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CAC KY HIEU VIET TAT
BKHDT Bo Ké hoach va dau tw
BMZ B& Hop tac kinh t& va Phat trién Dirc
BNH Béc Ninh
BQLDA Tinh Ban Quan ly Dy an Tinh
BQLDA TW Ban Quan ly Dy an Trung Uong
BTC B6 Tai chinh
BTNMT B& Tai nguyén va Méi trudng
BVMT Bao vé mbi trwdng
BXD B Xay dwng
BYT BoY té
CDP Ké hoach Phat trién Cong ty
CK& DT Co khi va dién tt
CP Chinh phu Viét Nam
CTH Can Tho
Cty CP Cong ty C6 phan
Cty TNHH Céng ty Trach nhiém Hiru han
DNNN Doanh nghiép Nha nuéc
GFA T& chirc Dy 4n Nong nghiép
(Cong ty tw van Burc va Cé van ky thuat cho WWM)
GTZ T chirc Hop tac Ky thuat Birc
HDG Hai Duvong
HTTC H6 tror Tai chinh
HTTTBL Hé théng Théng tin Dia ly
KfW Ngan hang tai thiét Birc
PTNNL Phat trién Ngudn Nhan lyc
QLNNL Quan ly Nguén Nhan lyc
SKHDT S& Ké hoach va Bau tw
STC Sé& Tai chinh
STNMT S& Tai nguyén va Mbi treong
SWOT Phan tich diém manh, yéu, co hdi va thach thirc
SXD S& Xay dwng
TD & BG Theo dbi & DBanh gia
TVH Tra Vinh
UBND Uy Ban Nhan Dan
WTO T4 chirc thwong mai thé gidi
WWM Dy an quan ly nwéc thai tai cac tinh ly
XHCN Xa hoi Chl nghia
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PWC
SOE
SOP
ST
SWoT
TA
T-Mon
TNA
ToR
TV
UPWC
VAT
Vn

WS
WSDC
WSSC
WTO
ww
WW&D
WWwm
TUPWS

Public Works Company

State Owned Enterprise

Standard Operation Procedure

Soc Trang

Strenght, Weakness, Opportunities, Threats
Technical Assistance

Training Monitoring System

Training Needs Assessment

Terms of Reference

Tra Vinh

Urban Public Works Company

Value-added tax

Vinh

Water supply

Water Supply and Drainage Company
Water Supply and Sewerage Company
World Trade Organization

Wastewater

Wastewater & drainage

Wastewater Management in Provincial Urban Centers Vietnam
Department of Transport and Urban Public Works Services
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GIO1 THIEU

Viét nam dat ra cac muc tiéu déy tham vong vé
phat trién co s& ha tAng va dich vu céng cong.
M6t trong cac muc tiéu dé 1a dén ndm 2015 hau
hét dan cw d6 thi sé dwoc st dung nwéc sach,
toan bd nwéc thai dd thi dwoc xi ly, tat ca chat
thai rdn sé dwoc thu gom va x ly an toan. Muc
tiéu trwd'c mat dén nam 2010, t6i thiéu 60% cac
vung dd thi s& co6 hé thdng thoat nwéc hoat
déng.

Bao vé cac ngudn tai nguyén thién nhién, bao
gdm viéc ting cudng cong tac quan ly cap thoat
nuwéc l1a mét linh v trong tam dwoc théng nhét
trong khuén khd chinh sach hop tac phat trién
ctia Blre. Théng qua hd tro tai chinh (FA) Ngan
hang tai thiét Bic (KfW) cap khoadng 40 triéu o
rd hé tro mé rong hé théng thu gom va xw ly
nuwdc thai tai 6 tinh ly. Cung véi hd tro tai chinh,
thong qua Co quan hd tro ky thuat Bic (GTZ),
Chinh pht Birc cam két hd tro ky thuat nham
tang cwdng nang lwc thé ché va cai thién chat
lwong dich vu clia cac céng ty tham gia vao hoat
déng nay.

Muc tiéu la cai thién hé théng thoat nwédc muwa
hién c6 va cung cap tram x& ly va thu gom nuéc
thai, ttr dé giam bét tinh trang ngap lut theo mua
tai cac trung tdm thanh phd va cai thién chét
lwong nwdc & cac kénh thoat nuwéc lién ké va
noi tiép nhan nwéc thai.

Hop phan hé tro ky thuat cta dw an co tén:
“Quan ly nwéce thai tai cac tinh ly Viéet Nam”
(WWM), dang hd tro chinh quyén tinh va thanh
phd tham gia dw an ciling nhw cla cac don vij
chiu trach nhiém cung cép dich vu thoat nuéc
nham nang cao nang lwc cung cap dich vu cla
cac don vi nay théng qua tang cwdong nang lwc
thé ché va phat trién ngudn nhan lyc. Sau tinh
tham gia dv an la: Bac Ninh, Hai Dwong (Mién
béc), Vinh (mién trung), Can Tho, Séc Trang,
Tra Vinh (Mién nam).

Dw an hd tro ky thuat dw tinh dwoc tién hanh
trong 8 nam, trong dé giai doan mét la 3 nam
(02/2005 — 01/2008). Hop phan hd tro tai chinh
ctia Ngan hang Tai Thiét Blc dwoc cho |a sé
hoan thanh va dwa vao st dung trong giai doan
nay.

Consulting Group

INTRODUCTION

The Vietnamese development goals specify
ambitious targets for urban infrastructure
development and public services. Among
others, by the year 2015 most of the urban
population shall have access to safe water, all
municipal wastewater shall be treated, and all
solid waste shall be collected and safely
disposed. As an interim target, by 2010 at least

60% of the urban areas shall have a
functioning waste water system.
Within the framework of the German

development cooperation, it was agreed that
the protection of natural resources, including
the improvement of water supply and waste
water management, is one of the focal areas of
cooperation. Through financial assistance (FA)
the Kreditanstalt fir Wiederaufbau (KfW)
allocated about EUR 40 Million in supporting
the augmentation of wastewater collection and
treatment facilities in six provincial urban
centers. Complementary to FA, the German
Government committed a technical assistance
(TA) package through the Deutsche
Gesellschaft fur Technische Zusammenarbeit
(GTZ) to strengthen institutional capacities and
improve the service delivery quality of the
participating companies.

The objective of the joint approach is to
improve the existing storm water drainage
systems and providing waste water collection
and treatment, thus, reducing seasonal
inundations in the city centers and improving
the water quality in the adjacent drainage
channels and receiving water bodies.

The TA component of the project, titled
Wastewater Management for Provincial
Urban Centers in Vietnham (WWM), is
supporting related municipal and provincial
government institutions as well as the
designated wastewater operators to improve
their service delivery capacity through
institutional capacity building and human
resource development in six provinces
covering the cities of: Bac Ninh, Hai Duong
(North), Vinh (Center) Can Tho, Soc Trang,
and Tra Vinh (South).

The TA is scheduled for a period of up to eight
years, including three years for the first phase
(February 2005 until January 2008). During
that period, it is assumed that the KfW financed
components are completed and ready for
operation.
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MUC DPiCH CUA HUONG DAN

Muc dich co ban ctia hwéng dan nay Ia:

cung cap cho cac nhan vién tai chinh cla cac
cong ty quan ly nwdce thai tai liéu huwéng dan
vé 1am thé nao dé thuwc hién chirc ndng quan
ly tai chinh theo cac chuan muc ké toan hién
hanh cta Viét nam va nhu cau can thiét cta
quan ly tai chinh trong twong lai.

néu bat cac mdi lién quan va chi rd vai trd
cia chirc ndng quan ly tai chinh dbi voi
nhi*rng nhiém vy kinh doanh khac trong céng
ty;

xac dinh trach nhiém cu thé cta cac bd phan
tai chinh khac nhau trong viéc thwc hién
chilrc nang quan ly tai chinh chung cla coéng
ty; va,

dong vai tro 1a tai liéu dao tao cho nhan vién
tai chinh méi giip ho ndm béat dwoc nhiém
vu cua cdng tac quan ly tai chinh.

