payments, who explained the procadure of check

process.

The checks writting system consists of 17 steps :

1 - progress sheet prepared

2- vouchers numbered

3- check numbers stamped on vouchers

4- gang punched

5- interpreted

6- checks prepared

7- key punched *



~ enec~e prep&r@n 

9- proofread 

10- 1111.ba prooffead a.ad inserted 

11- tabulated 

12- appro'f'ed f&r release fro bale.Ace 1uu\ 

13- 11 obJect for which drawn• printed on chack 

13- signed 

14- nel Dllllbe a.lld batch DllJlber (for the microfilm) 

l.5- mcrof il.M<l 

16- flllCloaed 

17- maitled 

I Tiai ted di teren' sections of the B&gione.1 Disbllrsi~ O.t1'ice: 

ba.aineas me.ehiAe ction• Tieu.al Terification sectioA, s~pped check 

and reti.irned eect on, eM ••• 

ln the PlibU Debt. Section., Mr .a •• Craddoek pointed out that, be­

sides the coeon nch cards lBB.chi.ne • plate a 1'11.ea, a.rid check vri \ting 

machine, ths di Ti ioa he.a a stencil collator, tin.1<118 1A the United Sta tea. 

Be explained that tho Regional Dia.bursiag ot!ice of Chicago paid 

monthl.7 a \o'\al o J 111Uioa dollars : 

aoeial aeca.r t1 : 

pibllc debt 

2 .. 250.000-

15,00-0-

A compeuation. : $ 170 ,ooo-

miscell.aa& : $ 565,000-

ST 07 ORIO 

__.,......,.__....""""""8..... !h! kUoiml Csah Begieter 

I ven.t to ~a ~oY' a conference arg&Aised b7 the Jlational ·Gash 

Begister 6oJlP8.D7 Jlost of tbe guests a.re the U.S • .A.rm7'• high officers, 

&- checks prepared

9- proofread

10- subs proofread and inserted

11- tabulated

12- approved for release from balance unit

13- "object for which drawn" printed on check

13- signed

14- reel number and batch number (for the microfilm)

15- microfilmed

16- enclosed

17- mailed

I visited different sections of the Regional Disbursing Office:

business machine section, visual verification section, stopped check

and returned section, etc...

In the Public Debt Section, Mr .&.Craddock pointed out that, be-

sides the common punch cards machine, plates files, and check writting

machine, the division has a stencil collator, unique in the United States.

He explained that the Regional Disbursing Office of Chicago paid

monthly a total of 3 million dollars :

social security : 2,250,000-

public debt : $ 15,000-

administration compensation : $ 170,000-

miscellaneous : $$ 565,000-

STATE OF OHIO

The National Cash RegisterDayton : May 6. 1958

I went to Dayton for a conference organized by the National Cash

Register Company . Most of the guests are the U.S. Army's high officers,



who came from 

•sinesa maTi.aa. 

made b7 the compa 

pa.rta of the U.S. Kr .H.C.Keesecbr, Tice-president 

~s a warm and frieo.dl.T welcome at 'Che conferance 

r. Bob .Pr0t1t7 explained the impressive development 

in t.he field of &ltomation of dA7-to-de.7 record 

keeping pro le•, a d prese1:1ted the work doA& b7 different so. to11aUc 

lllachius pe fonned b7 tbe lf .O .11. : 

- the ~lau 3 vi th l.:B.M. pinch, 

- the .lectro c-mechanieal •Cllipemeat nultiplicatioa. 

- the ~tiona 'a electronic accoa.ntiQg ma.chine, 

the Ql.aaa l 2-D co11lplter, 

t.he le-mechanical eq~ipement Poat-tronic, 

- the 4 system aps.cifica.tion. 

for a pl.aAt tou.r. I aav Yari011a diTiaiona of the 

~ery vorltat doaa • Job to the beat of his abili t7, vi thou. t the need 

of aupenia~on. I . a partietilarl7 interested on the perfect orga.niza.­

tioa of Uiii ha:&.ge nchiatr,.. Mr.Valter G.lloawell, Vice-president, i.11da.s-

tri&l reiat-.ona, lained t.be reason of thia aaneloua reasaite by 

telling the biato of ~e. e~mpan,., especially how James JU.tty,. who 

po11eible f 

Jamee a.a oa the ship en roote to .&11ropt. As he watched 

the asehani.tl• tha Tecorded the revolation of the boat 1e prepeller, 

he was cha~lenged by the idea that a machine mif):it also be developed 

to recordjalae i his cafe. ilbe.n he retu.rned to Dayton, he set to work 

to bu.114 ch a 

who came from many parts of the U.S. Mr H.C. Keesecker, vice-president

of the N.C.R. gave us a warm and friendly welcome at the conference

room, and presented his staff.

