	MINISTRY OF FINANCE
-------
	SOCIALIST REPUBLIC OF VIETNAM
Independence - Freedom - Happiness
---------------

	No.: 19/2006/QD-BTC
	Hanoi, March 30, 2006


DECISION
ENFORCING THE REGULATIONS ON ADMINISTRATIVE ACCOUNTING  
THE MINISTER OF FINANCE  
Pursuant to the Law on State Budget No. 01/2002/QH11 dated December 16, 2002;  
Pursuant to the Law on Accounting No. 03/2003/QH11 dated June 17, 2003 and Decree No.128/2004/ND-CP dated May 31, 2004 of the Government on providing instructions on the implementation of a number of articles of the Law on Accounting applied to the sector of state economy; 
Pursuant to Decree No. 77/2003/ND-CP dated July 01, 2003 of the Government on defining the functions, tasks, entitlements and organizational structure of the Ministry of Finance;
At the request of Director of Department of Accounting and Auditing Regulations, Department of Public Administration, Department of the State budget and the Chief of the Ministry Office of Finance.
HEREBY DECIDES
Article 1: Enforcement of the regulations on the administrative accounting, including:
First section: Accounting Record System;
Second section: Accounting Entry System; 

Third section: Accounting Book and Bookkeeping System;
Forth section: Financial Statement System;
Article 2: Regulations on the administrative accounting enforced under this Decision shall be applied to:
- Regulatory agencies, public service providers and any organization that uses the State budget, including those who are responsible for the State budget’s revenues and expenditures at all administrative levels; the Office of the National Assembly; Office of the President; Office of the Government; People’s Court and Procuracy at all administrative levels; Ministries, ministerial-level agencies, Governmental agencies; People’s Council, People’s Committee of provinces and communes; political organizations, socio-political organizations, occupational socio-political organizations, social organizations, socio-professional organizations financially supported by the State budget; public service providers wholly or partially supported by the State budget; national asset management agency; the management board of investment projects financed by the State budget; associations, unions, federations and others whose operation is partially financed by the state budget.   

- The People’s armed forces, including the Military Court and Procuracy (except for businesses directly under the authority of the People’s armed forces); 

- Public service providers, organizations of which the operation is not financed by the State budget (Except for privately-owned public service providers), including: public service providers balancing their receipts and expenditures on their own; non-governmental organizations; associations, unions and federations balancing their revenues and expenditures on their own; social organizations; socio-professional organizations exercising financial autonomy; other organizations that do not live on the State budget. 
Article 3. This Decision shall take effect after 15 days from the date of being published on the official gazette and supersede the administrative accounting regulations enforced under the Decision 999-TC/QD/CDKT dated November 02, 1996 of the Ministry of Finance and other Circulars on amending the administrative accounting regulations enforced under the Decision No.999-TC/QD/CDKT. 
Any particular organization must adhere to the economic regulations enforced under this Decision to amend and revise the current accounting regulations, which shall be sent to the Ministry of Finance for consideration, approval and enforcement. 

Article 4. The People’s Committees of centrally-affiliated cities and provinces shall be responsible to supervise the implementation of these accounting regulations at public administrative units under their authority.    

Ministries, ministerial-level, governmental agencies, unions and others according to regulations in Article 2 of this Decision, shall assume their responsibility for supervising the implementation at those under their authority. 
Article 5. The Director of Department of Accounting and Auditing Regulations, Department of Public Administration, Department of the State budget and the Chief of the Ministry Office of Finance and heads of relevant units directly under the Ministry of Finance shall be responsible for the dissemination, guidance, inspection and enforcement of this Decision./. 
	

	PP. MINISTER
DEPUTY MINISTER




Tran Van Ta
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First section:

ACCOUNTING RECORD SYSTEM 

I- GENERAL PROVISIONS 


1. Content and form of accounting records 

Accounting records applicable to public administrative units must adhere to the content and method of establishing and appending signatures on these records according to the regulations of the Law on Accounting and Decree No.128/2004/ND-CP dated May 31, 2004 of the Government and other legal instruments related to the economic records and statutory provisions mentioned in these regulations.   


Public administrative units who have the particular economic and financial professions but do not issue any required forms of accounting records as described in the final list of accounting record forms of this accounting regulations, shall adopt the proper forms regulated in particular accounting regulations stated in other legal documents or be subject to apply for the approval from the Ministry of Finance. 


2. Forms of accounting records 

Forms of accounting records shall be applied to public administrative units, including: 


- General accounting records shall be applied to public administrative units, including 4 following criteria: 


+ Wage control; 

+ Material control; 


+ Cash control; 


+ Fixed asset control.

- Other accounting documents are enforced under relevant legal instruments (Forms and specific guidance on establishing every record shall be applied under other legal regulations).

3. Establishment of accounting records 


- Any economic and financial transaction of public administrative units must establish accounting records.   A single accounting record shall be established once for a generated economic and financial transaction;   

- The content of accounting records must be explicit and appropriate for that of a generated economic and financial transaction;  


- Handwriting or printed texts on accounting records must be clearly visible and conspicuous without any removal and abbreviation;  


- Monetary amount written in words must be quite matched to monetary amount written in numbers;  


- Each accounting record must be established into a sufficient amount of replicas as prescribed in legal regulations.  As regards any accounting record of which various replicas are required, they must be established all at one time and display the identical content which is typewritten by computers, typewriters or inked onto carbon papers.   In some special cases in which more than one replica must be established but can not be written all at one time, it can be done twice and such ones must stay identical.  


Any computerized accounting record must specify the proper content and ensure compliance with legal regulations. An accounting record, used as a direct basis for the bookkeeping system, must be determined by means of the correct accounting entries recorded in the relevant accounts.   

4. Signature appended on accounting records 


Every accounting record must bear a sufficient amount of required signatures together with the undersigned's title to make it valid.   Electronic accounting records, in particular, must be validated by electronic signatures as prescribed in statutory regulations.  All signatures on an accounting record must be appended by a ballpoint or fountain pen but red ink, pencil or a stamped signature are not allowed. The signature on an accounting record for cash payment must be appended separately on each replica.  A person’s signature on an accounting record must be consistent and identical to his/her registered one according to legal regulations. In case his/her signature has not been registered, the latter must be identical to his/her previous ones.   

Public administrative units that have not appointed their chief accountants must assign one person in charge of transacting with the State Treasury and Bank, by which the signature of chief accountants shall be replaced with that of the authorized person.     Authorized persons in charge of bookkeeping or accounting must comply with legal regulations on responsibilities, tasks and rights regulated for a chief accountant.   

The signature of heads of a unit (or an authorized person), chief accountant (or an authorized person) and seal appended on accounting records must agree with their valid seal and signature registered at the State Treasury or Bank.      The signature of an accountant appended on an accounting record must be identical to the one held in the register of specimen signatures.  Any chief accountant (or authorized person) is not permitted to write "authorized by head of a unit" on the accounting record.    Authorized persons are not allowed to transfer their authorization to others.

Public administrative units must open the register of specimen signatures for their treasurers, warehouse keepers, accountants and chief accountants (and the authorized persons), heads (and the authorized persons).   The register of specimen signatures must be paginated and validated by page-adjoining stamp, which is managed by heads of a unit (or the authorized persons) for convenient inspection if required. Each person must provide 3 specimen signatures in the register.  


Signing on an accounting record when the undersigned has not yet or fully written required contents, which is considered his/her duties, shall be prohibited.   The graded signatures on an accounting record shall be regulated by head of a unit in accordance with legal regulations, managerial requirements and serve the purposes of strict supervision and asset safety.  

5. Procedural rules for the circulation and inspection of accounting records 

All accounting records established internally or received externally must be collected at the accounting department of a unit. The accounting department must check such accounting records and, after verifying their legal status, these shall be used for the recording in the accounting books.  Procedural rules for the circulation of accounting records include the followings: 


- Establishing, receiving and processing accounting records;

- Bookkeepers and chief accountants check and sign on accounting records or submit it to head of a unit for approval as required in every form of accounting record (if applicable);  

- Classifying and arranging accounting records, and recording accounting entries into accounting books;   


- Preserving business records, etc.

Procedural rules for the inspection of accounting records

- Checking explicitness, accuracy and sufficiency of bookkeeping criteria and elements;  

- Examining the legal status of any economic and financial transaction generated and recorded in accounting records; double-checking accounting records with other relevant documents;   


- Examining the accuracy of figures and information on accounting records. 


Whenever an accounting record is found violating any regulatory policies on economic and financial management of the Government, such activities as cash disbursement, payment and stock issuing shall be rejected and these violations shall also be reported in writing to head of a unit for timely settlement according to current laws.    


As regards any accounting record that has been established without adherence to procedural rules and with unclear contents and numbers, the person in charge of inspection or bookkeeping must return and require it to complete necessary procedures and adjustments prior to the official bookkeeping. 


6. Translation of accounting records into Vietnamese

With respect to any accounting record written in foreign languages, when being used for accounting books in Vietnam, it must be translated into Vietnamese.  Any accounting record of transactions, though less or more additional, which convey different contents must be completely translated. Accounting records that keep a record of many additional transactions of similar contents, the content of first additional recording must be translated completely and the second onwards shall have its major contents translated such as record title, issuing and receiving organization or individual’s name, item description and title of the undersigned.     Translators must provide full names, signatures and bear their full responsibility for Vietnamese contents.  Accounting records translated into Vietnamese must be attached along with original ones in foreign languages.

7. Usage, management and printing of accounting record forms 

All of public administrative units must consistently use the obligatory form of accounting records as stipulated in these accounting regulations.  In the process of implementation, these units are not entitled to make any modifications to obligatory forms of accounting records.  As regards instructional forms of accounting records, in addition to the available contents described on the forms, accounting entities can add further criteria or change the design of forms in order to facilitate their recording and serve the purpose of the unit’s management.      

Available forms of accounting record must be carefully stored without wear and tear while cheques and valuable papers must be managed in the same manner mentioned above. 

As regards accounting record forms, these units can purchase, make their own designs (applied to instructional forms), prints but must remain major contents as stipulated in Article 17 of the Law on Accounting as well as accounting regulations.    

8. Public administrative units that use electronic bookkeeping system for their financial transaction and accounting books must comply with legal regulations on electronic documents. 

II- LIST OF ACCOUNTING RECORDS

		No.

		DESCRIPTION

		CODE

		CATEGORY 



		

		

		

		OBLIGATORY

		INSTRUCTIONAL



		1

		2 

		3

		4

		5



		A

		Accounting records enforced under this Decision 

		

		

		



		I 

		Wage control

		

		

		



		1

		Payroll spreadsheet 

		C01a-HD

		

		x



		2

		Overtime Pay spreadsheet 

		C01b-HD

		

		x



		3

		Overtime request note

		C01c-HD

		

		x



		4

		Salary payment statement

		C02a-HD

		

		x



		5

		Extra payment statement

		C02b-HD

		

		x



		6

		Scholarship (subsistence expenses) payment statement 

		C03-HD

		

		x



		7

		Bonus payment statement 

		C04-HD

		

		x



		8

		Allowance payment statement 

		C05-HD

		

		x



		9

		Travel documents 

		C06-HD

		

		x



		10

		Overtime pay statement

		C07-HD

		

		x



		11

		Lump sum contract of works or products 

		C08-HD

		

		x



		12

		Outsourcing payment statement 

		C09-HD

		

		x



		13

		Records on finalization of lump sum contract 

		C10-HD

		

		x



		14

		Salary expense statement 

		C11-HD

		

		x



		15

		Travel expense payment statement 

		C12-HD

		

		x



		II

		Material control 

		

		

		



		1

		Stock received docket 

		C20-HD

		

		x



		2

		Stock issuing docket 

		C21-HD

		

		x



		3

		Notice of broken and lost tools and appliances

		C22-HD

		

		x



		4

		Inventory of material, tool, product and commodity inventory

		C23-HD

		

		x



		5

		List of procured goods 

		C24-HD

		

		x



		6

		Record on inspection of material, tool, product and commodity 

		C25-HD

		

		x



		III

		Cash control 

		

		

		



		1

		Cash receipt voucher  

		C30-BB

		x

		



		2

		Cash disbursement voucher  

		C31-BB

		x

		



		3

		Request for advance payment 

		C32-HD

		

		x



		4

		Certificate of payment for provisional sums 

		C33-BB

		x

		



		5

		Inventory of reserves (VND currency)

		C34-HD

		

		x



		6

		 Inventory of reserves (foreign currency, gold, metals and precious stones)

		C35-HD

		

		x



		7

		Payment request note 

		C37-HD

		

		x



		8

		Cash payment receipt 

		C38-BB

		x

		



		9

		Statement of payment in cash for conference and training participants 

		C40a-HD

		

		x



		10

		Statement of payment in cash for conference and training participants 

		C40b-HD

		

		x



		IV

		Fixed asset control 

		