Consulting Group

OBJECTIVES OF THE GUIDELINES

The basic objectives of the guidelines are as
follows:

to provide for the finance personnel of the
wastewater  companies a  guiding
document on how to carry out the financial
management function in accordance with
the prevailing Vietnamese Accounting
Standards and in accordance to future
needs and requirements of financial
management;

to highlight the links and clarify the role of
financial management function with the
other business functions within the
company;

to define the specific responsibilities of
various finance units within the company in
the performance of the overall financial
management function; and

to serve as a training document to new
finance personnel in the understanding of
the financial management function.
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KE TOAN TONG HOP

Nhirng dic diém co ban

1.

Viéc duy tri cac tai khoan tdng hop sé tuan
theo chudn muc ké toan va hé théng tai
khoan ké toan do B6 tai chinh quy dinh.

Dwa trén nguyén tac phat trién hé théng ké
toan va tdng cwdng quan ly toan dién, dé
nghi tat c& cac cong ty quan ly nwéc thai siv
dung phan mém ké toan trén may vi tinh.

Cong ty nén ap dung phuong phap ké toan
trén co s& don tich, day la phwong phap
dwoc cac doanh nghiép thwong mai chép
nhan réng rai.

Ky ké toan la ndm dwong lich. Cac bao céo
tai chinh gébm: Bang can dbi ké toan, Bao
cdo 1ai 16 va Bao cao lwu chuyén tién té sé
dwoc lap hang thang. Bao cao tai chinh
dwoc lap thé hién ca di liéu cla nam trwéc
dé dé tién cho viéc dbi chiéu.

Hang thang, khdu hao tai san cb dinh va
viéc khau trir chi phi ch® phan bd dworc tinh
toan va vao sb, khi bao cao tai chinh dwoc
Iap hang thang sé tao nén mét blrc tranh tai
chinh hoan chinh.

Tai khoan sb cai phai dwoc dbi chiéu vao
cubi mdi thang véi cac tai khoan chi tiét
twong trng, chang han nhw tai khoan phai
thu, tai khoan phai tra.

Kiém ké thwc té tdn kho vé vat tw, hang héa
va TSCPD nén tién hanh mdi ndm mét lan.

Bé&o cdo tai chinh 1ap cudi ndm phai c6 phan
chu thich cudi trang dé chu thich cac muc
sau: Cac muc phai chu thich theo yéu cau
cta Bo tai chinh, b4t ky sw thay ddi nao vé
chinh sach ké toan; wéc tinh ké toan; sw
kién bat thwong; cac mdi quan hé va giao
dich v&i cac bén lien quan; viéc chuyén
nhwong tai sdn quan trong; mét sé ndi dung
quan trong khac va danh muc cac tai liéu
lién quan dén cac bao céo tai chinh ma bén
th&r ba can biét.

Consulting Group

GENERAL ACCOUNTING

Basic Features

1.

The accounting standards and Chart of
Accounts as prescribed by the Ministry of
Finance shall be followed in the
maintenance of the general accounts.

Based on the principle of developing
accounting systems and strengthening
overall management, all WWCs are
required to use computerized accounting
software.

The accrual method of accounting, which
is the generally accepted method by
commercial enterprises, shall be used and
applied.

The accounting period is the calendar
year. The financial statements, namely:
Balance Sheet, Income Statement and
Cash Flow Statement shall be prepared
monthly. The financial statements shall be
prepared on a comparative basis, also
showing last year’s data.

Depreciation of fixed assets and
amortization of deferred charges shall be
calculated and recorded monthly to get a
complete financial picture when financial
statements are prepared monthly.

General Ledger accounts shall be
reconciled with the  corresponding
subsidiary ledger accounts, such as,
accounts receivable and  accounts

payable, at the end of every month.

Physical count of materials and supplies
inventory and fixed assets shall be
conducted once a year.

The financial statements prepared at the
end of the year must contain footnotes to
disclose the following items: Ministry of
Finance required items for disclosure, any
changes on accounting policies and
accounting  estimation;  contingencies;
related party relationships and
transactions; significant assets transfer;
some other important and material items
regarding the financial statements that
third-parties must know.
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9. Bao cdo tai chinh phai dwoc co quan kiém
toan doc lap bén ngoai kiém toan hang
nam.

10. Céc tai kiéu ké toan va ching tlr gbc phai
duwoc xap xép va gil tai tru s& cong ty voi
thoi gian tbi thiéu theo quy dinh cta Nha
nwoc.

Hé théng tai khoan ké toan

Dé tién tham khao, hé théng tai khoan ké toan
do Bé tai chinh quy dinh dwgc dinh kém trong
phu luc A.

Consulting Group

9. The financial statements must be audited
annually by independent external auditors.

10. The accounting vouchers and original
documents shall be filed and kept at the
company’s premises for a minimum period
as mandated by government regulations.

Chart of Accounts

The Chart of Accounts as prescribed by the
Ministry of Finance is attached in Appendix A
for reference.
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QUAN LY CONG NOQ' KHACH HANG

Héa dorn ban hang

Khéach hang cta Coéng ty cap nwéc (HD, ST,

Vn) ( Khéng bao gdm khach hang céng

nghiép)

Trong twong lai néu Cong ty cap nwédc va Cong
ty quan ly nwéce thai la hai don vi doc lap thi phai
ap dung quy trinh sau:

1.

Viéc 1ap héa don thu tién nwéc thai déi voi
cac khach hang cla coéng ty cip nuéc
(WSC) dwoc chinh Céng ty cap nwédc thuc
hién. Tién nwéc thai 1a phan cong thém trén
tién nwdc sach.

Phong ké toan nén thiét 1ap hé thdng hd so
khach hang. Céng ty quan ly nuwéc thai dé
nghi Céng ty cap nuwéc cung cép div liéu
hang thang vé lvong nwéc tiéu dung va tién
nuéc thai thwe té ctia mdi khach hang dung
nuwdc sach. DI liéu nay sé dwgc ghi chép
ngay vao so chi tiét ctia mbi khach hang.

Hang thang, phong ké toan lap bang téng
hop tién nwéc thai phai thu tv khach hang
clia Coéng ty cap nuwdc. Phong ké toan st
dung ban téng hop nay lam co s& ghi vao tai
khodn phai thu (Khach hang céng ty Cép
nwdc) va tai khoan doanh thu trong sé cai.

Khéach hang ctia Céng ty cap thoat nuwéc

(BN, CT, TV) (Khdéng bao gdém khach hang

cbéng nghiép)

1.

2.

Viéc 1ap hoéa don thu tién nwéc thai déi voi
cac khach hang cia coéng ty cip nuéc
(WSC) dwoc chinh Céng ty cap nwoc thuc
hién. Tién nwéc thai la phan cong thém vao
tién nwdc sach.

Dé thong tin y nghta va kiém tra giam sat tét
hon, tién nwéc sach va tién nwéc thai phai
dwoc ghi vao hai tai khoan phai thu cling
nhw hai tai khoan doanh thu riéng biét.
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CUSTOMER ACCOUNTS
MANAGEMENT

Customer Billing

Water Supply Company Customers (HD, ST,

Vn) (Not including Industrial Customers)

In the event that the WSC and the WWC are

two

independent entities the following

procedure shall be applied in the future:

1.

The billing of the wastewater tariff for
Water Supply Company (WSC) customers
shall be undertaken by the WSC itself. The
wastewater tariff is a surcharge on the
WSC water bill.

The Accounting Section should establish a
customer records system. The WWC shall
request from the WSC, on a monthly basis,
actual data on water consumption and
wastewater tariffs billed for each WSC
customer. These data shall be recorded
promptly on each customer’s subsidiary
ledger.

The Accounting Section shall prepare a
summary of wastewater tariffs billed each
month for WSC customers. The Accounting
Section shall use the summary as basis for
recording the accounts receivable (WSC
customers) and income accounts in the
General Ledger.