Business machine. Mr. Bob Prouty explained the impressive development

made by the company in the field of automation of day-to-day record

keeping problem, and presented the work done by different automatic

machines performed by the N.C.R. :

- the class 31 with 1.B.M. punch,

- the Electronic-mechanical equipement multiplication,

- the National's electronic accounting machine,

- the Glass 102-D computer,

- the Electronic-mechanical equipement Post-tronic,

- the Class 304 system specification.

Employee relations policy. Mr. Richard W.Murphy, Director of the Morain

farm program invited us for a plant tour. I saw various divisions of the

plant. Every section of the work is well performed by automatic machine S.

Every worker does the job to the best of his ability, without the need

of supervision. I was particularly interested on the perfect organiza-

tion of this huge industry. Mr.Walter G.Boswell, Vice-president, indus-

trial relations, explained the reason of this marvelous reussite by

telling the history of the company, especially how James Ritty, who

operated a restaurant at Dayton in 1878, had the idea which was res-

ponsible for the founding of N.C.R.

James Ritty was on the ship en route to Europe. As he watched

the mechanism that recorded the revolution of the boat's propeller,

he was challenged by the idea that a machine might also be developed

to record sales in his cafe. When he returned to Dayton, he set to work

to build such a machine.



!he Ca regi \er lnsineea, i.o the earlier days. had 13 employaea 

an.d was ho11sad in. 

begin.o.ing, the JJ. 

one-room second-floor worlcahop. !Tom t.hat humble 

lt. f$Ciory has grown to occa.py 30 ba.ild1ngs with 

over 84 acres of f oor •pace. !o da7, .c .R. emplOfD1ent varl.4 wide to-

00, and. Bati<"nal ma.chi.nee are aold in 94 coo.ntdes. 

oawell poiAied oa.i that the secret of aucceaaful 

.C.R. depends '1poA Methods, Materials aJ1d Men., or, 

in another •ord., ad, Ha.Ad. and Heart. !he N.C .R. Jamil.7'• wa7 o~ lif 

is fou..nded on th basic principles : first doing eTerything to the nry 

best of our abili second, pitting the Gold.ell lUle into practice; a.rad 

third, g1T1,ng ea e p~e an. opportunlt7 to help hi11l98lf. 

lie ea];ilaaize t.hat better b.daatria.l relations betveea. both partie •• 

the emplOJ8J' a.lid 1079es, eontrim ted ch to the pro~ess of thia 

factory : in fact throngh0«t its histo1'7, the compan7 has enjo79d good 

relations v1 th 1 t emplo,.a••· !he apiri t, aa wll as t.he aldll aa.d 

experie.a.ce of the orgaliisatioA, has been responsible tor 111ch of the 

progress ot the c •J>a.07• In additio11 to good wa«es, stead.7 emplo1119llt 

and opportwU t7 t r promotion, a.n .C .Ii. emplo,.oe enJ07s oth r ad.vantages; 

emplo7ee banefi t ae11res cover h ospi tali satioAt sick benefl ts, life 

mi t tad aAd bri 

i:re•nt in.eome. A liberal T caUo.n. poUc7 is baaed 

ice. There are sen.a paid holida7s. 

11 Uea tor the eo.nveo.i•nee of e•plo7ees i.nclu.de 

cal d•partme.a.t a.nd dental aerdce for emerge.!lCy 

and 110011-hou.r enwrie.1n ment. 

a7atea, one of the first eatablhhed 1.a. induatl'7• 

ea to be oA th.a alert tor better w1q9 of doing things • 

definite channels, through which ideas can be su.b­

rewarda for adopted s~ggest1oll8. 

The Cash register business, in the earlier days, had 13 employees

and was housed in a one-room second-floor workshop. From that humble

beginning, the N.C.R. factory has grown to occupy 30 buildings with

over 84 acros of floor space. To day, N.C.R. employment world wide to-

tals more than 40,000, and National machines are sold in 94 countries.

Mr. Walter G.Boswell pointed out that the secret of successful

management of the N.C.R. depends upon Methods, Materials and Men, or,

in another word, Head, Hand and Heart. The N.C.R. Family's way of life

is founded on three basic principles : first doing everything to the very

best of our ability; second, putting the Golden Rule into practice; and

third, giving each emplpyee an opportunity to help himself.