		

		



		1

		Records on delivery and receipt of fixed assets

		C50-BD

		

		x



		2

		Record on fixed asset liquidation

		C51-HD

		

		x



		3

		Record on fixed asset re-evaluation

		C52-HD

		

		x



		4

		Inventory of fixed assets 

		C53-HD

		

		x



		5

		Delivery note of complete major repairs of fixed asset  

		C54-HD

		

		x



		6

		Fixed asset depreciation spreadsheet 

		C55a-HD

		

		x



		7

		allocating fixed asset depreciation spreadsheet 

		C55b-HD

		

		x



		B

		Other accounting records enforced under legal documents 

		

		

		



		1

		Fares 

		

		

		



		2

		Certificate of non-refundable aids 

		

		

		



		3

		Certificate of non-refundable cash 

		

		

		



		4

		Checklist of original documents sent to donors 

		

		

		



		5

		Request of recording receipts and expenditures for cash and aids 

		

		

		



		6

		Value-added tax invoice 

		01 GTKT-3LL

		x

		



		7

		Bill of sale for commodities 

		02 GTGT-3LL

		x

		



		8

		Stock issuing and internal transport slip 

		03PK-3LL

		x

		



		9

		Stock issuing note of consigned goods  

		04H02-3LL

		x

		



		10

		Retailing sale invoice (used for cash register)

		

		x

		



		11

		List of uninvoiced procured goods 

		04/GTGT

		x

		



		12

		Certificate of sick leaves paid by the social insurance

		

		

		



		13

		List of paid sick and maternity leaves

		

		

		



		14

		Slip of withdrawn budget estimate and cash payment  

		

		

		



		15

		Certificate of withdrawn budget estimate, money transfer, postal and electronic remittance and certified cheque 

		

		

		



		16

		Payment request for advance sums 

		

		

		



		17

		Certificate of payment for expenditures in cash 

		

		

		



		18

		 Certificate of payment for expenditures by money order 

		

		

		



		19

		List of paid-in cheque

		

		

		



		20

		Certificate of standing order 

		

		

		



		21

		Certificate of direct debit 

		

		

		



		22

		Certificate of investment capital withdrawal and cash payment 

		

		

		



		23

		Certificate of investment capital withdrawal, postal and electronic remittance and certified cheque 

		

		

		



		24

		 Request for the advance payment for the investment capital 

		

		

		



		25

		Certificate of payment for investment capital in cash 

		

		

		



		26

		Certificate of payment for investment capital by money order 

		

		

		



		27

		Certificate of recording receipts and expenditures for investment capital  

		

		

		



		

		…………………………

		

		

		





Note:

- Obligatory means obligatory forms

- Instructional means instructional forms 


Second section:

ACCOUNTING ENTRY SYSTEM 

I- GENERAL PROVISIONS 


1- Accounts and accounting entry system 


Accounts are used as a bookkeeping approach to classifying and systemizing economic and financial transactions generated in an economic content and arranged in a chronological order. Accounts reflect and control the actual condition of assets; receipt and utilization of expenditures funded by the State budget and others used as allotments, receipts and expenditures for a unit’s transactions and outcomes of an accounting entity’s operation in a regular, continuous and systematic manner at these public administrative units.   

An account is opened for a single accounting entity which is defined as a particular economic content.  All of accounts are used in an accounting unit to form an accounting system The Ministry of Finance regulates a consistent system of accounting entry applied to all of public administrative units nationwide.   Accounting system that is applied to public administrative units regulated by the Ministry of Finance shall be consistent in accounting entry, amount, code, name and content during the bookkeeping of each account.   

System of administrative accounting entries is constructed on the principles of relying on the attributes and contents of transactions in these public administrative units and also applies the classification and encoding rules of an accounting system in enterprises and the Government, in order to: 

+ Entirely satisfy the requirements of management and supervision towards funds supported by the State budget, capital, public funds, as well as the administration and usage of expenditures in every sectors and public administrative units;  

+ Thoroughly reflect all of economic and financial transactions generated in a variety of public administrative units at all sectors in order to keep it suitable for their organization structure and transaction;   


+ Meet the demands for processing information by means of manual calculation (or computers, etc.) and sufficiently satisfy the demand of units and State management agencies. 

Administrative accounting system comprises accounting entries in or out of the balance sheet. 


Accounting entries in the balance sheet reflect all of economic and financial transactions generated from the accounting entities such as assets, sources of asset formation and the utilization of assets at public administrative units. Principles for the recording of accounts into the balance sheet shall be based on the double-entry bookkeeping method. This means that the recording of a debit entry to an account shall coincide with that of a credit entry to one or more than one account and vice versa.      


Accounts out of the balance sheet reflect the existing assets that are not owned by a unit (like assets generated from the outsourcing, trust, processing and temporary custody,…), economic criteria that have been reflected to an account in the balance sheet but need further supervision to serve the purpose of management, such as value of durable tools or appliances in use, different currencies, estimated payment for assigned operations,…


Principles for the recording of accounts out of the balance sheet, which are based on the single-entry bookkeeping method, means that the recording of an entry to an account at one side must not correspond with any other single-sided accounts.    

2. Classification of the accounting system 

Accounting system, applied to public administrative units under the regulations of the Ministry of Finance, includes 7 categories. The 1st to 6th category is accounts within the account balance sheet and the 0 category is an account out of the account balance sheet.   


- The 1st graded account is symbolized by a 3-digit decimal number;

- The 2nd graded account is symbolized by a 4-digit decimal number (3 first digits represent the 1st graded account while the 4th digit represents 2nd graded account);  


- The 3rd graded account is symbolized by a 5-digit decimal number (3 first digits represent the 1st graded account, the 4th digit represent the 2nd graded account and the 5th digit represents the 3rd graded account); 


- The accounts out of the account balance sheet shall be numbered from 001 to 009. 


3- Choice of applying a single accounting system 


Public administrative units must adhere to account bookkeeping system enforced by this Decision in order to choose which system is applicable to them.  Each unit is able to add more 2nd, 3rd and 4th graded accounts (except those regulated by the Ministry of Finance) in order to serve their management requirements. 


If any unit needs to open more 1st graded account (3-digit accounts) other than the existing accounts or to amend or supplement 2nd or 3rd graded account in their accounting system regulated by the Ministry of Finance, this must be approved in writing by the Ministry of Finance prior to implementation.   


II. LIST OF ACCOUNT BOOKKEEPING SYSTEM 

		NO.

		A/C CODE

		ACCOUNT TITLE

		APPLIED SCOPE

		NOTE



		

		

		1st ACCOUNT: THINGS AND MATERIALS

		

		



		

		

		

		

		



		1

		111

		Cash on hand  

		All units 

		



		

		1111

		VND currency 

		

		



		

		1112

		Foreign currency 

		

		



		

		1113

		Gold, silver, precious metal and stone

		

		



		

		

		

		

		



		2

		112

		Bank and treasury deposit  

		All units 

		Details provided following a single account in each bank and treasury 



		

		1121

		VND currency 

		

		



		

		1122

		Foreign currencies

		

		



		

		1123

		Gold, metals and precious stones 

		

		



		

		

		

		

		



		3

		113

		Remittance 

		All units 

		



		

		

		

		

		



		4

		121

		Short-term financial investments 

		Any unit in which transactions are recorded 

		



		

		1211

		Short-term securities investment 

		

		



		

		1218

		Any other short-term financial investment

		

		



		

		

		

		

		



		5

		152

		Raw materials 

		All units 

		Details provided at managerial request 



		

		

		

		

		



		6

		153

		Instrument and tools  

		All units 

		



		

		

		

		

		



		7

		155

		Products and goods 

		Any production and trading unit 

		Details provided following products and commodities 



		

		1551

		Products 

		

		



		

		1552

		Commodities 

		

		



		

		

		

		

		



		

		

		2ND ACCOUNT: FIXED ASSET 

		

		



		8

		211

		Tangible fixed assets 

		All units 

		Details provided at managerial request 



		

		2111

		Houses, building and architectural fixtures 

		

		



		

		2112

		Equipment and machine 

		

		



		

		2113

		Transportation and transmit instrument 

		

		



		

		2114

		Instruments and tools for management 

		

		



		

		2115

		Perennial plants, draft animals and food-producing animals 

		

		



		

		2118

		Other fixed assets 

		

		



		

		

		

		

		



		9

		213

		Intangible fixed assets 

		All units 

		



		

		

		

		

		



		10

		214

		Depreciation of fixed assets 

		All units 

		



		

		2141

		Depreciation of tangible fixed assets 

		

		



		

		2142

		Depreciation of intangible fixed assets 

		

		



		

		

		

		

		



		11

		221

		Short-term financial investment 

		

		



		

		2211

		Short-term securities investment

		

		



		

		2212

		Contributed capital

		

		



		

		2218

		Other short-term financial investment 

		

		



		

		

		

		

		



		12

		241

		Capital construction in process 

		

		



		

		2411

		Fixed asset purchases

		

		



		

		2412

		Capital construction 

		

		



		

		2413

		Major repairs of fixed assets 

		

		



		

		

		

		

		



		

		

		3RD ACCOUNT: PAYMENT 

		

		



		13

		311

		Receivables  

		All units 

		Details provided at managerial request 



		

		3111

		Receivables from customers 

		

		



		

		3113

		Deductible VAT 

		Any unit eligible for VAT deduction  

		



		

		31131

		Deductible VAT of goods and services 

		

		



		

		31132

		Deductible VAT of fixed assets 

		

		



		

		3118

		Other receivables 

		

		



		

		

		

		

		



		14

		312

		advances 

		All units 

		Details given to a single receiver 



		

		

		

		

		



		15

		313

		Loans  

		Any unit in which credit projects are developed 

		 Details given to a single receiver  



		

		3131

		Term loans 

		

		



		

		3132

		Overdue loans

		

		



		

		3133

		Loan charge-off 

		

		



		

		

		

		

		



		16

		331

		Receivables  

		All units 

		 Details given to a single receiver  



		

		3311

		Payables to suppliers 

		

		



		

		3312

		Payables to creditors 

		

		



		

		3318

		Other receivables  

		

		



		

		

		

		

		



		17

		332

		Salary-related payables 

		All units 

		



		

		3321

		Social insurance 

		

		



		

		3322

		Social insurance 

		

		



		

		3323

		Trade Union fees 

		

		



		

		

		

		

		



		18

		333

		Payables to the Government 

		Any unit in which transactions are recorded 

		



		

		3331

		Value-added tax 

		

		



		

		33311

		Output VAT 

		

		



		

		33312

		VAT for imported goods 

		

		



		

		3332

		Fees and charges 

		

		



		

		3334

		Business income tax 

		

		



		

		3337

		Other taxes 

		

		



		

		3338

		Other payables  

		

		



		

		

		

		

		



		19

		334

		Payables to office holders and public servants 

		All units 

		



		

		

		

		

		



		20

		335

		Payables to others 

		

		 Details given to a single receiver  



		

		

		

		

		



		21

		336

		Advanced expenditure 

		

		



		

		

		

		

		



		22

		337

		Balanced expenditures brought forward 

		

		



		

		3371

		Inventory of raw materials, tools and machines 

		

		



		

		3372

		Valued content of major repairs after completion 

		

		



		

		3373

		Valued content of capital construction after completion 

		

		



		

		

		

		

		



		23

		341

		Expenditures allocated to inferiors 

		Any senior unit  

		Details given to a single unit 



		

		

		

		

		



		24

		342

		Internal payment 

		Any unit in which transactions are recorded 

		



		

		

		

		

		



		

		

		4TH ACCOUNT – EXPENDITURE SOURCE

		

		



		

		

		

		

		



		25

		411

		Business capital 

		Any production and trading unit 

		Details depending on each capital source 



		

		

		

		

		



		26

		412

		 asset revaluation differences 

		Any unit in which transactions are recorded 

		



		

		

		

		

		



		27

		413

		Exchange rate differences  

		Any credited unit 

		



		

		

		

		Foreign currency

		



		28

		421

		Outstanding deferences between revenues and expenditures  

		

		



		

		4211

		Deferences between revenues and expenditure for routine transactions

		

		



		

		4212

		Deferences between revenues and expenditure for routine transactions

		

		



		

		4213

		Deferences between revenues and expenditure based on the State’s purchase order 

		Any unit which follows the State’s purchase order 

		



		

		4218

		Deferences between revenues and expenditure in other transactions 

		

		



		

		

		

		

		



		29

		431

		Funds  

		All units 

		



		

		4311

		Bonus fund 

		

		



		

		4312

		Welfare fund 

		

		



		

		4313

		Income stabilization fund 

		

		



		

		4314

		Profession-related development fund 

		

		



		

		

		

		

		