Water Supply and Sewerage Company

Customers (BN, CT, TV) (Not including

Industrial Customers)

The billing of the wastewater tariff for
Water Supply Company (WSC) customers
shall be undertaken by the WSC itself. The
wastewater tariff is a surcharge on the
WSC water bill.

The water tariffs and wastewater tariffs
billed must be recorded in two separate
accounts receivable and two separate
income accounts for wastewater and water
supply, for meaningful information and
better monitoring and control.
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Khach hang Cbéng nghiép

S& Tai nguyén Méi trwérng c6 nhiém vu thdm
dinh t& khai sé tién phai thu dbi véi nwéc
thai cong nghiép va ra théng bao sb tién
nwéc thai phai thu.

Phong Ké toan sé thiét 1ap va duy tri thé ho
so khach hang cho mdi khach hang céng
nghiép.

Phong ké toan dé& nghi S& Tai nguyén Mbi
trwdng cung cap dir liéu vé tién nwdc thai
hang thang cha mdi khach hang coéng
nghiép.Trén co s& doé, lap hoa don thu tién
nwdc thai déi véi khach hang cong nghiép.
D lieu nay sé dwoc ghi chép ngay vao sbé
chi tiét ctia méi khach hang.

Hang thang, Phong Ké toan lap bang tdng
hop tién nuwdc thai phai thu tr cac khach
hang céng nghiép. Phong Ké toan st dung
tai liéu nay lam co s& dé ghi cac tai khoan
phai thu (Khach hang céng nghiép) va tai
khoan doanh thu vao sb cai

Thu tién nwéc thai

Khéch hang cta céng ty cdp nwéc ( HD, ST,

Vn)

Trong twong lai néu Céng ty cip nwéc va Céng
ty quan ly nwéce thai la hai don vi doc lap thi phai
ap dung quy trinh sau:

1.

Coéng ty cap nuwéc (WSC) sé tién hanh thu
tién nwdc thai phai thu t» khach hang nuwéc
sach

Phong Ké& toan dé& nghj Coéng ty cp nuwdc
chuyén cho Céng ty quan ly nwéc thai toan
bo sb tién nwdc thai thu dwoc sau khi trir di
phi thu tién da théng nhét véi Coéng ty cap
nwoc.

Phong Ké toan dé& nghi Coéng ty cp nwéc
mdi lan chuyén tién cho Coéng ty quan ly
nwédc thai sé giri kém mot ban danh sach
cac khach hang da tra va sb tién twong tng
da trd nhw mét quy trinh hoat dong chuan.
Phong Ké toan kiém tra va dam bao rang
lwong tién chuyén trd khép véi sb tién trong
danh sach. B4t ky sw khac biét nao ciing
phai dwoc théng bao ngay cho Céng ty cap
nwéc dé ho nhanh chéng sira chiva. Sb tién
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Industrial Customers connected to the WW

System

1.

The DONRE shall prepare a monthly
statement of the amount of the WW (tariff
due and issue a notice to industrial
customers.

The Accounting Section shall establish and
maintain a customer record card for each
industrial customer.

The Accounting Section shall request from
the DONRE, on a monthly basis, data on
wastewater tariff billed for each Industrial
customer. Based on this data, the WW bill
for industrial customers shall be issued.
These data shall be recorded promptly on
each customer’s subsidiary ledger.

The Accounting Section shall prepare a
summary of wastewater tariffs billed each
month for Industrial customers. The
Accounting Section shall use the summary
as basis for recording the accounts
receivable (Industrial customers) and
income accounts in the General Ledger.

Bill Collection

Water Supply Company Customers (HD, ST,

Vn)

In the event that the WSC and the WWC are

two

independent entities the following

procedure shall be applied in the future:

1.

The Water Supply Company (WSC) shall
handle the collection of wastewater tariff
billed to WSC customers.

The Accounting Section shall liaise with the
WSC regarding prompt remittance to the
WWC of all amounts collected from
wastewater tariffs billed minus the agreed
collection tariff for the WSC.

The Accounting Section shall request the
WSC that for every remittance to WWC, a
list of customers who paid and the
corresponding amounts paid shall also be
submitted as a standard operating
procedure. The Accounting Section shall
check and ensure that the remittance
amount tallies with the total amount of the
list. Any discrepancy shall be immediately
brought to the attention of the WSC for
prompt correction. The collection shall be
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thu dwoc sé dwoc ghi ngay vao sé chi tiét
cua tirng khach hang

Khéch hang ctia Céng ty Cap thoat nuéc

(BN, CT, TV)

1.

Cong ty cap nwéc (WSC) thu tién nwéc thai
phai thu ttr cac khach hang nwéc sach

S6 tién nwdc sach va nwdce thai thu dwoc sé
dwoc ghi ngay va riéng ré vao sb chi tiét cta
méi khach hang

Khach hang céng nghiép

1.

S& Tai nguyén M6i truong td chire viéc thu
tién nuwoc

Phong Ké toan dé nghi S& Tai nguyén Moi
trng méi lan chuyén tién cho Cong ty quan
ly nwéc thai sé glri kéem mot ban danh sach
khach hang va sé tién da tra twong trng theo
quy trinh hoat déng chudn. Phong Ké toan
can kiém tra d& ddm bao lwong tién chuyén
trd khop véi sb tién trong danh sach. Trong
trwdng hop coé sai léch phai théng bao ngay
cho S& Tai nguyén Mdi trwong dé kip thoi
stra chira

Phong Ké toan lay danh sach khach hang da
tra tién lam co s& dé ghi sé tién da thu vao
s6 chi tiét ctia mdi khach hang.

Liwru gitr va kiém soat ghi chép sb sach

1.

Mbi khach hang sé& dwoc Phong Ké toan mé
mot thé ghi chép chi tiét cd cac div liéu lién
quan vé khach hang. Thé dir liéu khach
hang bao gébm céac néi dung sau:

Tén khach hang;

Dia chi day du;

Loai khach hang;

Mcrc phi;

Ngay két néi dau tién, ngay hay ndi/ ngay ndi
lai - trong trwdng hop khach hang cua Cong
ty cap nuworc;

Lwong nwédce dung theo thang;
Tién nwéc thai phai tra theo thang;
Tién nwéc thai da tra, ngay tra.
Tién nwéc thai chua tra
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recorded promptly on each customer’s
subsidiary ledger.

Water Supply and Sewerage Company

Customers (BN, CT, TV)

1.

The Water Supply Company (WSC) shall
handle the collection of wastewater tariff
billed to WSC customers.

The amounts paid for water tariffs and
wastewater tariffs shall be recorded
promptly and separately on each
customer’s subsidiary ledger.

Industrial Customers

1.

The collection of the wastewater tariff for
Industrial customers shall be undertaken
by the DONRE.

The Accounting Section shall request from
the DONRE that for every remittance to the
WWC, a list of customers who paid and the
corresponding amounts paid shall also be
submitted as a standard operating
procedure. The Accounting Section shall
check and ensure that the remittance
amount tallies with the total amount of the
list. Any discrepancy shall be immediately
brought to the attention of the DONRE for
prompt correction.

The Accounting Section shall use the list of
customers who paid as the basis of posting
the amounts paid to each customer's
subsidiary ledger.

Records Keeping and Control

1.

The Accounting Section shall maintain a
detailed record card for each customer
containing the customer’s relevant data.
The record card data shall include the
following:

Name of customer;
Complete address;
Customer category;
Tariff rate;

Date initially connected, dates
disconnected/reconnected in the case of
Water Supply Company customers;

Water consumption by month;
Wastewater tariff billed by month;
Wastewater tariff paid by date; and
Unpaid wastewater tariffs.
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2. Sau khi ghi di liéu héa don vao cac thé
twong (rng cho tirng khach hang ctia Cong
ty cAp nuwdc, Phong Ké toan sé liét ké danh
sach cac khach hang chwa dwoc lap hoa
don trong thang. Phong ké toan phai lap tic
chuyén cho nguwdi chiu trach nhiém cua
Céng ty cap nuwéc danh sach nay dé ho cé
bién phap stra chira kip thoi.