He emphasized that better industrial relations between both partie s,

the employer and employees, contributed much to the progress of this

factory : in fact, throughout its history, the company has enjoyed good

relations with its employees. The spirit, as well as the skill and

experience of the organization, has been responsible for much of the

progress of the company. In addition to good wages, steady employment

and opportunity for promotion, an N.C.R. employee enjoys other advantages:

employee benefit measures cover hospitalization, sick benefits, life

insurance, and retirement income. A liberal vacation policy is based

upon length of service. There are seven paid holidays.

In-plant facilities for the convenience of employees include

dining rooms, medical department and dental service for emergency

treatement, library and noon-hour entertainement.

A suggestion system, one of the first established in industry,

encourages employees to be on the alert for better ways of doing things

This system offers definite channels, through which ideas can be sub-

mitted and brings cash rewards for adopted suggestions.



A good proda.ct gins with good empl019e relations • 

• 
• • 

7red A. Moncencs, Comisaio~r Comptroller. who 

gr&.• ot &'tlldies throo.gh his staff. 

n1•\raUo,n ud Fina e • Jfr Willia Oohe.a., chi.at 

boolceeper to e Com troller preseaiied the work of thia office, which was 

eate.bl.iehed b,y the ts e>f 1922_. and composed of fOIU' commisaioaers: 

illiam Cohea explained that the Comptroller 1s appoi.o.-

\ed tor a tC1C1t- year by \he Governor vUb the approval of the Go'ff rnor 'a 

Cau1eil. !be Comptr llar'• kneu 18 a part of the Co11111laeioa o.n. Adminia­

t~tion and J\J18J1Ce It : 

tew exept1ona, all bills and pa71"olla to be :paid bJ' 

the eommo11Wealth tr the State t!'U.Sllry (a1U11al1y : 402.000 Y0t1chera,. and 

158.000 pirch~se or 

- prepares and aub11i ta warrants to the OoYerAer and Coanc11 and Sta.te 

'lreasu.rer tor the 7D1nt of 811ch bill• aAd p&71'olla. 

coAtrol aceounthg record• of the Comnonwealth (re­

cording approximate om b1ll1011 dolla.ra of receipts and expend.Uures). 
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A good product begins with good employee relations.

STATE OF MASSACHUSETTS

Boston : May 18, 1958

I reported to Mr Fred A. Moncewicz, Commissionner Comptroller, who

kindly arranged my program of studies through his staff.

The Commission on Administration and Finance . Mr William Cohen, chief

bookeeper to the Comptroller presented the work of this office, which was

established by the Acts of 1922, and composed of four commissioners:

1- The Comptroller,

2- The Commissionar of Administration,

3- The Budget Commissioner,

4- The State Purchasing.

The Comptroller. Mr William Cohen explained that the Comptroller is appoin-

ted for a four year term by the Governor with the approval of the Governor's

Council. The Comptroller's Bureau is a part of the Commission on Adminis-

tration and Finance. It :

- examines, with few exeptions, all bills and payrolls to be paid by

the Commonwealth from the State treasury (annually : 402.000 vouchers, and

158.000 purchase orders).

- prepares and submits warrants to the Governer and Council and State

Treasurer for the payment of such bills and payrolls.

- maintains the control accounting records of the Commonwealth (re-

cording approximately one billion dollars of receipts and expenditures).

- prepares Monthly status of Funds reports, the annual report to the

Budget Bureau.
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- installs and revises the uniform accounting system of the Common-

wealth for all spending agencies,

- verifies financial statements in state publications, registers state

bonds, fixes amount of certain official bonds,

- regulates advances from the State Treasury to spending agencies,

- renders advice and assistance to all personnel in the spending

agencies concerned with the accounting procedures,

- and furnishes such financial information to those in the Govern-

ment and the general public.

3 o'clock Report. Mr William Cohen pointed out that verbal reports of

staff members are not enough. The Comptroller's bureau has developped

what it calls the "3 'clock report". These reports are submitted to the

Comptroller by supervisors at 3:30 P.M., each day. They were designed to

show the amount of work received since three o'clock the previous day,

amount of work completed, and amount on hand. These re ports, not only

permit management to deploy or hire personnel where and when needed, but

also, due to the hour they are received, give ample time and up-to-date

facts. Upon these facts, requests are based for overtime during seasonal

peak workloads. In addition, they provide a sound basis for an understanding

between the Comptroller and the supervisors of the effectiveness of their

personnel and equipment.