		30

		441

		Investment expense for capital construction  

		Any unit which makes the investment in capital construction are 

		



		

		4411

		The expenditure allocated by the State budget

		

		



		

		4413

		The aided expenditure  

		

		



		

		4418

		Other sources 

		

		



		

		

		

		

		



		31

		461

		Operating expenditure  

		All units 

		Details provided for the use of that expenditure



		

		4611

		Previous year 

		

		



		

		46111

		Regular expenditure  

		

		



		

		46112

		Irregular expenditure  

		

		



		

		4612

		This year 

		

		



		

		46121

		Regular expenditure  

		

		



		

		46122

		Irregular expenditure  

		

		



		

		4613

		Next year 

		

		



		

		46131

		Regular expenditure  

		

		



		

		46132

		Irregular expenditure 

		

		



		

		

		

		

		



		32

		462

		Project-based expenditure  

		Any unit in which projects are developed

		



		

		4621

		Expenditure source allocated by the State budget

		

		



		

		4623

		Aided expenditure  

		

		



		

		4628

		Other sources 

		

		



		

		

		

		

		



		33

		465

		Expenditure source based on the State’s purchase order 

		Any unit which follows the State’s purchase order 

		



		

		

		

		

		



		34

		466

		Expenditure source forming fixed assets 

		All units 

		



		

		

		

		

		



		

		

		5TH ACCOUNT: RECEIVABLES  

		

		



		

		

		

		

		



		35

		511

		Receivables  

		Any unit in which transactions are recorded 

		



		

		5111

		Fees and charges 

		

		



		

		5112

		Receivables based on the State’s order 

		

		



		

		5118

		Other receivables 

		

		



		

		

		

		

		



		36

		521

		Receivables prior to the State budget 

		Any unit in which transactions are recorded 

		



		

		5211

		Fees and charges 

		

		



		

		5212

		Aids and grants  

		

		



		

		

		

		

		



		37

		531

		Receivables from production and trading 

		Any unit in which contracts of production and trading are executed 

		



		

		

		

		

		



		

		

		6TH ACCOUNT: PAYABLES 

		

		



		

		

		

		

		



		38

		631

		Payables from production and trading 

		Any production and trading unit 

		Details depending on the manufacturing and trading operations



		

		

		

		

		



		39

		635

		Payables based on the State’s order 

		Any unit which follows the State’s order 

		



		

		

		

		

		



		

		

		

		

		



		40

		643

		Prepaid expenses 

		Any unit in which prepayment are recorded 

		



		

		

		

		

		



		41

		661

		Payables for operations 

		All units

		



		

		6611

		Previous year 

		

		



		

		66111

		Regular payables

		

		



		

		66112

		Irregular payables 

		

		



		

		6612

		This year

		

		



		

		66121

		Regular payables 

		

		



		

		66122

		Irregular payables 

		

		



		

		6613

		Next year 

		

		



		

		66131

		Regular payables 

		

		



		

		66132

		Irregular payables 

		

		



		

		

		

		

		



		42

		662

		Payables for projects 

		Any unit in which projects are developed 

		Details depending on a single project 



		

		6621

		Payables for project management 

		

		



		

		6622

		Payables for project execution 

		

		



		

		

		

		

		



		

		

		ZERO ACCOUNT: OFF-BALANCE ACCOUNTS

		

		



		1

		001

		Outsourcing assets 

		

		



		2

		002

		Assets held under trust or for processing

		

		



		3

		004

		Payables for administrative operation 

		

		



		4

		005

		Durable tools in use 

		

		



		5

		007

		Foreign currencies 

		

		



		6

		008

		Estimate budget for operations 

		

		



		

		0081

		Estimated regular payables 

		

		



		

		0082

		Estimated irregular payables 

		

		



		7

		009

		Estimated payables for the program or project

		

		



		

		0091

		Estimated payables for the program or project

		

		



		

		0092

		Estimated payables for investment into capital construction 

		

		



		

		

		

		

		





Third section:

ACCOUNTING BOOK AND BOOKKEEPING SYSTEM 

I- GENERAL PROVISIONS 


1- Accounting books  

Accounting books are to record, systemize and store all of arisen economic and financial transactions based on economic content and chronological order, which is connected to public administrative units. 


Public administrative units must establish and perform the recording, management, maintenance and storage of their accounting books under the statutes of the Accounting Law, Decree No.128/2004/ND-CP dated May 31, 2004 of the Government on providing instructions on the implementation of a number of articles in the Accounting Law, which is applicable to state accounting sector and this accounting regulations.  


As regards accounting units of 1st and 2nd grade (briefly referred to as a higher grade), in addition to the establishment of accounting books to monitor their assets and use the direct expenditures of their own, they must establish accounting books to track and monitor their allotments of estimated budget, compile the use of their expenditures and produce final accounts on all of expenditures for their affiliated units (referred to as 2nd and 3rd graded accounting units). This shall help them collect all necessary data for any financial statements and reports on the utilization and balancing of expenditures with the senior authority and their peer-to-peer financial agencies. 

2- Accounting book classification  

Each accounting unit reserves only one accounting book system designed for one accounting period in a year.   Accounting books are categorized into general and detailed ones.  


Depending on the bookkeeping system that a unit is applying, they must establish a sufficient system of both general and detailed accounting books as well as strictly comply with regulations on accounting model in terms of contents, sequences and methods of the recording into a particular form of the accounting book. The Government provides obligatory regulations on the book template, content and method of the recording into various general books (ledger and journal) as well as instructional regulations on detailed accounting books or sheets. 


2.1- General accounting books  

(1) Journals or daybooks are used to record all generated economic and financial transactions in a chronological order.  Where applicable it is possible to combine the recording in a chronological order with the classification and systemization of all economic and financial transactions generated following certain economic contents. 

Data and figures on the journal shall reflect aggregate economic and financial operations generated in an accounting period. 


A journal must provide sufficient information as follows: 


+ Recording date; 


+ Code and date of source documents used for the recording; 


+ Amount generated from economic and financial transactions. 


(2) Ledger is used to record all economic and financial transactions generated in an economic content (refer to specific accounts).   Data and figures on the ledger reflect and summarized the status of assets, expenditures as well as the usage of such expenditures. On a ledger, the recording based on a chronological order when a transaction is generated can be combined with the recording based on the economic content of such an economic and financial transaction. 

A ledger must provide sufficient information as follows: 


+ Recording date; 


+ Code and date of source documents used for the recording;

+ A summary of major contents of generated economic and financial transactions;

+ Amount of economic and financial transactions recorded in an economic content (specify in credit and debit columns).  


2.2. Detailed accounting books and sheets 

Detailed accounting books and sheets are used to record detailed economic and financial transactions related to the accounting entities subject to the managerial requirements that the ledger fails to reflect. Data and figures on detailed accounting books are able to provide specific information for the internal management in a unit as well as the generation and calculation of proper criteria in financial statements and final accounts or reports. 


Detailed accounting books consist of the followings: 

+ Book title; 


+ Recording date;

+ Code and date of source documents used for the recording;

+ A summary of generated economic and financial transactions;

+ Amount generated from economic and financial transactions; 


+ Other criteria are based on the accounting and managerial requirements for a particular accounting entity under which a single template of the accounting book shall be provided with distinctive managerial criteria and structures.   


3- ACCOUNTING BOOK SYSTEM 

Each unit reserves one accounting book system designed for one accounting period in a year.  In respect of units that receive grants and aids from foreign organizations or individuals, at the request of donors or grantors, they must compile an additional detailed accounting book to track and monitor the receiving process and the usage of such grants and aids, based on which financial statements required by donors or grantors shall be released.   


4- Responsibilities held by bookkeepers 

Accounting books must be strictly monitored and bookkeeping individuals must be assigned a definite responsibility for this. A person who keeps an accounting book must be responsible for what has been recorded in that book during a period of his/her role as a bookkeeper.    

Whenever there is any change in bookkeeping staff, chief accountant or any person in charge of the accounting must hand over the management and recording of accounting books from old bookkeepers to new ones. Former bookkeepers must be responsible for all of what are recorded in the book during a period of his/her role.   New bookkeepers must be responsible for the bookkeeping from the hand-over date.  Hand-over record must be certified by chief accountants or a person in charge of the bookkeeping.  


Accounting books must record proper contents in a timely, explicit and sufficient manner.  Information and data in accounting books must be accurate, genuine and corresponding to accounting records.  

Accounting books must be recorded in a chronological order of generated economic and financial transactions.  Data and figures recorded in the accounting books of the following years must succeed these in the accounting books of the consecutively preceding years. The recording of accounting books must be uninterruptedly continued from the opening to the closing.   


5- The opening of accounting books  

Accounting books must be opened at the beginning of an accounting period or immediately after the decision on founding an economic unit is made.  


5.1- Prior to opening the manual accounting books, relevant legal procedures for this opening must be completed as follows: 

- In respect of accounting bound books: 

+ At the left corner of the cover, the name of accounting units is written; in the middle of the cover, the title, opening and closing date, full name and signature of book maker, chief accountant or any person in charge of the accounting, head of a unit, ending date or hand-over date are specified.      


+ All pages of accounting books must be numbered from one (01) to the page number… and an adjoining stamp shall be appended on every page.  


+ Accounting books shall be validated after the aforementioned are complete.  


- In respect of accounting books with separate pages: 

+ At the beginning of every separate page, the name of a unit and ordinal number of each page, title of the book, month of use and full name of bookkeepers must be specified.

+ Accounting books with separate pages, prior to being in use, must be certified by a unit head by providing his/her signature, stamp and recording into the register of separate sheet usage.   


+ Separate accounting sheets must be arranged in a sequential order of accounts, kept in a safe and within easy reach.  


5.2- The opening of accounting books  

At the beginning of every year, accounting books must be opened for the new budget year in order to receive the balance brought forward from accounting books of preceding years, and all of newly generated economic and financial transactions must be soon recorded as from January 1. 

- General accounting books: 

At the beginning of every year, all balance brought forward in the journal – ledger or ledger of the previous year must be entirely recorded in the journal – ledger or the ledger of the current year.   


- Detailed accounting books:

+ Manual detailed accounting books can be used in many years and, at every year end, a horizontal line is drawn through the previous ones to start the current accounting books.  Whenever all of pages have been used up, a new detailed accounting book shall be in place; 

+ With respect to the accounting books related to budget expenditures and revenues, data and figures recorded in accounting books of this kind must not be brought forward and keep them the same in previous year's accounting books in order to continue to account for newly generated economic and financial transactions during this process, make a financial statement of and monitor accounts until preceding year's financial statement has been approved.

6- The recording performed on accounting books  

This is obviously based on the valid accounting records. All of data and figures recorded in accounting books must be proved by legal and valid accounting records.  Accounting books must be written by a pen, and red ink and pencil are not allowed to be used in the recording.   Numbers and words must be explicit and systematically continuous. At the end of every page, a total number must be given in order to use it for the beginning of the next page. Abbreviations, additional writing above or underneath, overwriting or line double-space are not allowed in accounting books. If a page is not fully filled, the left-over must be crossed. Removal and correction by chemicals are strictly prohibited. Whenever any adjustment or correction is needed, the Law on accounting and accounting regulations must be abided by.  

7- The bookkeeping of accounting books performed manually or by computers 

Administrative accountancy entities are permitted to open and write accounting books manually or by computers.   

The manual recording in accounting books must adhere to one of accounting models and book forms regulated at point 10. A unit is allowed to open more than one detailed accounting book to match with their managerial requirements. 


As for the recording in accounting books by computers, a unit is allowed to choose whether they will purchase or build proper accounting software of their own under standards and regulations of the Ministry of Finance and also adopt entire regulated criteria into their book template. At the end of an accounting period, upon completion of the closing as stipulated for each type of accounting book, general and detailed accounting books must be printed into hard copies and bound into perfect books.  Then, they shall be validated like a manual notebook for storage. 

Computerized accounting books, after being printed into hard copies and bound into perfect books, must complete the procedures mentioned at point 5.1 above.   


8- The closing of accounting books  

8.1- At the end of an accounting period (quarter and year end) and prior to making financial statements, a unit must close accounting books.  In particular, cash daybook must be closed by date. Additionally, the closing of accounting books must be performed in the event of sudden check and inspection or others as regulated by laws.  

The closing of accounting books is the process of calculating total credits and debits as well as the closing balance of each account or aggregate cash receipts, disbursement and balances, warehousing stocks and inventories. 


8.2- Steps in closing accounting books  

Step 1: Checking and double checking prior to the closing of accounting books  

- At the end of an accounting period, upon completion of reflecting all accounting records generated within a bookkeeping period, double-check figures in available accounting records (if necessary) with those recorded in the current books, or figures recorded in relevant accounting books with one another in order to ensure the consistency among them.   Totalize any amount generated during transactions in ledger and detailed accounting books. 