3. Hang thang phong Ké toan lap bang ké tién
nwéc thai con phai thu theo tudi no. Ban ké
nay dwoc st dung lam co s& theo dbi tién
chwa thanh toan

4. Phong Ké toan cung cép cho Céng ty cap
nwédc mét ban sao bang ké tién nuwdc thai
con phai thu theo tudi ng d& Cty cap nwoc
biét va x& ly. it nhat méi quy mét 14n, Phong
ké toan can dam bao thwe hién ddi chiéu sb
dw chuwa thanh toan véi Céng ty cap nudec.

5. Phong ké toan déi chiéu téng dw no tién
nuwéc thai phai thu trén sb chi tiét véi sb dw
trén sd cai it nhat mot quy mot lan. Tién
hanh diéu chinh néu thay can thiét.

So db Quén ly cdéng no khach hang

So d6 qui trinh quan ly cdong no khach hang
dwoc trinh bay tai phu luc B. So' dd minh hoa qui
trinh luan chuyén cac ching t lién quan dén
quan ly céng no khach hang. So dé ciing chi ra
méi quan hé gitra tai khodn sb cai va tai khoan
chi tiét
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2. After posting by the Accounting Section of
all WSC customers billing data on their
respective record cards, the Accounting
Section shall list down the names of
customers not billed by the WSC for the
month. The Accounting Section shall
immediately bring to the attention of the
WSC the omissions for its prompt
correction and action.

3. The Accounting Section shall prepare a
monthly aging of wastewater tariffs
receivable. This aging schedule shall be
used as basis for following up unpaid
tariffs.

4. The Accounting Section shall furnish the
WSC a copy of the aging schedule for its
information and action. The Accounting
Section shall ensure that a reconciliation,
at least quarterly, of unpaid tariffs balance
be undertaken with the WSC.

5. The Accounting Section shall reconcile, at
least quarterly, the total balance of the
wastewater tariffs receivable subsidiary
ledger with the General Ledger balance.
Any adjustments required shall be
recorded accordingly.

Customer Accounts Management Flowchart

Appendix B shows the Customer Accounts
Management  flowchart. The  flowchart
illustrates the flow of documents relevant in
customer accounts management. The
flowchart also shows the relationship between
the General Ledger controlling accounts and
the subsidiary ledger accounts.
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QUAN LY TIEN

Tha quy cé trach nhiém thu va chi tién mat. Dé
kiém soat ndi bd coé hiéu qua, thd quy khéng
dwgc gilr cac nhiém vy khac nhw kiém toan, bao
quan lwu gitr hd so ké toan, ghi sb ké toan cla
mét sé tai khodn nhw doanh thu, gia thanh va chi
phi, cac khoan phai thu va cac khoan phai chi
tra...vv.

Thu tién

1.

Tha quy chiu trach nhiém vé tAt ca cac
khodn thu tién mat va sau dé ndép vao ngan
hang.

Dé kiém soat tét hon, phiéu thu tién phai
dwoc danh sé thir tw lién tiép.

Tat ca tién mat thu dwoc trong ngay phai
dwoc ndp ngay vao ngan hang, mudn nhat la
vao ngay lam viéc tiép theo.

Trwdc khi ghi sb, Nhan vién Ké toan can
kiém tra va so sanh cac khoan thu tién mat
ghi trén phiéu thu véi cac gidy chirng nhan
ndp tién do ngan hang cép.

Cong ty nén mé va duy tri tai khoan & ngan
hang c6 uy tin va kha nang tai chinh 6n dinh,
dé hwéng dich vu tai khodn vang lai co i
suét cao hay tai khoan tiét kiém theo co ché
chuyén ddi tw dong nhdm tbi da thu nhap
cla cong ty tr cac tai san tién mat.

Nham tranh viéc bién thd cong quy co thé
xay ra, phai c6 rang budc théa dang dbi voi
tht quy va tat cd nhan vién khac dwoc giao
quan ly tién mét trong cong ty.

S& dung hoéa don danh sb truwéc thay cho
phiéu thu dé xac nhan khoan tién nhan vién
thu tién da thu tlr khach hang.

Hang ngay, tat ca sb tién thu dwoc cung voi
nhirng hoéa don chwa s dung sé phai nop
lai cho tha quy dé lay phiéu thu tién twong
rng.
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CASH MANAGEMENT

The Cashier is in charge of receipts and
disbursements of cash. For effective internal
control, he/ she cannot undertake other tasks
such as auditing, safekeeping of accounting
files and bookkeeping of some accounts such
as revenue, costs and expense, accounts
receivables and payables, etc.

Cash Receipts

1.

The Cashier is responsible for all cash
receipts and subsequent deposits thereof
to the bank.

Official Receipt (ORs) must be issued in
their numerical sequence for better control.

All cash receipts during the day should be
deposited intact, at the latest, on the next
banking day.

The Accounting Clerk shall verify and
compare cash receipts as recorded in the
ORs with the bank validated deposit slips
before the transactions are recorded in the
books of accounts.

The company shall open and maintain with
a financially stable and reputable bank
which offers an interest-bearing checking
account or a checking-savings combination
account with automatic transfer mechanism
to maximize return on its cash asset.

The Cashier and all other employees
authorized to handle cash should be
adequately bonded to protect the company
from possible embezzlement.

A pre-numbered Invoice instead of OR
shall be used in acknowledging cash
receipts by field collectors from customers.

All field collections shall be turned over
everyday together with the unused invoices
to the Cashier who issues the
corresponding ORs.
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Chi tién

Quy tién mat

1.

Qi tién mat do Thd quy quan ly d& chi cho
nhirng khoan chi tiéu nhd. Sé tién trong quy
sé do ké toan trwdng dé xuét va Giam dbc
phé chuan.

Tién mét thu vé tir khach hang khéng dwoc
dung trwc tiép vao cac khoan chi vat

Tién riéng cla thd quy va cha ca nhan khac
khoéng dwoc dé 1an voi tién quy.

Mirc t6i da cé thé chi tir quy tién mat do ké
toan trwdng quy dinh va dwoc Giam déc phé
duyét. Mrc nay duwoc ké toan trudng xem
xét lai hang nam va kién nghj diéu chinh tang
dé Giam dbc phé duyét néu tinh hinh thyc té
cho phép.

Moi khoan thanh toan tr quy phai dwoc
nhan vién ké& toan kiém tra, xem xét nham
dam bao c6 da chirng tir gidi trinh, sau dé
trinh 18n Ké toan trwdng va Giam déc phé
duyét

Pé ddm bao quy tién mat dwoc st dung
ding dan, can thwc hién kiém ké& quy dot
xuét khong vao thdi gian cu thé, ngay hodc
thang nao.

Thanh toan bdng séc

1.

Moi khodn chi tiéu, ngoai trir chi tr quy tién
mat hoac qua ngan hang, thi phai thanh toan
bang séc

Dé kiém soat tét hon, cac tAm séc phai dwoc
phat hanh theo sé thir ty.

Séc khdéng co hiéu lwc, rach nat, hoac bi huy
phdi dwoc danh dau “HUY” va dinh vao
quyén séc dé kiém tra va dbi chiéu sau nay.

Nhitng cubn séc chwa s dung sé& do
Trwéng phong ké toan quan ly. Khong dé bat
ky ai khéng co quyén han tiép can nhiing
cubn séc nay.

Mbi tdm séc dwoc lap phai cd kém theo
chirng t chi séc da danh sb san.
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Cash Disbursements

Petty Cash

1.

A Petty Cash Fund, which shall be handled
by the Cashier, shall be set-up to take care
of small value cash expenses. The amount
of the fund shall be determined by the
Chief Accountant and approved by the
Director.

Cash collection from customers cannot be
expended directly for petty cash expenses.

The Cashier's or other person’s personal
money shall not be mixed with the fund.