The Budget Commissioner. Mr Joseph O'Connell, Budget Bureau officer, gave

a general idea of the budget preparation. Annually, in September, every

agency submits to the Budget Bureau its budget representing recommended

expenditures for the fiscal year, beginning July I next.

The manner in which this budget is prepared by the Bureau becomes a
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powerful weapon against waste and extravagance. Each agency is required

to prepare a budget. However, there are certain management policies and

guides which they must follow in its preparation. These are as follows:

- They are free to make any constructive recommandation regarding

new expenditures if they were their own business and money, and not the

tax-payers.

Reasons for new equipment to be purchased or rented must be-

explained.

- Recommended changes in a job's rating must be justified by nature

of work performed.

- Contract services for repairs must be justified by proving that

service agreements would cost less than individual charges for repairs.

- Travel will be based upon a program of planned trips, the cost

being based in part upon prior experience. Ect

When the budget recommendations are received by the Budget Bureau,

the Division heads may be called in to face questionning, regarding some

of their recommendations. Those recommendations that survive this review

represent essential needs.

This check up is made by the Budget Bureau, and the Ways and Means

committees of the General Court which subject each agency's budget to

careful scrutiny. The results of this examination appear in a document

entitled # Budget Recommendations of this Excellency the Governor, House

Document No I "..

However, every agency is given another hearing of its budget before

the Joint Committee on Ways and Means of the General Court.

The State Purchasing Bureau. The Commonwealth channels buying through one
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agency, the State purchasing Bureau. This bureau has the autho-

rity to approve the amount of quantities of all supplies and

equipment purchased. Every agency of the Commonwelth get the

benefit of competitive quantity buying, laboratory research,

The ordinary procedure isfavorable market conditions, etc

to submit requisitions to the State Purchasing Bureau to obtain

bids and make awards.

In many instances, the S.P.B. may give the agencies special

permission to purchase certain items themselves.

The Purchasing Bureau has a revolving fund for the purpose

of buying and stocking office supplies. He keeps and maintains

lists containing the names, addresses and products of persons or

corporations who express desire to bid on the different items

required by the State. The contracts for quantity purchases and

special items will be publicly advertised by this bureau,

The S.P.B. acts under certain rules and regulations adopted

by the Commission on Administration and Finance:

- No supplies materiel or other property shall be purchased

or contracted for without competition, except in cases of emer-

gency requiring immediate action.

- Contractors shall be required to furnish a satisfactory

bond to insure the performance of the contract.

- Whenever and wherever, the products of State Institutions

shall be given preference.

- The Purchasing Bureau shall give preference, in the pur-

chase of supplies and materiels, in favor first, of supplies

and materiels manufactured and sold within the Commonwealth and,

second, of supplies and materiels manufactured within the United

States.
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- All material, supplies and equipment purchased, which

require tests to determine if they comply with the contract,

shall be tested under the direction of the Purchasing Bureau.

Records of such tests shall be kept by this bureau to protect

the State from the failure, on the part of contractors, with

the terms of the purchases as made.
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KNOWLEDGE GAINED THROUGH OBSERVATIONS DURING MY STAY

IN WASHINGTON D.C., AND DURING MY TRIP IN THE DIFFERENT

STATES

Before going to leave Washington D.C., I would like to emphasize

a few words of my domments as follow:

I should say that my stay in the States was fruitful. Comparing

my knowledge, as a whole, since I came last January and today? I sin-

cerely feel that I have gained in this period social and financial

knowledge, and information in general.

1) A Government for the people, by the people and with the people:

During my stay in Indianapolis, E had the occasion to talk with

Mr. Hardwick, Budget director of the State of Indiana. As I minested

my appreciation to know that the State of Indiana had no public debts,

he pointed out that the reason of this successful financial condition

is to keep the government very close to the people: the State Treasurer

is elected by the people every two years. He is not appointedby the

Governor and then, has a large independence to perform his task. If he

does not do a good job, people can vote him out the next election.

Every year, an Annual Report, containing every element on the

situation of the taxes collection, the revenues of the States, the

expenditures of the agencies, which the citizen should know, is pre-

pared and rendered public. Every citizen can enter a Board of Accounts

and asks to see what about the money collecting, especially the tax

dollar, and how the Government spent them during the past fiscal year.