- From detailed accounting books and slips, establish a detailed summary of accounts that must be recorded into various books or pages. 

- Totalize any credited and debited account in the ledger or journal – ledger to ensure that they equal and correspond to aggregate amount of additional transactions in the register of bookkeeping documents (applied to those who use the bookkeeping system based on account vouchers) or aggregate number of additional transactions in a column of journal – ledger (applied to those who use the bookkeeping system based on journal – ledger). Then double-check data and figures in the ledger with those in detailed accounting books or detailed summary, or data and figures recorded by accountants with those by treasurers and warehouse keepers.    After all data and figures have been successfully matched, accounting books shall be closed.  In case of any differences arising, it is obligatory to determine the reasons and find solutions to making them matched with each other. 


Step 2: Closing accounting books 

- Draw a horizontal line right under final accounting entry in an accounting period prior to the closing. Then, write “Total of transactions generated within a month” right under that line;  


- Write “the closing balance” (in a month, quarter or year); 


- Write “Total cumulative number generated in the preceding month” for the bookkeeping at the beginning of each quarter; 


- Then, write “Total number of transactions generated from the beginning of a year”;

* “Closing balance” shall be calculated as follows:  

		Closing debit balance

		=

		Opening debit balance

		+

		Additional debit in an accounting period

		–

		Additional credit in an accounting period



		Closing credit balance

		=

		Opening credit balance

		+

		Additional credit in an accounting period

		–

		Additional debit in an accounting period





After account balances have been calculated, write debit balance in a Debit column and credit balance in a Credit column.   

- Finally, draw 2 adjacent lines to end the closing of accounting books. 

- In particular, if several detailed accounting books are structured with Debit, Credit and Balance columns (or just simply called “in, out and left over" or "receipt, expenditure and remainder",...), figures recorded in Credit column (left over or remainder) are recorded in “closing balance” line of "Balance", “Remainder” or "Left over" columns. 


After closing an accounting book, a bookkeeper must sign his/her name below 2 adjacent lines and chief accountant or an authorized person in charge of bookkeeping or accounting must check the accuracy and perform the equation of accounting entries prior to countersigning. Then, the Head of a unit shall examine and sign his/her name to validate all of figures recorded in the closing of an accounting book.   


9- The correction to accounting books  

9.1- Whenever any fault or mistake is detected during the manual bookkeeping of an accounting entries, any attempts in removing or concealing these errors to become untraceable are not permitted but the following methods must be in place for such corrections:  


(1) Rectifying method: 

This is used to rectify mistakes or errors by drawing a straight line to mark the omission of such errors but still keep them visible.  Write the correct figures or data on the omitted line in ink which is used for the upper and obtain the signature from chief accountant or an authorized person in charge of bookkeeping or accounting beside the corrected entry.  

This method shall be applicable to the followings: 

- Interpreting errors which are not related to the equation of accounts; 


- Any error without prejudice to total amount of money. 


(2) Negative entry bookkeeping (also called the recording of scarlet letter):

This is used to adjust faults and mistakes by means of rewriting incorrect entries in red ink or put them in brackets to mean that they are null and void. Rewrite correct entries in normal ink to replace the incorrect ones. 

This method shall be applicable to the followings: 


- Incorrect equation between two accounting entries due to wrong recording of accounting entries in accounting books, which can not be corrected by the rectifying method;

- Any fault or mistakes detected after the financial statement has been sent to competent agencies; 


- Any fault or mistake occurs when entering monetary amount of accounting entries is repeated or incorrect monetary amount is larger than the correct one.     


Whenever the recording of negative figure is applied for an incorrect accounting entry, chief accountant (or a person in charge of economic issue) must sign his/her name on “corrected account vouchers”.  


(3)Supplementary entry bookkeeping: 


This shall be applied when the equation between accounting entries is correct but total monetary amount recorded in accounting books is less than or insufficient in comparison with the amount recorded source documents.  The correction following this method requires "supplementary account vouchers” to be established in order to additionally write the insufficient amount in normal ink.  

9.2- Correcting accounting entries recorded by computers: 

(1) In case any fault or mistake is detected prior to the annual financial statement sent to regulatory agencies, correct the incorrect accounting entries directly in annual accounting books by computers; 

(2) In case any fault or mistake is detected after the annual financial statement sent to regulatory agencies, correct the incorrect accounting entries directly in annual accounting books by computers and take note at the end of the books. 


(3) The correction applied to any fault or mistake in accounting books recorded by computers must be carried out by “Negative entry bookkeeping” or “supplementary entry bookkeeping”.

9.3- Whenever an annual accounting statement has been approved or the inspection, examination and audit has been complete and come to an official conclusion, and if the decision on correcting figures and data recorded in financial statements related to those recorded in accounting books is made, the unit must correct their accounting books as well as other relevant balances of accounting entries according to the regulated methods.     Carry out the correction directly in previous year’s accounting books in which mistakes exist, concurrently take notes at the page end or (the final line) of these books (in case of any mistake detected after financial statements sent to regulatory agencies) for convenient check and inspection.    

10- Bookkeeping systems applied to public administrative units include: 

- General journal;

- Consolidated journal - ledger; 


- Account voucher system; 


- Computerized bookkeeping system

Accounting entities are eligible to choose one of these 4 bookkeeping systems and subject to basic regulatory principles for their selected bookkeeping systems regarding:  Bookkeeping category, quantity, structure, relation, steps as well as techniques of accounting books.  


II- BOOKKEEPING SYSTEM 

1. General journal 


1.1- Typical features 


The bookkeeping system in the form of a general journal is basically operated by the recording of all economic and financial transactions generated into a general journal in a chronological order and depending on the relevant content of these transactions. Then all data recorded in the journal shall be posted in the relevant account in the ledger.  


1.2- Accounting books established in the form of a general journal 

- General journal; 

- Ledger; 


- Detailed accounting books and slips

1.3- Bookkeeping contents and steps in the accounting system of general journal 

- Daily check and record relevant accounting entries from accounting records into the general journal in a chronological order.    Check and recapitulate similar economic and financial transactions to record and post them in relevant accounts in the general journal.   If a unit has opened a detailed accounting book and slip, these economic transactions must be recorded both in general journal and such a relevant detailed book and slip.   

- At the end of month (quarter or year), close the ledger and other detailed accounting books and slips. Based on detailed accounting books and slips, establish a detailed summary of specific accounting entries.  Double check data and figures recorded in the detailed summary with credited and debited accounts together with relevant closing balances recorded in the ledger at the end of an accounting month.  After check and examination, if all data has been identical, use figures and data recorded in the closing of the ledger to establish an accounts balance sheet and financial statement.  

As a rule, “aggregate debit accounts" and "aggregate credit accounts” in the accounts balance sheet must equal to “aggregate debit accounts" and "aggregate credit accounts” in general journal in an accounting period. 

Steps in keeping a record of accounting entries in general journal are shown in the flowchart 01 


Flowchart 01 


BOOKKEEPING STEPS 

BOOKKEEPING SYSTEM IN THE FORM OF GENERAL JOURNAL 


2- Consolidated journal - ledger  

2.1. Typical features of bookkeeping system in the form of consolidated journal - ledger 


Consolidated journal – ledger works as a bookkeeping tool to record all economic and financial transactions which are combined in a chronological order, classified and systemized depending on the economic content (accounting entries) in one general accounting book, called a consolidated journal – ledger, and in the same recoding process. 


The recording of accounting entries in journal – ledger relies on specific accounting records or a summary of similar accounting records. 

2.2 Accounting books established in the form of a consolidated journal - ledger 

A consolidated journal – ledger includes key accounting books:  


- Journal - ledger; 


- Detailed accounting books and slips.

2.3 Contents and steps in recording accounting entries in a consolidated journal - ledger 

- Daily record debited and credited accounts that have been clearly defined and examined into a consolidated journal – ledger, based on accounting records (or a summary of identical accounting records). Enter figures and data of a single accounting record (or a summary of identical accounting records) on the same line in two columns of a journal and ledger. A summary of identical accounting records shall be established for similar account vouchers such as cash paid-in and paid-out slip, stock issued and received dockets, which are generated in many times a day.  


Specific accounting records and a summary of identical accounting records, after being used to record in consolidated journal - ledger, shall then be used to record accounting entries in relevant detailed accounting books and slips.  

- At the end of a month, after posting all accounting entries generated from all of accounting records in consolidated journal – ledger and detailed accounting notebooks or vouchers in that month, accountants or bookkeepers must sum up all figures of accounting entries in the journal as well as debit and credit entries of each accounting column in ledger to record them in the aggregate line of additional transactions in that month.   Depending on any accounting entries generated from additional transactions in previous month and this month, calculate the cumulative figures of accounting entries from the beginning of each quarter to the end of that month. Rely on the opening balance of a month and additional entries within that accounting period to calculate the closing balance for a single account in consolidated journal - ledger.  

After examination and double check, the aggregate amount of accounting entries in consolidated journal – ledger must satisfy the following requirements: 


		Total additional amount recorded in journal

		=

		Total additional debit amount of all accounting entries

		=

		Total additional credit amount of all accounting entries



		Aggregate debited balances

		=

		Aggregate credited balances





- Detailed accounting books and vouchers must also be closed to sum up additional debited and credited amount, and calculate the closing balances for each at the end of a month. Based on the closing amount of detailed accounting entries, establish “a detailed summary” for each account. Figures recorded in the detailed summary must be double checked with the amount of debit, credit accounts and closing balances at the end of a month recorded in consolidated journal - ledger.   

- After the closing amounts recorded in consolidated journal – ledger and detailed account vouchers as well as a detailed summary are checked and double checked to ensure their consistency, they shall be used to establish accounts balance sheet and other financial statements.  


Steps in keeping a record of accounting entries in the form of consolidated journal – ledger are shown in the flowchart 02. 

Flowchart 02 


BOOKKEEPING STEPS 

IN THE FORM OF JOURNAL - LEDGER 


3- The bookkeeping system in the form of account vouchers 

3.1 – Typical features 


The accounting system in the form of account vouchers is typically operated by recording accounting entries in the general accounting books which directly rely on “account vouchers”.   Account vouchers are used to classify, systemize and define the debited and credited entries of all generated economic and financial transactions.  Keeping a record of an entry in an accounting book that relies on account vouchers shall be arranged into two separate stages:

+ Keeping a chronological record of accounting entries generated from economic and financial transactions in the register of account vouchers.  


+ Keeping a record of accounting contents generated from economic and financial transactions in the ledger.  


3.2- Types of accounting books: 


+ Account vouchers;

+ The register of account vouchers;

+ Ledger;

+ Detailed accounting notebooks and slips. 


3.3 – Contents and steps in the bookkeeping system in the form of account vouchers 

- Daily or periodically establish account vouchers from accounting records that have been checked. As for economic and financial transactions that are regularly generated and consist of identical economic content, they shall be used to establish "a general summary of identical accounting records” Based on the total amount recorded in "a general summary of identical accounting records”, establish relevant account vouchers. Then proper account vouchers shall be sent to the chief accountant, bookkeeper or an authorized person appointed by the chief accountant to sign their full name. Later, the signed vouchers shall be sent to the accounting department to compile and keep a record of them into the register of account vouchers and ledger respectively. 

- At the end of a month, after all of account vouchers that have been established within that month are entirely recorded in the register and ledger, accountants or bookkeepers shall close the ledger to calculate debit and credit amounts as well as closing balances of each accounts. On the ledger, total amount of economic transactions generated within a month shall be calculated. Based on the register of account vouchers and ledger, after ensuring the consistency of all figures, use them to establish "the balance sheet" and financial statement.  

Detailed accounting notebooks and slips: based on accounting records or those attached to “a general summary of identical accounting records”, they are compiled in the detailed accounting notebook and slip as required by specific accounts. At the end of a month, detailed accounting notebooks and slips shall be closed and all closing figures are used to establish “a detailed summary” of specific accounting entries.  Figures recorded in the detailed summary must be double checked with the amount of debit, credit accounts and closing balances at the end of a month recorded in the ledger.  After examining and double checking the consistency of identical and correct accounts in the “detailed summary” of accounting entries, financial statements shall be established.   

Steps in keeping a record of accounting entries in the form of account vouchers are shown in the flowchart 03. 

Flowchart 03 


BOOKKEEPING STEPS 


IN THE FORM OF ACCOUNT VOUCHERS 




4- The computerized bookkeeping system  

4.1 – Typical features

The computerized bookkeeping system performs the accountancy by means of built-in accounting softwares which are designed for computers.  There are now various accounting softwares with different technical standards, specifications and compatibility.  Accounting softwares are built to support a single or combined bookkeeping system as mentioned above. Though accounting softwares do not entirely show the recording of accounting entries in accounting books, they must ensure that sufficient accounting books and financial statement can be printed out as stipulated by laws. 