A maximum level value that can be paid
from the Petty Cash Fund shall be
determined by the Chief Accountant and
approved by the Director. The maximum
level shall be reviewed annually by the
Chief Accountant and shall recommend
upward adjustment for approval by the
Director if the existing condition warrants.

All payments from the fund must be
checked and reviewed by the Accounting
Clerk as to completeness of supporting
documents and then forwarded to the Chief
Accountant and the Director for approval.

A surprise cash count of the Petty Cash
Fund shall be conducted at no specific
time, day or month to ensure that the fund
is maintained properly.

Check Payments

1.

All disbursements, except those paid from
the Petty Cash Fund or by bank transfer,
shall be paid by check.

Checks must be issued in their numerical
sequence for better control.

Voided, spoiled or cancelled checks must
be marked “CANCELLED” and attached to
the check book for subsequent inspection
and reconciliation.

Unused check booklets shall be under the
custody of the Accounting Section Head.
Such check booklets shall not be made
available to any unauthorized person.

Each check prepared must be covered by
a pre-numbered Check Voucher (CV).

10
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6. Cac chirng tir géc hodc chirng tir thanh toan 6. Each source document or settlement

da thanh toan réi phai dong dau “Pa thanh
toan”

7. TAt ca cac tdm séc khi trinh ky phai kém
theo cac chirng tir chirng minh va dé nghi
chi séc da duwogc phé duyét.

8. Ban giam déc sé chi dinh nhitng lanh dao
nao cla cong ty dwoc phép ky séc. Dé kiém
soat ndi bod tbt hon, Ban giam déc yéu cau
phai c6 it nhat hai Ianh dao cong ty ky séc thi
séc dé mai cé gia tri va dwoc ngan hang g
tién déng y thanh toan.

9. Dé kiém soat noi bod tét hon, nghiém cam ky
khdéng séc hodc ky séc trai quy dinh.

10. Khi cac nha cung cap hay chi no cé chinh
sach chiét khau déi véi viéc thanh toan dung
thdi han, Cong ty phai wu tién thanh toan
khodn no nay dung thdi han dé& duoc chiét
kh&u. Hay néi cach khac, Céng ty phai tan
dung céac diéu kién tin dung clia nha cung
cép hay chu no.

Bao cdo tinh hinh tién hang ngay

Thi quy lap bao céo tién méat hang ngay cho
ting tai khoan ngan hang, trong do chi rd sb dw
tién glri ngan hang dau ngay, sbé tién nop vao
trong ngay, cac khoan chi séc trong ngay va sb
dw cudi ngay. Bdng thoi, guu ban sao bao cao
tién mat hang ngay cho ké toan trwéng va giam
déc dé ho biét thong tin va tham khéo.

Dé6i chiéu ngan hang

Nhan vién Ké toan phai déi chiéu tai khoan S6
cai “Tién gl}[ ngan hang” tai thoi diém cuoi moi
thang véi s6 dw tién gli ngan hang khi nhan
dwoc ban sao ké hang thang ciia ngan hang.

Ké toan trwdng sé& ra soat viéc dbi chiéu ngan
hang nai trén, phé duyét cac but toan diéu chinh
phat sinh néu cé. Gidy bao no, bdo cé chuwa
duoc ghi s6, sau khi da dwoc kiém tra, sé duoc
ghi sd ké& toan théng qua cac but toan diéu
chinh. Sai sét cia Ngan hang phai dwoc thdong
bdo ngay cho Ngan hang dé& ho biét va sira
chira kip thoi.

document which has been settled should
be marked “PAID”.

7. All checks when presented for signature by
the authorized signatories must be
supported by corresponding approved CV
and supporting documents.

8. The Board of Directors shall designate top
company officials who are authorized to
sign checks. For better internal control, the
Board shall require that at least two
company officials must sign a check to be
valid and honored by the company’s
depository banks.

9. Signing or countersigning of blank checks
in advance is strictly prohibited for better
internal control.

10. When suppliers / creditors offer prompt
payment discounts, the company must give
priority to these accounts in its schedule of
payments in order to avail of the discounts.
Otherwise, the company shall make full
use of credit terms offered by suppliers /
creditors.

Daily Cash Position Report

A Daily Cash Position Report for each bank
account shall be prepared by the Cashier
showing cash in bank balance at the start of
day, actual cash deposits and check
disbursements for the day and cash in bank
balance at the end of the day. A copy of the
Daily Cash Position Report shall be forwarded
to the Chief Accountant and Director for their
information and reference.

Bank Reconciliation

The General Ledger balance of “Cash in Bank”
account at the end of each month must be
reconciled by the Accounting Clerk with the
bank deposit balance upon receipt of the
monthly statement from the bank.

The monthly bank reconciliation statement
shall be reviewed and any adjusting entries
arising from the reconciliation shall be
approved by the Chief Accountant. Unrecorded
bank debits and credits after proper verification
shall be recorded in the company’s books of
accounts through adjusting entries. Errors
committed by the bank must be immediately
communicated to the bank for its attention and
prompt correction

11
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Dw bao lwu chuyén tién té

Cong ty s& dung dy bao Iwu chuyén tién t& dé
theo d6i'khé nang thanh toan bang tién va ho tro
cac quyét dinh vay muwon va dau tw.

Cubi mbi thang, bd phan ngan sach thudéc phong
ké toan lap dy bao lwu chuyén tién té cho giai
doan 12 thang. Dy bao Iwu chuyén tién té sé
cho thdy sbé dv dy kién & thoi diém dau méi
thang, k& hoach thu, chi tién hang thang va dw
kién can dbi tién cudi méi thang.

Khi lap dw bao lwu chuyén tién t&, bd phan ngan
sach can tham khéo y kién bd phan Ké toan vé
marc k& hoach thu tién kha thi cho médi thang.
Twong tw, ho cling cAn tham khé&o bao cao kiém
soat ngan sach hang thang va can nhéc dé phan
tich sy khac biét gitra thuc té va ké hoach va
cac phuong huéng khéc phuc.

Hang thang, Bd phan ngan sach cung cép cho
Giam dbc, Ké toan trwdng, cac Trwdng phong,
mot ban sao ban dw bao lwu chuyén tién té dé
ho biét. Dy bao can néu rd nhirtng thang ma kha
ndng thanh toan tién cé van dé hodc thwra tién.

Sau khi nhan va xem xét dy bao lwu chuyén tién
té, néu dy bao co xay ra khoé khan vé kha nang
thanh toan hodc dw thtra tién, Giam dbc, cac
Trwdng phong va Ké toan trwdng sé& gap nhau
dé thao luan phuong an thyc hién . Phuong an
thwc hién sé dwoc trinh 1én ban Giam déc aé
phé duyét néu trong Diéu 1& cong ty va luat co
yéu cau. Trong trwdng hop cé khé khan vé kha
ndng thanh toan, phwong an hanh déng co thé
bao gébm céac bién phap dé cai thién viéc thu phi,
tang phi, giam chi tiéu, vay ngan hoac dai han,
tai co cAu no, tdng vbn, nhwong ban nhivng tai
san/ khoan dau tw khéng dung hay khéng can
thiét hodc hoan thwe hién cac dw an dau tw von.
Trong trwdng hop dw thira tién mat, ban lanh
dao sé& quyét dinh gwi tién vao ngan hang dé
sinh 16 hay dau tw bao nhiéu va trong bao lau
vao nhirng tai san cé kha nang sinh 1&i khac.
Biéu db quan ly tién

Phu luc C trinh bay vé biéu dé quan ly tién. Biéu
dd minh hoa céac chirng tir lién quan trong quan
ly tién. Biéu dd ciing chi ra mbi quan hé gitra cac
tai khoan sé cai (tbng hop) va tai khoan chi tiét

Consulting Group

Cash Flow Forecasting

The company shall use cash flow forecasting to
monitor liquidity and aid in borrowing and
investment decisions.

At the end of each month, the Budget Section
of the Acounting department shall perform cash
flow forecasting covering a twelve-month
period. The cash flow forecast shall show the
estimated cash balance at the start of each
month, monthly projected cash collections,
monthly projected cash disbursements, and the
estimated cash balance at the end of each
month.