The local government works closely with the people by the device

called "public hearing" in budgetting, city planning, tax increasing,

Then, the people can show out their opinions and participateetc
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good financial management will be performed.

2) Federal and local government:

In the United States of America, the Federal Government does not

mean the whole country, and what we see in Washington D.C. doynot

exist necessarily in the local states.

The Federal Government has its accounting system, and the local

governments their own procedures to suit their environment's finance

and social affairs. Every state is free to set up its local bohkkeeping

auditing, and reporting system. However, they are not cuttingoff

from the Central Government and resigned to live in their area, with

their own ressources and financial management. They collect some kind

of taxes for the Federal Government which participates in the local

affairs by his "grants in aid".

At the local level, there is a state supervision of municipal

finance: the city collects fees and taxes for the State and shares

certain charges and revenues. This supervision of the State ixludes

also auditing, accounting, and budgetting.

This relationship between Federal, Local, and Municipal finance

is very well established: on the one hand, it provides to the State

an independence to manage their finances, to set up their own budget,

to collect their revenues and solve their public debts. All initiative

is given to the citizens who care for their own affairs by the repre-

sentatives they select themselves. On the other hand, it permits the

States to contribute in the financial development of the whole coun-

try, by their participation and cooperation in certain areas; for

exemple highways, tax collection, interstates contribution, etc
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3) The audit system and the disbursing process:

The main duties of every government are to eliminate overpaid

and overlapping of approval authorities.

In the Federal Government, when a bill is to be paid, it must be

subjected to Administrative audit, and approved for payment by a

certifying officer within every agency. An agency may have several

such officers. They are appointed by the chief accountant or other

accounting supervisor. Their function is to make sure that the

voucher is a bona fide claim, that all required steps have been

followed in verifying the quantity, quality, price of goods and

services ordered or received. The certifying officer givec the

supporting documentation a final review and affixes his signature

on the accompanying voucher. Vouchers or certified list of vouchers,

known as a "Schedule of Payment are sent to the Treasury department

disbursing division for payment. The disbursing officer prepares

checks drawn on the Treasurer. He does not audit vouchers, and relies

completely on the certification of the agency's certifying officer.

Checks are mailed directly to the payee by the disbursing officer.

The payees cash their checks in the commercial banks. These decks

paid are cleared through the Federal Reserve Bank, which maintains

general checking accounts with the Treasurer U.S.

In the Local government, the duty of voucher audition is con-

centrated in a special office, named Office of the Auditor ( State

of Indiana ), or Comptroller's Bureau (State of Massachusetts).

These offices examine all bills and payrolls to be paid, prepare

and submit warrants to the Disbursing office for the payment of

such bills and payrolls. The agencies, in the local state, are not

concerned with the audit responsabilities which are centralized in
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a particuliar department, so called State Board of Accounts or

Commission on Administration and Finance.

In the Republic of Tietnam, the audit system is centralized

in the audit bureau of the General Treasury of Vietnam, which

receives, examines vouchers and accompanying documents (bill,

payroll, purchase order, etc ) from all departments and agencies.

Then, the vouchers are certified by the auditor and returned in

bulk to the departments which transmit them to the Government

creditors. The payees cash their voucher at the cash of the General

Treasury of Vietnam, or it regional branches.

The Vietnamese Treasury has in his hand the right to certify

the voucher and, at the same time, to pay it. His responsability

in the disbursing process, in many respects, merges with the duty

of the Federal Reserve Bank (cash function), and with the respon-

sability of the agencies (audit function) in the United States.
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I feel that I cannot conclude my report without expressing

my grateful acknowledgments as follow:

I beg to present my best regards to the Government of the

United States of America and to my home Government, the Republic

of Vietnam, which gave me the opportunity to see and learn many

modern systems, throughout the United States.

I record with much pleasure my gratitude to Dr Rosen, Branch

Chief and all staff advisors of Training branch, Public Administra-

tion Division, particularly Mr. Israel, my former advisor, for

their warm-hearted and friendly cooperation and advice, during the

period of my training program.

I beg to thank every member of the Government officials, and

private enterprises I contacted and met in all places, from whom

I received the most marvelous coutesy and assistance in all respects.

I am also thankfull to Mr D.L. Jickling, my second advisor,

who is a young and bright gentlman , for his
and
kind

personal
guidance
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both
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In conclusion, I wish to mention here, that my stay in the

United States has been most enjoyable. My study trip will be

beneficial for myself and for my country.

Yours very sincerely,

phan Dinh Nage
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