With respect to the recording of accounting entries performed by computers, a unit is eligible to choose at their discretion whether they can purchase or build appropriate accounting software on their own.   The computerized bookkeeping system in use must obtain the following standards:   

- An adequate amount of general and detailed accounting books are needed to satisfy the bookkeeping standards in compliance with legal regulations.  General accounting books must achieve required elements as stipulated in the legal regulations on accounting books. 


- Comply with the regulations on opening, recording, closing and correcting all accounting entries in accounting books as stipulated in the accounting law, its guiding documents as well as these accounting regulations.   


- Any unit must be subject to the Circular of the Ministry of Finance dated November 24, 2005 on regulating designed standards and specifications of accounting softwares to choose an accounting software to match with their practical management and usage. 


4.2. Accounting books used in the computerized bookkeeping system 

Any accounting softwares designed to support a bookkeeping system shall have relevant accounting books. A unit can design the template of accounting books which is similar to manual accounting books but must ensure the required contents.  

4.3. Steps in keeping a record of accounting entries in the computerized bookkeeping system  

- Everyday, accountants or bookkeepers define and input debit and credit accounts from accounting records or a general summary of examined identical accounting records in computers’ spreadsheets or worksheets available in the accounting software. 


Then, all information recorded in accounting records shall be input in computers and the accounting software shall help to automatically enter these information in general accounting books (such as ledger or consolidated journal – ledger, etc.), relevant detailed accounting notebooks and slips.  


- At the end of a month (or any period if applicable), accountants or bookkeepers can have access to the accounting software to close accounting books and make financial statements.  The collation or double check of all general and detailed data or figures shall be automatically performed and must ensure the accuracy and authenticity for all information within an accounting period.   Bookkeepers or accountants can check, double check and collate figures recorded in accounting books with those recorded in financial statements after printed copies has been provided. 

At the end of an accounting period, accounting books shall be printed into hard copies, bound into perfect books and then validated in compliance with regulations on the manual bookkeeping. 

Steps in keeping a record of accounting entries in the computerized bookkeeping system are shown in the flowchart 04. 

Flowchart 04

BOOKKEEPING STEPS 

IN THE FORM OF COMPUTERIZED BOOKKEEPING SYSTEM 


III- LIST OF ACCOUNTING BOOKS

1- List of accounting books applied to the accounting entity at grass-roots level 

		No.

		Book title

		Code 

		Applied scope



		1

		2

		3

		4



		1

		Journal - ledger 

		 S01-H

		



		2

		Account vouchers 

		 S02a-H

		



		3

		The register of account vouchers 

		 S02b-H

		



		4

		Ledger (applied to the bookkeeping system in the form of account vouchers)

		 S02c-H

		



		5

		Ledger (applied to the bookkeeping system in the form of general journal)

		 S03-H

		



		6

		General Journal

		 S04-H

		



		7

		Account balance sheet 

		 S05-H

		



		8

		Cash daybook (detailed cash flow notebook)

		 S11-H

		



		9

		Daybook for money paid in Banks and Treasuries 

		 S12-H

		



		10

		Book for deposited cash or foreign currencies  

		 S13-H

		Any unit which owns foreign currencies  


Any unit which operates warehouses of tools, products and goods  



		11

		Warehousing book (or warehousing dockets)

		 S21-H

		



		12

		Detailed book for raw materials, tools, machines, products and goods  

		 S22-H

		



		13

		Detailed summary of raw materials, tools, machines, products and goods 

		 S23-H

		



		14

		Fixed asset book 

		 S31-H

		



		15

		Logbook for monitoring fixed assets, tools and devices in use  

		 S32-H

		



		16

		Detailed book of accounts 

		 S33-H

		



		17

		Logbook of loans (applied to credit contracts)

		 S34-H

		



		18

		Logbook of budget estimates 

		 S41-H

		



		19

		Logbook of expenditures  

		 S42-H

		



		20

		General book of expenditures  

		 S43-H

		Any unit in which securities investments are made

Any production and trading unit



		21

		Detailed book for securities investment 

		 S45-H

		



		22

		Detailed book of revenues 

		 S51-H

		



		23

		Detailed book of accounts receivable 

		 S52-H

		



		24

		Logbook for value-added tax 

		 S53-H

		Any unit in which value-added tax is paid 



		25

		Detailed book for refundable value-added tax 

		

		



		26

		Detailed book for reduced or exempted value-added tax 

		

		



		27

		Detailed book for accounts payables for operations 

		

		



		28

		Detailed book for accounts payables for projects 

		 S62-H

		Any unit in which projects are developed 


Any production and trading unit 



		29

		Book for production and trading (or capital construction investment) expenses 

		

		



		30

		Logbook for prepaid expenses 

		 S71-H

		



		31

		Logbook for advance expenditures from treasuries  

		 S72-H

		



		

		

		

		





2- List of accounting books applied to the accounting entity of 1st or 2nd grade (higher accounting level) 

		No.

		Book title

		Form code 



		1

		2

		3



		1

		Recap book for budget and other sources accounted for in the unit 

		Form No.: S04/CT-H 







Forth section: 


FINANCIAL STATEMENT SYSTEM 

I- GENERAL PROVISIONS 


1- Financial statements and final accounts of the state budget  


1.1- Financial statements and final accounts of the state budget are used to give a general summary of assets, receipts and expenditures from the state budget; money received or paid out and the operating result of public administrative units in an accounting period, which shall provide the major economic and financial information for the assessment as well as important indicators for regulatory agencies and head of a unit to carry out their inspection and supervision on their unit's operating conditions.      


1.2- Financial statements and final accounts of the state budget must be due established according to the regulated forms in which all required details are filled in, and then they are all delivered to specific receivers of these reports.  

1.3- Standard system of financial statements and final accounts of state budget must be appropriate and consistent with the standard for budget estimate in a fiscal year as well as the appendix of state budget, all of which must ensure the comparability between the real amount with estimated amount and among accounting periods. In case the content and compiling method of financial statements and final accounts of the budget are different from the estimate standards or the preceding year’s financial statements, this must be explained and interpreted in the financial statement. 

1.4- The method of compiling data and establishing standards or criteria for financial statements and final accounts of the budget must be carried out consistently in all public administrative units, which will facilitate the recapitulation, analysis, inspection and assessment on the practicality of state budget estimates made by seniors and governmental authorities.  

1.5- Figures recorded in financial statements and final accounts of the budget must be accurate, real and unbiased and must be compiled from accounting books.    


2- Responsibilities held by a unit for establishing and submitting financial statements

2.1- Responsibilities held by an accounting entity 


Public administrative units shall organize their bookkeeping mechanism as regulated in Article 48 of the Decree No.128/2004/ND-CP dated May 31, 2004. The 1st and 2nd graded accounting entities are referred to as the superior accounting entity;  the 2nd and 3rd ones are referred to as the junior accounting entity; and the accounting entity lower than the 3rd graded accounting entity (if any) is referred to as an subordinate accounting entity. List, form and method of establishing quarterly and annual financial statements of the subordinate accounting entity shall be regulated by the 1st graded accounting entity. Responsibilities held by accounting entities for establishing and submitting financial statements shall be determined as follows:   

- Junior accounting entities must establish and submit quarterly and annual financial statements as well as submit final accounts to superior accounting entities, financial authorities, statistics agencies at the equal competent level and the State Treasury where a unit is carrying out their transactions in order to inspect, collate and adjust accounting figures related to revenues and expenditures of the state budget and other professional activities in that unit.    

- Superior accounting entities shall be responsible for inspecting, approving the final accounts in junior accounting entities and establishing a consolidated financial statement from annual ones made by junior and subordinate accounting entities.    

2.2- Responsibilities held by financial authorities, State Treasury and taxation agencies 

Financial authorities, state treasury, taxation agencies and other relevant units shall be responsible for carrying out the inspection, collation, adjustment, provision and utilization of figures and data about expenditures and how they are used; the management and usage of assets; and others related to the receipt and expenditure of state budget and operations of public administrative units.   

3- Requirements for establishing and structuring financial statements and final accounts of the budget  

Financial statement and final accounts of the budget must be established in an accurate, unbiased, sufficient and timely manner, which properly reflects the current condition of assets, receipts, liabilities and the usage of a unit's expenditures.  

Financial statements and final accounts of the budget are established on a basis of the closing figures recorded in accounting books.  Financial statements and final accounts of the budget must ensure the proper contents, methods and structures to be consistent with different reporting period.  


Financial statements and final accounts of the budget must be signed and stamped by the report writer, chief accountant and head of a unit prior to being submitted or publicly posted.    


4- Time limit for the establishment of financial statements  

- Financial statements of public administrative units and of those who are financially supported by the State budget shall be established at the end of accounting periods such as quarter and year end. 


- Financial statements of those who do not use the state budget shall be established at year-end accounting period.  

- Accounting entities, after being separated, consolidated or terminating their operation, must establish financial statements at the time of making a decision on separation, consolidation and terminated operations;     


5- Time limit for the establishment of final accounts of the budget  

Final accounts of the budget established in a fiscal year are used to produce the successive year's financial statement after being edited, corrected and amended within a permitted period as regulated by laws. 

6- Time limit for the submission of financial statements and final accounts of the budget  

6.1- Time limit for the submission of financial statements 

6.1.1- Time limit for the submission of quarterly financial statements 

- Subordinate accounting entities (if any) must submit the quarterly financial statements to the 3rd graded accounting entity and the time limit for this submission is regulated by the accounting entity higher than the 3rd graded accounting entities; 


- The 3rd graded accounting entities must submit financial statements to the 2nd graded accounting entities, financial authorities and treasuries at the same competent level no later than 10 days after the ending date of the accounting quarter;   


- The 2nd graded accounting entities must submit financial statements to the 1st graded accounting entities or financial authorities, treasuries at the same competent level no later then 20 days after the ending date of the accounting quarter;  


- The 1st graded accounting entities must submit financial statements to financial authorities and treasuries at the same competent authority not later than 26 days after the ending date of the accounting quarter;  


6.1.2- Time limit for the submission of annual financial statements 

a- Public administrative units and those who are financially supported by the state budget  

As for annual financial statements of public administrative units and those who are financially supported by the state budget, after being edited, corrected and amended for relevant figures within a permitted duration as regulated by laws, time limit for submission of these reports to competent authorities shall abide by the regulations at paragraph 6.2, point 6, item I of the forth section.  


b- As for any unit and organization that do not use the state budget, time limit for the submission of annual financial statements to higher competent bodies, financial authorities and statistics agencies at the same competent level no later than 45 days from the ending date of an accounting year.  


6.2. Time limit for the submission of final accounts of the budget  

6.2.1- Time limit for the 1st graded project units’ submitting the annual final accounts of centrally-owned budget to superior competent bodies, financial authorities and statistics department at the same competent level is no later than October 01 of the successive year; Time limit for the 2nd and 3rd graded accounting entities’ submitting the final accounts of the annual budget shall be specifically regulated by the 1st graded accounting entities.   

6.2.2- Time limit for the 1st graded project units’ submitting the annual final accounts of locally-owned budget shall be specifically regulated by the People’s Committee of a centrally-affiliated province and city; Time limit for the 2nd and 3rd graded accounting entities’ submitting the final accounts of the annual budget shall be specifically regulated by the 1st graded accounting entities.  

II- LIST AND FORM OF FINANCIAL STATEMENTS 

I- List of financial statements 

1.1 List of financial statements and final accounts applied to accounting entities at the grass-roots administrative level 


		No.

		Form code  

		FORM TITLE 

		Reporting time 

		DELIVERED TO 



		

		

		

		

		Financial authorities (*) 

		Treasuries 

		Superior level 

		Statistics agencies (*)



		1

		2

		3

		4

		5

		6

		7

		8



		1

		B01-H 

		Accounts balance sheet 

		Quarter, year

		

		

		x

		x



		2

		B02-H

		General summary of expenditures and accounting for used expenditures  

		Quarter, year 

		x

		x

		x

		x



		3

		F02-1H

		Detailed statement of operating expenditures 

		Quarter, year 

		x

		x

		x

		x



		4

		F02-2H

		Detailed statement of project-related expenditures

		Quarter, year 

		x

		x

		x

		x



		5

		F02-3aH

		Collating list of expenditure estimate for the budget at the state treasury

		Quarter, year 

		x

		x

		x

		



		6

		F02-3bH

		Collating list of advances and advance payment for the budget expenditures at the state treasury

		Quarter, year

		x

		x

		x

		



		7

		B03-H

		Statement of receipts and expenditures for professional, production and trading activities 

		Quarter, year

		x

		

		x

		x



		8

		B04-H

		Statement of an increase and decrease in fixed assets

		Year  

		x

		

		x

		x



		9

		B05-H

		Statement of outstanding expenditures brought forward from the preceding year 

		Year  

		x

		

		x

		x



		10

		B06-H

		Interpreting instrument of financial statements 

		Year  

		x

		

		x

		





Note: - (*) Only submit annual financial statements  

- For those who are considered both the 1st and 2nd graded estimating units, if financial authorities directly approve the final accounts of their budget estimates received directly from the Prime Minister and Chairman of the People’s Committee, that statement shall be sent to these authorities. 