In the preparation of the cash flow forecast, the
Budget Section shall consult the Accounting
Section as to the realistic level of projected
cash collections for each month. The Budget
Section shall likewise refer to the Monthly
Budget Monitoring Report and take into
consideration the variance analysis and
remedial actions in making the cash flow
forecast.

The Budget Section shall furnish each month
the Director, Division Chiefs and the Chief
Accountant a copy of the cash flow forecast for
their information. The cash flow forecast shall
highlight the months wherein the company
shall have liquidity problems or excess cash.

After receipt and review of the cash flow
forecast, the Director, Division Chiefs and Chief
Accountant shall meet to discuss the plan of
actions if liquidity problem or excess cash is
anticipated. The plan of actions shall be
submitted to the Board of Directors for approval
if required according to the company’s charter
and by-laws. In case of liquidity problems,
possible plan of actions may include measures
for improved tariff collection, tariff increase,
cost reduction measures, short or long-term
borrowing, debt restructuring, capitalization
increase, sale of idle or unnecessary
assets/investments, or delay in capital project
implementation. In case of excess cash, the
group shall decide how much shall be invested
in interest bearing or income generating assets
and for how long.

Cash Management Flowchart

Appendix C shows the Cash Management
flowchart. The flowchart illustrates the flow of
documents relevant in cash management. The
flowchart also shows the relationship between
the General Ledger controlling accounts and
the subsidiary ledger accounts.
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QUAN LY TON KHO INVENTORY MANAGEMENT
Mua hang Purchasing
1. B6 phan mua hang chiu trach nhiém mua 1. The Purchasing Section will be

sam vat tw va hang hoa can thiét véi gia thap
nhat c6 thé theo cac yéu cau vé sb luong
chat lwong va dich vu. Pé thwc hién chirc
nang nay cé hiéu qua, B6 phan mua hang
nén tién hanh thdm dinh ky cac nha cung
cap dé xem co s& san xuét, t& chirc va hoat
dong cua ho, va lay théng tin vé cac san
phdm ma&i hodc san pham cai tién cla ho.
Thong tin nay can chuyén cho nhan vién van
hanh xem c6 thé ap dung san phdm cho xay
dwng, van hanh va bdo duwdng hé théng
théat nwée hay khéng.

Tuy thudc vao khdi lwong va gia tri ctia don
hang, Céng ty sé& quyét dinh tha tuc mua
hang cho phu hop. Tuy nhién trong bat ky
trwdng hop nao ciing can phai cé it nhat bao
gia clia 3 nha cung cap

Bén canh viéc tuan theo quy trinh dau thau
mua sam, khi quyét dinh lwa chon nguén
cung cap ciing nén xem xét cac nha cung
cap truoc day.

. Tuy thubc vao gia tri don hang ma Phé giam

déc hay Giam dbc sé& phé duyét don dat
hang. Ban giam déc sé& 4n dinh mirc cao nhat
ma mdi ngudi ¢ thé phé duyét.

. Chi cho phép mua sdm khan cap néu nhu

cau nguyén vat liéu la cwc ky khan cip hodc
tuyét déi khong thé thiéu dwoc dé ngédn ngira
hiém hoa trc thi ddi véi mang sbéng hay tai
san hay tranh phwong hai dén dich vu céng
cbng.

Moi don hang khan cap sé do Giam dbc phé
duyét. Trong trwdng hop Giam dbc vang
mat, Phé giam déc dwoc uy quyén phé duyét
don hang khan cip nham tranh cham tré viéc
dat hang. Pé viéc mua hang khan cép co
dwoc can clr xac dang, Trwdng bd phan mua
hang cé thé tw thdm do gia cac loai vat tw
can mua tai thi trwong dia phwong néu
khéng c6 nguwoi tham do. Trén co s& bao gia

responsible for obtaining needed materials
and supplies at the lowest possible price
consistent with the required quantity,
quality, and service. To perform this
function effectively, the Purchasing Section
should conduct periodic visits to suppliers
to observe their facilities, organization, and
operations and to obtain information on
new or improved products. This information
should be passed on to the operating
personnel for possible use of the products
in the construction, operation, and
maintenance of the wastewater system.

Depending on the amount and value of the
purchase order, the Company will
determine the adequat purchasing process.
However, the quotation of at least 3
suppliers will be required in any case.

Beside following the standard procurment
procedures the performance of suppliers
for past purchases will also be considered
in the determination of possible sources of
supply.

Approval of the Purchase Order will be
made by the Vice-Director or the Director
depending on the amount of purchase
involved. The Board of Directors shall set
the maximum levels that each official can
authorize to purchase.

Emergency purchases will be allowed only
if the need for the material is exceptionally
urgent or absolutely indispensable for
preventing immediate danger to life or
property or for avoiding detriments to public
service.

All emergency purchases will be approved
by the Director. In the absence of the
Director, the Vice-Director may approve the
Authorization for Emergency Purchase in
order to avoid delays in processing the
order. For duly authorized emergency
purchase, the Purchasing Section Head
may personally canvass the prices of the
requisitioned item from the local market if a
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nhan dugc, bd phédn mua hang sé mua vat tw
cla nha cung cép chao gia thadp nhéat phu
hop véi yéu cau vé sb lwong, chat lvong.

B6 phan mua hang chiu trach nhiém tién
hanh va theo dbi don dat hang véi nha cung
cap. Ngay giao hang dé cap trong don hang
sé 1a co s& dé theo ddi. Tat ca don d&t hang
phai chi rd ngay yéu cau giao hang, xuat xu
va chét lvong hang hoa. D& hé trg' cac cong
viéc tiép theo, B6 phan mua hang duy tri cap
nhat hd so cac don dat hang chwa dwoc dap
(rng va cac ban sao don dat hang lwu theo
ngay giao hang.

Pé phuc vu muc dich tham khdo va kiém
soat, nén thiét 1ap riéng ré cac hd so theo sb
the tw don dat hang, ngay giao hang va nha
cung cap. Dau tién, 1ap bd hd so theo trinh
tw don hang va moét bd hd so don hang khac
dwoc lwu theo ngay giao hang dé theo dbi.
Khi don dat hang da dwgc giao hang, cac
don dat hang dwoc lay tir file theo dbi giao
hang dé lwu theo nha cung cép.

Lap thé gia (hd so) cho muc hang mua
thwdng xuyén. Trén thé sé& ghi day du thong
tin v& nha cung clp va gia mua cla muc
hang cu thé. Thé gia (hd so) cé thé duwoc
sap xép theo trinh ty A, B, C clia muc hang
hoac theo s ma muc hang.

Consulting Group

canvasser is not available. On the basis of
the quotations received, the Purchasing
Section will purchase the requisitioned item
from the supplier offering the lowest price
consistent with the quality, quantity, and
service required.

7. The Purchasing Section will be responsible
for expediting and following up the orders
with suppliers. The delivery date stated on
the Purchase Order will be the basis for
follow ups. All Purchase Orders should
indicate the date when delivery is required,
source of orgine, and quality of good. To
facilitate follow ups, the Purchasing
Section will maintain an updated unserved
orders file and the Purchase order copies
will be filed by delivery date.

8. For reference and control purposes, files
should be established separately by order
number, delivery date and suppliers. First,
a set of file should be established
numerically and another set of the
Purchase Orders should be filed by
delivery date for follow up purpose. Once
the order is served, the follow up copies
should be filed according to supplier.

9. A Price Record Card will be prepared for
each item that is regularly purchased. This
record will readily give information on the
suppliers and purchase prices of a
particular item. The Price Record Card
may be filed alphabetically by item or
numerically by stock number.

Lwu kho Storage

Yéu cau (Lénh) mua vét tw, hang hoa Requisitioning of Materials and Supplies

A. Ordering of Stock Items (ltems which are
reqularly carried in stock)

A. Dat hang (Cac muc hang thwong xuyén
co trong kho)

Vat tv dg tri s& dwoc mua bd sung, khi lwong
vat tw san co6 (hién c6 va lwgng da dat hang)
bang hoac dudi diém dat hang .

Regular stock items will be reordered
whenever the available stock (on hand plus
ordered) reaches or falls below the reorder
point.

1. S6 lwgng hang dat bb sung sé& can ¢ VAo 1. The reorder quantity will be based on the

sb lwong tinh toan cho tirng loai hang cu thé.
Tuy nhién, trong tre&ng hop luvgng tiéu dung
tang 1én dot ngdt, sd lwong hang dat mua cé
thé tang lén dé dua lwong hang vé muc lwu
kho t6i da. Can giai thich rd trén Yéu cau
mua hang khi s lwgng d&t hang cao hon sbé
lwgng dat hang da xac lap hoac khi phai dat

established level for the particular item.
However, in case of a sudden increase in
consumption, the reorder quantity may be
increased to bring back the inventory to the
maximum level. Proper justification should
be indicated in the Purchase Requisition
when the order exceeds the established
reorder quantity or when an order has to be
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hang trwdc khi lwong hang ton kho roi dén
diém dat hang.

2. Tha kho chju trach nhiém theo ddi cung bd
phan mua hang tat ca cac yéu cau cho gidi
quyét (d6i v&i ca vat tw du trir thuwdng xuyén
va vat tw khoéng dy trir) dé quyét dinh dat
hang.

3. DBinh ky, cac Trwdng bd phan sé xem xét lai
diém va lwong dat hang bd sung cla cac
muc vat tv st dung thwdng xuyén theo chirc
ndng cua tirng phong va dé xuat Pho giam
déc phu trach duyét thay dbi néu can. Theo
doé, bd phan mua hang sé dwoc tw van vé
thay di co6 thé trong qua trinh mua vat tw, vé
gia ca va nhirng diém khac. Hwéng dan goi
y dé xac dinh diém dat hang va sb lwong
hang d&t bd sung sao cho phu hop véi mirc
do st dung vat tw trong subt nam sé duoc
ban dén trong mét muc riéng.

B. Dat cac loai vat tw khéng duw triv (Cac loai
vat tw khénqg thwong xuyén tich triy trong

kho)

B phan yéu cau loai hang khéng dv trir thwdng
xuyén sé chu dong dat hang, viéc dat hang nay
chi can dén sw phé duyét cta trudng bd phan.
Tuy nhién, v&i cac mat hang hién tai khéng dy
trir nhwng dwoc dé xuat dé chuyén thanh mat
hang dy trir sau dé thi Iénh mua hang phai dwoc
Phé giam dbc hoac Giam déc phé duyét tuy
thuéc vao giéa tri don dat hang.

Lénh mua hang dwoc phé duyét sé chuyén t&i
bd phan mua hang dé thyc hién

Khi c6 hang méi nhap kho, trwdng bd phan sé
xac dinh diém d&t hang va sb lwong dat hang
theo mirc d6 str dung thwong xuyén cua loai
hang d6.. Han mc nay sé dwgc bao cao Ién
Phé giam déc dé phé duyét. Ban dau, mic s
dung dw kién dbi v&i nhirng vat tw nay sé duoc
dung nhw mét trong cac co sé& cho viéc xac dinh
mirc ton tbi thiéu cling nhw lwong dat bd sung.
Tuy nhién, lwong st dung thwc té cia nhirng vat
tw nay sé dwoc xem xét dinh ky, va mdc tén kho
dw trlr cling nhw lwgng dat bd sung sé duoc
thay déi cho phu hop

Nhép kho vat tw

Vat twv hang hdéa nhap kho can dwoc kiém tra
ngay khi cac nha cung cap giao hang. Cac loai
vat tw thong thwong sé do tha kho kiém tra,

Consulting Group

placed before the reorder points of the
items have been reached.

2. The Storekeeper will be responsible for
following up all pending requisitions (for
both stock and non-stock items) with the
Purchasing Section to determine the status
of the orders.

3. All Section Heads will periodically review
the reorder points and reorder quantities of
regular stock items used by their respective
sections and recommend changes, if
necessary, to the Vice-Director in charge.
The Purchasing Section will be consulted
for possible changes in procurement lead
times, unit prices, and other purchasing
considerations. The suggested guidelines
for determining the reorder points and
reorder quantities of regular stock items
with  fairly uniform rates of usage
throughout the year are discussed in a
separate section.

B. Ordering of Non-stock Items (Items not
reqularly carried in stock)

The section requiring a non-stock item will
initiate the ordering; this will only need the
approval of the section head. However, for
non-stock items recommended to be carried
regularly thereafter in stock, approval of the
Purchase Requisition by the Vice-Director or
the Director will be needed depending on the
amount of purchase involved.

The approved Purchase Requisition will be
forwarded to the Purchasing Section for
processing.

As new items are carried in stock, the reorder
point and reorder quantity of each item will be
determined by the head of the section regularly
using the item. These inventory levels will be
submitted to the Vice-Director for approval.
Initially, the projected consumption for these
items will be used as one of the bases for
determining the respective reorder points and
reorder quantities. The actual consumption of
these items, however, should be reviewed
periodically and the reorder points and reorder
quantities updated correspondingly.

Inventory Receipts

ltems received should be inspected
immediately upon delivery by the supplier.
Regular stock items will be checked by the
Storekeeper; non stock items will be checked
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nhi*ng loai khéng dw trir sé do ca tha kho 1an
bén yéu cdu mua vat tw hay dai dién cta ho
kiém tra, tha kho kiém vé s6 lwong, bén yéu cau
mua sé& kiém tra cac thdng sbé ky thuat, chéat
lwong, tinh trang vat tw. Chap thuan cudi cung
vé vat twv sé do ngwdi yéu cau mua hoac dai
dién ca ho quyét dinh.

Hoéa don cla nha cung cip nén coi la diéu kién
tién quyét dé& déng y nhan hang. Trong trudng
hop dén cubi thang ma khoéng c6 héa don cua
nha cung cép, thi gia mua trong Pon dat hang
c6 thé dung lam co s& dé ghi chép ké toan.

Dé thoéng bao cho phong Ké toan va Phong mua
hang vé& tinh hinh don hang, Thi kho nén
thwdong xuyén chi rd trong bao cado nhan hang
xem viéc giao hang |a tirng phan hay toan phan.

Gia nhap kho clia mdi loai hang la gid mua ghi
trén hoéa don cta nha cung cip cong cac phi
khac, néu co, nhw phi van chuyén, phi béo hiém,
phi méi gidi, va cac phi khac phat sinh trong qua
trinh giao hang cho Céng ty quan ly nuwdc thai.
Cac phi nay duoc Ké toan kho tinh toan va ghi
vao Phiéu nhap kho.

Cac muc vat tw trong kho sé bao quan & khu
viec kho thich hop va phiéu nhap kho dugc ghi
vao thé kho. Khi cé thé, thé kho dwoc dwa vao
hoép ké hang hay khu viwc kho ng véi muc vat
tw.

V&i nhitng vat tw khdng dy trir ma nguoi yéu
cau mua khong yéu cau giao ngay thi nén bao
quan tach biét va gan thé thich hop.

Hang nam, Phé giam dée phu trach sé xem xét
gia tri bao hiém twong ng dbi véi lwgng hang
ton kho.

Ké toan kho sé& lap danh sach cac vat tw hang
hoa dang di trén dwong (Vat tw hang héa chua
nhén duwgc nhwng da thanh toan nhw trong
trwdng hop nhap khau) d& hoan chinh viéc ghi
chép sb kho. Khi nhan dwoc Phiéu nhap kho va
cac chirng tr chirng minh dbi véi vat tw dang
trén dwong ctia Tha kho, K& toan kho sé ghi vao
thé kho twong tng. (Phai lap thé kho cho cac
loai vat tv mdi sé& xép vao kho trwdc khi ghi
chép.)

Xuét vat tw hang hda

Trudc khi xuat kho bat ky vat tw nao, nguoi yéu
cau vat tw can lap Lénh xuat kho va dem trinh
trwdng phong lién quan duyét.