1.2- List of general financial statements and final accounts applied to the 1st and 2nd graded accounting entities

		No.

		Code 

		STATEMENT TITLE 

		REPORTING TIME 

		DELIVERED TO



		

		

		

		

		Financial authorities   

		Treasuries 

		Superior level 

		Statistics agencies 



		1

		2

		3

		4

		5

		6

		7

		8



		1

		Form No.B02/CT-H 

		General report of expenditures and final accounts of  used expenditures  

		Year 

		x

		x

		x

		x



		2

		Form No.B03/CT-H 

		Statement of receipts and expenditures for professional, production and trading activities 

		Year 

		x

		x

		x

		x



		1

		Form No.B04/CT-H 

		General statement of final accounts of budget and other sources of a unit 

		Year  

		x

		x

		x

		x



		

		

		

		

		

		

		

		





Note: - The 2nd graded estimating unit only sends financial statements to the 1st graded estimating unit 

- The 1st graded estimating unit sends to financial authorities, statistics and treasuries.

		2- Financial statement form 


2.1- Financial statement form applied to the 3rd graded accounting entities 

Chapter code………………

Reporting unit……………….

Code of a unit using the state budget……………

		Form No.B01-H 

(issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance





ACCOUNTS BALANCE SHEET 


Quarter………year………..

In unit……………

		Account Code

		NAME

		OPENING BALANCE

		ADDITIONAL TRANSACTIONS

		BALANCE

CLOSING (*)



		

		

		Debit 

		Credit

		Current period

		Cumulative amount from the beginning of the year

		



		

		

		

		

		Debit 

		Credit

		Debit 

		Credit

		Debit 

		Credit



		A

		B

		1

		2

		3

		4

		5

		6

		7

		8



		

		A- Accounts in the balance sheet 

		

		

		

		

		

		

		

		



		

		-

		

		

		

		

		

		

		

		



		

		-

		

		

		

		

		

		

		

		



		

		-

		

		

		

		

		

		

		

		



		

		-

		

		

		

		

		

		

		

		



		……

		……………………………………

		……

		……

		……

		……

		……

		……

		……

		……



		

		total 

		

		

		

		

		

		

		

		



		

		A- Off-balance accounts 

		

		

		

		

		

		

		

		



		

		-

		

		

		

		

		

		

		

		



		

		-

		

		

		

		

		

		

		

		





(*) If it is a financial statement of 4th quarter (in a year), write “year-end closing balance” 

		Reporter  


(Signature and full name)

		Chief accountant 

(Signature and full name)

		Date…………….. 


Head 

(Signature, full name and seal)





		Chapter code:………………

Reporting unit:……………….

Code of a unit using the state budget:……………

		Form No.B02-H 

(issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance)





GENERAL REPORT OF EXPENDITURES 

FINAL ACCOUNTS FOR USED EXPENDITURES  

Quarter ….. Fiscal year……

PART I - GENERAL REPORT OF EXPENDITURES 


		No.

		EXPENDITURES 


CRITERIA 

		Code

		TOTAL AMOUNT

		State budget

		Others



		

		

		

		

		Subtotal

		Allocated state budget 

		Retained fees and charges 

		Grants  

		



		A

		B

		C

		1

		2

		3

		4

		5

		6



		I

		EXPENDITURES FOR THE OPERATION 

		

		

		

		

		

		

		



		

		Type………… Item……………

		

		

		

		

		

		

		



		A

		Regular expenditures

		

		

		

		

		

		

		



		1

		Brought - forward expenditures of previous period  

		01

		

		

		

		

		

		



		2

		Received expenditures of this period 

		02

		

		

		

		

		

		



		3

		Cumulative amount  from the beginning of the year 

		03

		

		

		

		

		

		



		4

		Total amount of expenditures used in this period (04=01+02)

		04

		

		

		

		

		

		



		5

		Cumulative amount  from the beginning of the year 

		05

		

		

		

		

		

		



		6

		Used expenditures accounted for this period  

		06

		

		

		

		

		

		



		7

		Cumulative amount from the beginning of the year 

		07

		

		

		

		

		

		



		8

		Decreased expenditures of this period 

		08

		

		

		

		

		

		



		9

		Cumulative amount from the beginning of the year 

		09

		

		

		

		

		

		



		10

		Expenditures brought forward to the successive period 

		10

		

		

		

		

		

		



		B

		Irregular expenditures

		

		

		

		

		

		

		



		1

		Brought - forward expenditures of previous period  

		11

		

		

		

		

		

		



		2

		Real received expenditures of this period 

		12

		

		

		

		

		

		



		3

		Cumulative amount from the beginning of the year 

		13

		

		

		

		

		

		



		4

		Total amount of expenditures used in this period (14=11+12) 

		14

		

		

		

		

		

		



		5

		Cumulative amount  from the beginning of the year 

		15

		

		

		

		

		

		



		6

		Used expenditures accounted for this period  

		16

		

		

		

		

		

		



		7

		Cumulative amount from the beginning of the year 

		17

		

		

		

		

		

		



		8

		Decreased expenditures of this period 

		18

		

		

		

		

		

		



		9

		Cumulative amount from the beginning of the year 

		19

		

		

		

		

		

		



		10

		Expenditures brought forward to the successive period (20=14-16-18) 

		20

		

		

		

		

		

		



		

		Type………… Item……………

		

		

		

		

		

		

		



		

		……………………

		

		

		

		

		

		

		



		II

		EXPENDITURES UNDER THE GOVERNMENT’S ORDER 

		

		

		

		

		

		

		



		

		Type………… Item……………

		

		

		

		

		

		

		



		1

		Brought - forward expenditures from the previous period  

		21

		

		

		

		

		

		



		2

		Real received expenditures of this period 

		22

		

		

		

		

		

		



		3

		Cumulative amount from the beginning of the year 

		23

		

		

		

		

		

		



		4

		Total amount of expenditures used in this period (24=21+22) 

		24

		

		

		

		

		

		



		5

		Cumulative amount from the beginning of the year 

		25

		

		

		

		

		

		



		6

		Used expenditures accounted for this period  

		26

		

		

		

		

		

		



		7

		Cumulative amount from the beginning of the year 

		27

		

		

		

		

		

		



		8

		Decreased expenditures of this period 

		28

		

		

		

		

		

		



		9

		Cumulative amount from the beginning of the year

		29

		

		

		

		

		

		



		10

		Expenditures brought forward to the successive period (30=24-26-28) 

		30

		

		

		

		

		

		



		

		Type………… Item……………

		

		

		

		

		

		

		



		

		…………………………

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		III

		EXPENDITURES FOR THE PROJECT 

		

		

		

		

		

		

		



		

		Type………… Item……………

		

		

		

		

		

		

		



		1

		Brought - forward expenditures from the previous period  

		31

		

		

		

		

		

		



		2

		Real received expenditures of this period 

		32

		

		

		

		

		

		



		3

		Cumulative amount from the beginning of the year 

		33

		

		

		

		

		

		



		4

		Total amount of expenditures used in this period (34=31+32) 

		34

		

		

		

		

		

		



		5

		Cumulative amount from the beginning of the year 

		35

		

		

		

		

		

		



		6

		Used expenditures accounted for this period  

		36

		

		

		

		

		

		



		7

		Cumulative amount from the beginning of the year 

		37

		

		

		

		

		

		



		8

		Decreased expenditures of this period 

		38

		

		

		

		

		

		



		9

		Cumulative amount from the beginning of the year

		39

		

		

		

		

		

		



		10

		Expenditures brought forward to the successive period (40=34-36-38)  

		40

		

		

		

		

		

		



		

		Type………… Item……………

		

		

		

		

		

		

		



		

		…………………………

		

		

		

		

		

		

		



		IV

		EXPENDITURES FOR THE CAPITAL CONSTRUCTION 

		

		

		

		

		

		

		



		

		Type………… Item……………

		

		

		

		

		

		

		



		1

		Brought - forward expenditures from the previous period  

		41

		

		

		

		

		

		



		2

		Real received expenditures of this period 

		42

		

		

		

		

		

		



		3

		Cumulative amount from the beginning of the year 

		43

		

		

		

		

		

		



		4

		Total amount of expenditures used in this period (44=41+42) 

		44

		

		

		

		

		

		



		5

		Cumulative amount from the beginning of the year 

		45

		

		

		

		

		

		



		6

		Used expenditures accounted for this period  

		46

		

		

		

		

		

		



		7

		Cumulative amount from the beginning of the year 

		47

		

		

		

		

		

		



		8

		Decreased expenditures of this period 

		48

		

		

		

		

		

		



		9

		Cumulative amount from the beginning of the year

		49

		

		

		

		

		

		



		10

		Expenditures brought forward to the successive period (50=44-46-48) 

		

		

		

		

		

		

		



		

		Type………… Item……………

		

		

		

		

		

		

		



		

		……………………………

		

		

		

		

		

		

		





PART II - USED EXPENDITURES REQUESTED TO MAKE FINAL ACCOUNTS FOR THIS PERIOD  

		Type

		Class

		Group of account payables

		Item 

		subitem

		Description 

		Code

		Total

		State budget

		others



		

		

		

		

		

		

		

		

		Subtotal

		Allocated state budget

		Retained fees and charges

		Grants 

		



		A

		B

		C

		D

		E

		G

		H

		1

		2

		3

		4

		5

		6



		

		

		

		

		

		I- Payables for the operation 

		100

		

		

		

		

		

		



		

		

		

		

		

		1- Regular payables 

		101

		

		

		

		

		

		



		

		

		

		

		

		2- Irregular payables 

		102

		

		

		

		

		

		



		

		

		

		

		

		ACCOUNTS PAYABLE UNDER THE GOVERNMENT’S ORDER 

		200

		

		

		

		

		

		



		

		

		

		

		

		……………………………

		

		

		

		

		

		

		



		

		

		

		

		

		III- Payables for the project 

		300

		

		

		

		

		

		



		

		

		

		

		

		1- Payables for the project management 

		301

		

		

		

		

		

		



		

		

		

		

		

		2- Payables for the project execution 

		302

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		IV- Payables for the investment 

		400

		

		

		

		

		

		



		

		

		

		

		

		1- Payables for civil works

		401

		

		

		

		

		

		



		

		

		

		

		

		2- Payables for devices and machinery 

		402

		

		

		

		

		

		



		

		

		

		

		

		3- Other expenses 

		403

		

		

		

		

		

		



		

		

		

		

		

		Total 

		

		

		

		

		

		

		





		Reporter  

(Signature and full name)

		Chief accountant 


(Signature and full name)

		Date……………..

Head 


(Signature, full name and seal)





		Chapter code:………………

Reporting unit:……………….

Code of a unit of using the state budget……………

		Form No.F02-1H 

(issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance)





DETAILED REPORT OF EXPENDITURES FOR THE OPERATION 


Quarter………Fiscal year………..

Expenditure source:...................

In unit:……………

		Type

		Class

		Group 

		Target

		Total amount of expenditures used in this period

		Used expenditures requested to make final accounts for this period 

		Decreased expenditures of this period

		Unused expenditures brought forward to the successive period



		

		

		

		

		Brought forward from the preceding period

		Real received amount

		Total amount of expenditures used in this period 

		Current period

		Cumulative amount from the beginning of the year

		Current period

		Cumulative amount from the beginning of the year

		



		

		

		

		

		

		Current period

		Cumulative amount from the beginning of the year

		

		

		

		

		

		



		A

		B

		C

		D

		1

		2

		3

		4

		5

		6

		7

		8

		9



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		Total 

		

		

		

		

		

		

		

		





		Reporter  

(Signature and full name)

		Chief accountant 


(Signature and full name)

		Date……………………. 

Head 

(Signature, full name and seal)





		Chapter code:………………

Reporting unit:……………….

Code of a unit of using the state budget……………

		Form No.F02-2H 

 (issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance)





DETAILED REPORT OF EXPENDITURES FOR THE PROJECT 

Quarter………fiscal year………..

Project title:………………..code………………….of the program…………………..implemented from………………to…………………..

The unit executing the project:………………………………………………………………………..

Total expenditures approved for the completion of the project……………………….. Amount of expenditure approved in this period…………………………….. 

Type………… Item……………

I- ASSESSMENT OF EXPENDITURES 


		No.

		Criteria

		Code 

		Current period

		Cumulative amount from the beginning of the year

		Cumulative amount from the start



		A

		B

		C

		1

		2

		3



		1

		Brought - forward expenditures from the previous period  

		01

		

		

		



		2

		Real received expenditures 

		02

		

		

		



		3

		Total amount of expenditures used in this period (03=01+02) 

		03

		

		

		



		4

		Used expenditures requested to make final accounts for this period  

		04

		

		

		



		5

		Decreased expenditures 

		05

		

		

		



		6

		Expenditures brought forward to the successive period (06=03-04-05) 

		06

		

		

		



		

		

		

		

		

		





II- DETAILS OF USED EXPENDITURES REQUESTED TO MAKE FINAL ACCOUNTS 

		No.

		Item  

		Subitem 

		Criteria 

		Current period 

		Cumulative amount from the beginning of the year 

		Cumulative amount from the start



		A

		B

		C

		D

		1

		2

		3



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		





III- INTERPRETATION 

Studied targets and contents based on the regulated progress

The workload of completed projects: 



		Reporter  

(Signature and full name)

		Chief accountant 


(Signature and full name)

		Date……………..

Head 


(Signature, full name and seal)





		Chapter code:………………

Reporting unit:……………….

Code of a unit of using the state budget……………

		Form No.F02-3aH 

(issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance)





COMPARATIVE REPORT OF BUDGET ESTIMATE FOR THE EXPENDITURES AT THE STATE TREASURY 

Quarter………fiscal year………..

In unit:……………

		Type

		Class

		Group of account payables

		Remaining estimates from the previous year

		Allocated estimates in a year (including additional amount)

		Estimates used in a year

		Withdrawn estimates

		Recovered estimates

		Cancelled estimates

		Remaining estimates at the treasuries



		

		

		

		

		

		

		Within a period

		Cumulative amount from the beginning of the year

		Within a period

		Cumulative amount from the beginning of the year

		

		



		A

		B

		C

		1

		2

		3=1+2

		4

		5

		6

		7

		8

		9=3-5+7-8



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		Total

		

		

		

		

		

		

		

		





		Certified by the Treasury 

		The unit using the state budget

Date:…………………



		Accountant 


(Signature and full name)

		Chief accountant 

(Signature, full name and seal)

		Chief accountant 

(Signature and full name)

		Head 

(Signature, full name and seal)





		Chapter code:………………

Reporting unit:……………….

Code of a unit of using the state budget……………

		Form No.F02-3bH 

(issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance)





COMPARATIVE REPORT OF ADVANCES 


AND THE PREPAYMENT FOR THE EXPENDITURES AT THE STATE TREASURY 

Quarter………fiscal year………..

In unit:……………

		Type

		A/C. Cat.

		Item

		Description

		Advances remaining at the beginning of an accounting period

		Advances withdrawn at the treasuries

		Prepayment 

		Amount of payment for provisional sums

		Remaining advances in the end of an accounting period 



		

		

		

		

		

		Within a period

		Cumulative amount from the beginning of the year

		Within a period

		Cumulative amount from the beginning of the year 

		Within a period 

		Cumulative amount from the beginning of the year 

		



		A

		B

		C

		D

		1

		2

		3

		4

		5

		6

		7

		8=1+3-5-7



		

		

		

		I- Advances have not been finally accounted for 

		

		

		

		

		

		

		

		



		

		

		

		II- Advances have not been eligible for payments

		

		

		

		

		

		

		

		



		

		

		

		1- Expenditure for the operations 

		

		

		

		

		

		

		

		



		

		

		

		1.1- Regular expenditures 

		

		

		

		

		

		

		

		



		

		

		

		1.2- Irregular expenditures 

		

		

		

		

		

		

		

		



		

		

		

		2- Expenditures under the Government’s order 

		

		

		

		

		

		

		

		



		

		

		

		3- Expenditures for the project 

		

		

		

		

		

		

		

		



		

		

		

		4- Expenditures for the capital construction

		

		

		

		

		

		

		

		





		Certified by the Treasury 

		The unit using the state budget

Date:…………………



		Accountant 


(Signature and full name)

		Chief accountant 

(Signature, full name and seal)

		Chief accountant 


(Signature and full name)

		Head 

(Signature, full name and seal)





		Chapter code:……………


Reporting unit:……………


Code of the unit using the state budget:……………

		Form No.B03-H 


(issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance)





REPORT OF RECEIPTS AND LIABILITIES FROM PUBLIC PROFESSIONAL, PRODUCTION AND TRADING ACTIVITIES 


Quarter……….Fiscal year………

In unit:……………

		No.

		CONTENT

		Code No.

		Total

		Divided into



		

		

		

		

		Activity…..

		Activity…..

		Activity…..



		A

		B

		C

		1

		2

		3

		4



		1

		Brought forward revenues (surplus unallocated) (*)

		01

		

		

		

		



		2

		Flow of revenues

		02

		

		

		

		



		

		Cumulative amount from the beginning of the year

		03

		

		

		

		



		3

		Flow of expenditures 

		04

		

		

		

		



		

		Including:

		

		

		

		

		



		

		- Cost of goods sold 

		05

		

		

		

		



		

		- Selling and administrative expense  

		06

		

		

		

		



		

		- Subtraction method VAT

		07

		

		

		

		



		

		Cumulative amount from the beginning of the year 

		08

		

		

		

		



		4

		Balance (09=01+02-04) (*) 

		09

		

		

		

		



		

		Cumulative amount from the beginning of the year 

		10

		

		

		

		



		5

		Contributions to the state budgets in this period 

		11

		

		

		

		



		

		Cumulative amount from the beginning of the year 

		12

		

		

		

		



		6

		Transfers to upper budget level 

		13

		

		

		

		



		

		Cumulative amount from the beginning of the year

		14

		

		

		

		



		7

		Additional transfers 

		15

		

		

		

		



		

		Cumulative amount from the beginning of the year 

		16

		

		

		

		



		8

		Reserves of this period 

		17

		

		

		

		



		

		Cumulative amount from the beginning of the year 

		18

		

		

		

		



		9

		Balance (surplus unallocated) (*) (19=09-11-13-15-17) 

		

		

		

		

		





(*) If amount of expenditures are larger than amount of revenues, write and put negative numbers in brackets (…)  

		Reporter 

(Signature and full name)

		Chief accountant 

(Signature and full name)

		Date:…………………

Head 


(Signature, full name and seal)





		Chapter code:……………

Reporting unit:……………

Code of the unit using the state budget:……………

		Form No.B04-H 

(issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance)





REPORT OF INCREASE AND DECREASE IN FIXED ASSETS

Fiscal year……..

In unit:……………

		No.

		- Type of fixed assets 


- Group of fixed assets 

		Quantity in unit:…………… 

		Amount at the beginning of the year

		Increases within a year 

		Decreases within a year

		Year-end amount 



		

		

		

		Quant.

		Val.

		Quant.

		Val.

		Quant.

		Val.

		Quant.

		Val.



		A

		B

		C

		1

		2

		3

		4

		5

		6

		7

		8



		I

		Tangible fixed assets 

		

		

		

		

		

		

		

		

		



		1.1

		Houses, building and architectural fixtures 

		

		

		

		

		

		

		

		

		



		

		- Houses 

		

		

		

		

		

		

		

		

		



		

		- Workplace 

		

		

		

		

		

		

		

		

		



		

		- …

		

		

		

		

		

		

		

		

		



		1.2

		Machines and devices 

		

		

		

		

		

		

		

		

		



		

		……

		

		

		

		

		

		

		

		

		



		1.3

		Transports and transmit instruments

		

		

		

		

		

		

		

		

		



		

		……

		

		

		

		

		

		

		

		

		



		1.4

		Instruments and management tools 

		

		

		

		

		

		

		

		

		



		

		……

		

		

		

		

		

		

		

		

		



		

		Other fixed assets

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		



		II

		Intangible fixed assets 

		

		

		

		

		

		

		

		

		



		

		………………

		

		

		

		

		

		

		

		

		



		

		………………

		

		

		

		

		

		

		

		

		



		2.2

		………………

		

		

		

		

		

		

		

		

		



		

		………………

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		



		

		Total 

		x

		x

		

		x

		

		x

		

		x

		





		Reporter 

(Signature and full name)

		Chief accountant 


(Signature and full name)

		Date:…………………

Head 


(Signature, full name and seal)





		Chapter code:……………

Reporting unit:……………

Code of the unit using the state budget:……………

		Form No.B05-H 

(issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance)





REPORT OF FINAL ACCOUNTS OF BROUGHT-FORWARD EXPENDITURES   


Fiscal year……..

In unit:……………

		No.

		CONTENTS 

		CODE 

		MONETARY AMOUNT 



		A

		B

		C

		1



		I

		Raw materials, tools and appliances 

		

		



		1

		Brought-forward balances 

		01

		



		2

		Increases within a year

		02

		



		3

		Amount used within a year 

		03

		



		4

		Year-end balances (01+02-03) 

		04

		



		II

		Value of major repairs of fixed assets 

		

		



		1

		Brought-forward balances 

		05

		



		2

		Increases within a year 

		06

		



		3

		Completed transfers within a year 

		07

		



		4

		Balance (05+06-07) 

		08

		



		III

		Value of capital construction works

		

		



		1

		Brought-forward balances 

		09

		



		2

		Increases within a year 

		10

		



		3

		Completed transfers within a year 

		11

		



		4

		Balance (09+10-11) 

		12

		





		Reporter 

(Signature and full name)

		Chief accountant 


(Signature and full name)

		Date:…………………

Head 


(Signature, full name and seal)





		Chapter code:……………

Reporting unit:……………

Code of the unit using the state budget:……………

		Form No.B06-H 

(issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance)





INTERPRETATION OF FINANCIAL STATEMENT 

Fiscal year……..

I- IMPLEMENTATION OF ADMINISTRATIVE TASKS WITHIN A YEAR

1/ Payroll and wages:

- A number of public staffs till December 31:………………………….person(s) 

Including: Contracts and probations………………………………….person(s) 


- Increases within a year…………………………………………………person(s) 


- Decreases within a year…………………………………………………person(s)

- Actual wage reserves...............................................................person(s)

Including: Contractual wages……………………………………………..VND 


2/ Fulfillment of requirements for basic missions: 

II- SPECIFIC REQUIREMENTS 


In unit:……………

		No.

		DESCRIPTION 

		CODE 

		 balances at the beginning of the year  

		Year-end balances 



		A

		B

		C

		1

		2



		

		I- Cash 

		01

		

		



		

		- Remaining cash reserves 

		02

		

		



		

		- Deposits to banks and treasuries 

		03

		

		



		

		

		

		

		



		

		II- In-stock materials 

		11

		

		



		

		-

		

		

		



		

		-

		

		

		



		

		

		

		

		



		

		III- Liabilities receivable 

		21

		

		



		

		-

		

		

		



		

		-

		

		

		



		

		

		

		

		



		

		IV- Liabilities payable 

		31

		

		



		

		-

		

		

		



		

		-

		

		

		





III- INCREASE AND DECREASE IN RESERVES 

		No.

		CRITERIA 

		Bonus funds

		Welfare funds 

		Fund….

		Total amount 



		A

		B

		1

		2

		3

		4



		1

		Opening balances at the beginning of the year 

		

		

		

		



		2

		Increases within a year 

		

		

		

		



		3

		Decreases within a year

		

		

		

		



		4

		Year-end balance amount

		

		

		

		





IV- IMPLEMENTATION OF STATE BUDGET REVENUES AND TRANSFERS TO UPPER BUDGET LEVEL 

		No.

		CRITERIA 

		Total paid-in amount 

		Amount paid 

		Remaining paid-in amount 



		A

		B

		1

		2

		3



		I

		State budget revenues

		

		

		



		

		- License tax  

		

		

		



		

		- Value-added tax 

		

		

		



		

		- Corporate income tax 

		

		

		



		

		- Personal income tax  

		

		

		



		

		- …………

		

		

		



		II

		Transfers to upper budget level 

		

		

		



		

		-

		

		

		



		

		-………

		

		

		



		

		Total

		

		

		





V- UTILIZATION OF BUDGET ESTIMATES 

		Cat.

		Item 

		Content 

		Brought-forward estimates 

		Allocated estimates within a year (including increases and decreases)

		Total actual estimates 

		Received estimates 

		Cancelled estimates

		Net remaining estimates at treasuries  



		

		

		

		

		

		

		Total amount

		State budget  

		Other sources 

		

		



		

		

		

		

		

		

		

		Withdrawn from treasuries 

		Received by payment orders 

		Paid-in and paid-out

		

		

		



		A

		B

		C

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10



		

		

		1- Estimates from State budget  

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		2- Estimates from other sources 

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		





VI- FEES AND CHARGES OF STATE BUDGET THAT HAVE BEEN RECEIVED AND RETAINED FOR UNIT'S EXPENSES (Details provided for each category and item)

1- Brought-forward fees and charges

2- Estimated fees and charges allocated within a year

3- Received fees and charges and increases in expenditures within a year

3- Used fees and charges within a year (4=1+3) 

5- Used fees and charges requested to make final accounts 


6- Decreases in fees and charges within a year (amount paid in or paid out and revoked)

7- Brought-forward unused fees and charges (7=4-5-6) 

VII- RECEIPT OF EXPENDITURES (Details provided according to type and item): 

1- Received fees and charges paid for state budget revenues and retained for a unit’s operations: 

Including: 


-  Procedures for keeping a record of revenues and expenditures in the state budget have been already completed while an increase in overall expenditure has been recorded  

-  Procedures for keeping a record of revenues and expenditures in the state budget have not been completed yet and an increase in overall expenditure has not been recorded as well. 


2- Non-refundable aids and grants that have been received and allowed to supplement the expenditure source: 

2.1- Grants and aids for project expenses: 

Including: 


- Procedures for keeping a record of revenues and expenditures in the state budget have been already completed and an increase in overall expenditure for the operation has been recorded 


- Procedures for keeping a record of revenues and expenditures in the state budget have not been completed yet and an increase in overall expenditure has not been recorded as well. 

2.2- Grants and aids in projects and programs: 

Including: 


- Procedures for keeping a record of revenues and expenditures in the state budget have been already completed  and an increase in overall expenditure for the project has been recorded; 


- Procedures for keeping a record of revenues and expenditures in the state budget have been already completed while an increase in overall expenditure for the capital construction has been recorded;

- Procedures for keeping a record of revenues and expenditures in the state budget have not been completed yet (details of grants and aids used for project implementation and investment in capital construction) and an increase in overall expenditure has not been recorded as well. 

VIII- INTERPRETATION 

1- Additional works within a year: 


2- Reasons for increases and decreases compared with other projects and previous year: 



IX- REMARKS AND RECOMENDATIONS 


		Reporter 

(Signature and full name)

		Chief accountant 


(Signature and full name)

		Date:…………………

Head 


(Signature, full name and seal)





2.2- Form of financial statement applied to 1st and 2nd graded accounting entities

		Chapter code:……………

Reporting unit:……………

Code of the unit using the state budget:……………

		Form No.B02/CT-H 

(issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance)





GENERAL REPORT OF EXPENDITURE  


FINAL ACCOUNTS OF USED EXPENDITURES 


 Fiscal year……..

PART I- GENERAL SUMMARY OF EXPENDITURE  


		No.

		Expenditure source 


CRITERIA 

		Code

		Total amount

		Unit A

		Unit B



		

		

		

		Total

		State budget 

		Other sources

		Total

		State budget 

		Other sources

		Total

		State budget 

		Other sources



		

		

		

		

		Subtotal

		Allocated by state budget

		Retained fees and charges

		Grants

		

		

		Subtotal

		Allocated by state budget

		Retained fees and charges

		Grants

		

		

		Subtotal

		Allocated by state budget

		 fees and charges

		Grants

		



		A

		B

		C

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14

		15

		16

		17

		18



		I

		EXPENDITURE FOR THE OPERATIONS 

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		Type………Item…………

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		A

		Regular expenditures 

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		1

		Brought-forward expenditures  

		01

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		2

		Actual received expenditures 

		02

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		3

		Total amount (03=01+02) 

		03

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		4

		Used expenditures requested to make final accounts this year 

		04

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		5

		This year’s decreased  expenditures  

		05

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		6

		Brought-forward unused expenditures (06=03-04-05) 

		06

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		Type………Item…………

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		……………………

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		II

		EXPENDITURES UNDER THE GOVERNMENT’S ORDER 

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		Type………Item………… 

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		1

		Brought-forward expenditures  

		13

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		2

		Actual received expenditures 

		14

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		3

		Total amount (15=13+14) 

		15

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		4

		Used expenditures requested to make final accounts this year

		17

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		5

		Brought-forward expenditures (18=15-16-17) 

		18

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		Type………Item…………

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		………………………

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		III

		EXPENDITURES FOR THE PROJECT 

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		Type………Item…………

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		1

		Brought-forward expenditures  

		19

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		2

		Actual received expenditures 

		20

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		3

		Total amount (21=19+20) 

		21

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		4

		Used expenditures requested to make final accounts this year 

		22

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		5

		This year’s decreased expenditures  

		23

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		6

		Brought-forward expenditures (24=21-22-23) 

		24

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		Type………Item…………

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		……………

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		IV 

		EXPENDITURES FOR THE CAPITAL CONSTRUCTION

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		Type………Item…………

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		1

		Brought-forward expenditures  

		25

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		2

		Actual received expenditures 

		26

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		3

		Total amount (27=25+26) 

		27

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		4

		Used expenditures requested to make final accounts this year 

		28

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		5

		This year’s decreased expenditures  

		29

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		6

		Brought-forward expenditures  

		30

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		Type………Item…………

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		………………………

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		





PART II- USED EXPENDITURES REQUESTED TO MAKE FINAL ACCOUNTS THIS YEAR 

		Cat.

		Class

		Group

		item

		Subitem

		Content 

		Code

		Total

		

		Unit A

		…



		

		

		

		

		

		

		

		Total

		State budget 

		Other sources

		Total

		State budget 

		

		



		

		

		

		

		

		

		

		

		Total

		Allocated by state budget

		Retained fees and charges

		Grants

		

		

		Total

		Allocated by state budget

		Retained fees and charges

		Grants

		Other sources

		



		A

		B

		C

		D

		E

		G

		H

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13



		

		

		

		

		

		I- Budget expenditures for the operations 

		100

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		1- Regular expenditures 

		101

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		2- Irregular expenditures 

		102

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		II- Budget expenditures under the Government’s order 

		200

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		………………

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		III- Budget expenditures for the project 

		300

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		1- Budget expenditures for project management 

		301

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		2- Budget expenditures for project execution

		302

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		………………

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		IV- BUDGET EXPENDITURES FOR THE CAPITAL CONSTRUCTION

		400

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		1- Budget expenditures for civil works

		401

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		2- Budget expenditures for devices 

		402

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		3- Others 

		403

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		Total

		

		

		

		

		

		

		

		

		

		

		

		

		

		





		Reporter 

(Signature and full name)

		Chief accountant 

(Signature and full name)

		Date:…………………

Head 

(Signature, full name and seal)





		Chapter code:……………


Reporting unit:……………


Code of the unit using the state budget:……………

		Form No.B03/CT-H 


(issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance)





GENERAL REPORT OF RECEIPTS AND LIABILITIES FROM PUBLIC PROFESSIONAL, PRODUCTION AND TRADING ACTIVITIES 


Fiscal Year……..

In unit:……………

		No.

		CRITERIA 

		Code 

		Planned 

		Actual 

		Percentage of actual amount per planned amount (%) 

		Absolute value (2-1)



		

		

		

		

		

		

		Increases (+)

		Decreases (-)



		A

		B

		C

		1

		2

		3

		4

		5



		1

		Brought forward revenues (surplus unallocated) (*)

		01

		

		

		

		

		



		2

		Flow of revenues 

		02

		

		

		

		

		



		

		

		

		

		

		

		

		



		3

		Flow of expenditures 

		03

		

		

		

		

		



		

		

		

		

		

		

		

		



		4

		Balance 

		04

		

		

		

		

		



		

		

		

		

		

		

		

		



		5

		Contributions to the state budgets 

		05

		

		

		

		

		



		

		

		

		

		

		

		

		



		6

		Transfers to upper budget level 

		06

		

		

		

		

		



		

		

		

		

		

		

		

		



		7

		Additional transfers 

		07

		

		

		

		

		



		

		

		

		

		

		

		

		



		8

		Transfers to reserves 

		08

		

		

		

		

		



		

		

		

		

		

		

		

		



		9

		Balance (surplus unallocated) (*) (09=04-05-06-07-08) 

		09

		

		

		

		

		





(*) If amount of expenditures are larger than amount of revenues, write and put negative numbers in brackets (…) 


		Reporter 

(Signature and full name)

		Chief accountant 

(Signature and full name)

		Date:…………………

Head 

(Signature, full name and seal)





		Chapter code:……………

Reporting unit:……………

Code of the unit using the state budget:……………

		Form No.B04/CT-H 

(issued according to the decision No.19/2006/QD/BTC dated March 30, 2006 of the Minister of Finance)





GENERAL REPORT ON FINAL ACCOUNTS OF STATE BUDGET AND OTHER SOURCES  


Fiscal year……..

		No.

		CRITERIA 

		Code 

		Total 

		Divided into 



		

		

		

		

		Type, Item 

		Type, Item 

		…



		A

		B

		C

		1

		2

		3

		4



		I

		Brought-forward expenditures and estimates (10=11+14) 

		10

		

		

		

		



		1

		State budget source (11=12+13) 

		11

		

		

		

		



		2

		Unused expenditures  

		12

		

		

		

		



		3

		Unwithdrawn estimates at treasuries  

		13

		

		

		

		



		4

		Other sources 

		14

		

		

		

		



		5

		Including: fees and state budget fees retained to pay for expenses  

		15

		

		

		

		



		II

		Allocated estimated within a year

		16

		

		

		

		



		1

		State budget source 

		17

		

		

		

		



		2

		Other sources 

		18

		

		

		

		



		3

		Including: fee source and state budget fees  retained to pay for expenses  

		19

		

		

		

		



		III

		Total (20=21+22) 

		20

		

		

		

		



		1

		State budget source (21=11+17) 

		21

		

		

		

		



		2

		Other sources (22=14+18) 

		22

		

		

		

		



		3

		Including: fee source and state budget fees retained to pay for expenses  

		23

		

		

		

		



		IV

		Received expenditures (24=25+26) 

		24

		

		

		

		



		1

		State budget source 

		25

		

		

		

		



		2

		Other sources 

		26

		

		

		

		



		3

		Including: fees, and state budget fees retained to pay for expenses  

		27

		

		

		

		



		V

		Used expenditures requested to make final accounts 

		28

		

		

		

		



		1

		State budget source 

		29

		

		

		

		



		2

		Other sources 

		30

		

		

		

		



		3

		Including: fees, and state budget fees retained to pay for expenses  

		31

		

		

		

		



		IV

		Decreased expenditures (paid in or paid out) (32=33+34) 

		32

		

		

		

		



		1

		State budget source (paid in or paid out and revoked)

		33

		

		

		

		



		2

		Other sources 

		34

		

		

		

		



		VII

		Brought-forward expenditures and unwithdrawn estimates

		35

		

		

		

		



		1

		State budget source (36=37+38) 

		36

		

		

		

		



		2

		Unused expenditures  

		37

		

		

		

		



		3

		Unwithdrawn estimates at treasuries  

		38



		

		

		

		



		4

		Other sources 

		39

		

		

		

		



		5

		Including: fee source and state budget fees retained to pay for expenses  

		40

		

		

		

		





		Reporter 

(Signature and full name)

		Chief accountant 

(Signature and full name)

		Date:…………………

Head 

(Signature, full name and seal)





Collate figures at month end







Recorded at month end







Recorded daily







FINANCIAL STATEMENT







DETAILED SUMMARY











































Collate figures at month end







Recorded at month end







Recorded daily







FINANCIAL STATEMENT







BALANCE SHEET







THE REGISTER OF ACCOUNT VOUCHERS







DETAILED SUMMARY







LEDGER







ACCOUNT VOUCHERS







DETAILED ACCOUNTING BOOKS AND SLIPS























SUMMARY OF ACCOUNTING RECORDS OF THE SAME TRANSACTIONS







RESERVES BOOK







ACCOUNTING DOCUMENTS







ACCOUNT VOUCHER







DETAILED ACCOUNTING BOOKS AND SLIPS







SUMMARY OF THE SAME TRANSACTIONS







RESERVES BOOK







ACCOUNTING DOCUMENTS







FINANCIAL STATEMENT







Collate figures at month end







Recorded at month end







Recorded daily







BALANCE SHEET







DETAILED SUMMARY







GENERAL JOURNAL







DETAILED ACCOUNTING BOOKS AND VOUCHERS







LEDGER







ACCOUNTING DOCUMENTS







Collate figures at month end







Recorded at month end







Recorded daily







FINANCIAL STATEMENT







BALANCE SHEET







THE REGISTER OF ACCOUNT VOUCHERS







DETAILED SUMMARY







LEDGER







ACCOUNT VOUCHERS







DETAILED ACCOUNTING BOOKS AND SLIPS







SUMMARY OF ACCOUNTING RECORDS OF THE SAME TRANSACTIONS







RESERVES BOOK







ACCOUNTING DOCUMENTS