Consulting Group

by both the requisitioner or his representative,
who will check the materials as to
specifications, quality, and condition, and the
storekeeper, who will check the quantity. Final
acceptance of the materials will be made by
the requisitioner or his representative.

The supplier's invoice should be made a
prerequisite, as much as possible, for
accepting deliveries. In case the supplier's
invoice is not yet available by the end of the
month, the purchase price indicated in the
Purchase Order may be used as a basis for
posting.

To inform the Accounting Section and the
Purchasing Section of the order’s status, the
Storekeeper should always indicate on the
Receiving Report whether the delivery is partial
or complete.

The delivered cost of each item is the cost per
supplier's invoice including other charges, if
any, such as freight, insurance, brokerage fee,
and other expenses incurred in delivering the
item to the WWC. These charges are
computed and placed on the Receiving Report
by the Bookkeeper.

Stock items will be stored in the appropriate
storage area and the receipt posted to the bin
cards. Whenever feasible, the bin card should
be placed in the bin or storage area of the
respective item.

Non stock items which are not immediately
claimed by the requisitioner should be stored
separately and properly tagged.

The Vice-Director in charge will review annually
the adequacy of insurance coverage value of
inventory items stored at the warehouse.

The Bookkeeper will prepare a listing of
materials in transit (materials which have not
been received but for which payment has been
made as in the case of imported materials) in
order to have complete inventory record. Upon
receipt of the Receiving Report and supporting
documents for materials in transit from the
Storekeeper, the Bookkeeper will post the
receipt to the corresponding stock card. (Stock
card will have to be prepared for new items to
be carried in stock prior to posting.)

Inventory Issuance

Before any inventory item is issued, a Stores
Requisition Slip will be prepared by the
requisitioner and approved by the head of
division concerned.
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Trudc khi két thuc ngay lam viéc, Tha kho phai
tap hop lénh xuét kho va chuyén cho ké toan
kho.

Cubi méi thang, K& toan kho sé& tébng hop xuét
nhap vat ’Eu véo, Nhat ky vat tw va nhap dir liéu
nay vao so cai tong hop.

Trén co s& sb nhat ky va sb cai, Ké toan kho sé&
I1ap bao cao hang thang vé vat tw ton kho.

Vao cubi nam tai chinh, K& toan kho sé 1ap bao
cao tén kho ndm. Bao cao duoc lap sau khi dbi
chiéu sb du ton kho trén thé kho va két qua kiém
ké thyc té

Trong trwong hop khan cép, cé thé thao roi vat
tw (nhw phu tung dwoc mua dé I&p rap tong
thanh) va xuat mét phan hop thanh cho coéng
viéc slra chira. L&nh xuét kho ddi v&i phu tung
hop thanh nay van phai tuan theo tha tuc xuét
kho théong thuwdng. Tuy nhién, viéc xac dinh gia
tri xuat kho cla bd phan hop thanh co thé dwa
trén gia mua lAn trwdc hodc dwa vao wdc tinh
cta nhan vién ky thuat trén gia mua cua ca téng
thanh.

Tra vat tw, vat dung thira va nhap kho vat tw
tdn dung

Trong trwdng hop tra lai vat tw hang hoa thira,
bd phan sir dung can trd ngay nhivng vat tw nay
vao kho. T4t ca vat tw, dung cu tra lai phai phan
anh trén Phiéu nhap vat tw tra lai.

Tha kho sé& kiém tra cac vat tw hang héa tra lai
trwdc khi nhap kho va trweéc khi ghi vao thé kho
twong ng

Trong trwdng hop cac vat tw dwoc chuyén thang
cho cong viéc khac (ching c6 thé Ia vat tw thira
hodc vat tw theo yéu ciu khan cép), thi nguoi
xuét kho sé 1ap mét phiéu nhap vat tw tra lai dem
trwdng phong clda anh ta phé duyét. Cling nhw
thé, nguwdi nhan vat tw sé 1ap lénh xuét kho do
trwdng phong cltia minh phé duyét. Ca hai Iénh
da dwoc phé duyét trén déu dwoc chuyén dén
thd kho.

Péi voi vat tw tan dung, phong ky thuat hodc
phong lién quan sé Iap danh sach cac vat tw tan
dung (Vat tv da st dung tr cong trinh bé dé,
cac phu tung cua thiét bj ci...) dwoc gir trong
kho.

Consulting Group

The Storekeeper will accumulate the Stores
Requisition Slips and, before the end of each
working day, forward the forms to the
Bookkeeper.

At the end of each month, the Bookkeeper will
summarize the issues and returns in the
Materials and Supplies Journal and post these
to the General Ledger.

Based on the Materials and Supplies Journal
and the General Ledger, the Bookkeeper will
prepare the Monthly Stock Status Report.

The Bookkeeper will prepare an Annual
Inventory Report at the end of each fiscal year.
The report should be prepared after
reconciliation of the stock balances in the stock
cards and bin cards and the results of the
physical count.

In case of an emergency, materials (such as
spare parts purchased as an assembly) may
be cannibalized and a component part issued
for a repair job. The requisition for this
component part will still follow the regular
procedures for inventory issuance using the
Stores Requisition Slip. In costing the issue,
however, the cost of the component part may
either be based on a previous purchase or from
an estimate by technical personnel based on
the purchase price of the whole assembly.

Return of Excess Materials and Supplies to
and Storage of Salvage Materials in the
Storeroom

In case excess materials and supplies have
been  withdrawn, the section should
immediately return the excess to the
storeroom. All returned materials and supplies
should be covered by a Returned Materials
Slip.

The Storekeeper will check the returned
materials and supplies before storing and
before posting to the corresponding bin cards.

In case materials are transferred directly to
another job (either they are excess materials or
because of an emergency), the issuer will
prepare a Returned Materials Slip approved by
his head of division. Likewise, the receiver will
prepare a Stores Requisition Slip approved by
his head of division. Both the approved
Returned Materials Slip and the Stores
Requisition Slip will be forwarded to the
Storekeeper.

For salvage materials (used materials from
abandoned projects, parts of old equipment,
etc.) to be kept in the storeroom, the Technical
Department or division concerned will prepare
a List of Salvage Materials.
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Viéc dinh gia cac muc vat tw tadn dung va gia trj
tén dung sé dua trén co s& xac dinh cia Phong
ky thuat két hop véi bd phdn mua hang va dya
vao gia tri chi ra trong Danh sach vat tw tan
dung.

Trd lai vat tw hang hoé cho nha cung cap
Nhirng v§|t tw phat hién bi 16i sau khi nhan
(nhrng 16i ngam khong phat hién dwoc trong
qua trinh kiém tra) can tra lai ngay cho nha cung
cap.

Khi phat hién vat tw |6i,, Thu kho sé yéu céu bd
phan mua hang dan xép voi Nha cung cép dé
tra lai (néu khong thé dbi vat tw bi I5i).

T4t ca vat tw tré lai cho nha cung cép sé duoc
chi ra trong phiéu Vat tw tra lai nha cung cap va
do Pho giam doc phé duyét.

Thanh ly vat tw ci / khéng st dung

Trong khi kiém ké thwc té hang ndm dbi véi vat
tw tdn kho, tht kho véi vai trd 1a thanh vién cua
ban kiém ké& (Théng thwong bao gébm céc dai
dién ctia phong kho, phong ké toan va kiém toan
bén ngoai) sé& kiém tra sw bién ddng va diéu kién
clia hang héa tén kho. Thi kho can ghi lai
nhirng muc vat tw khéng dung dén trong ndm va
cung bd phan lién quan xac dinh nhirng vat tw
“chinh” trong sé6 d6 (Pay la nhitng vat tw then
chét, phai ludn c6 trong kho bat cir khi nao can
dén)

B4t c IGc nao trong ndm, néu co vat tw va doé
dung ma bd phan st dung bao la cl, héng hoac
c6 ghi chu cta tha kho la héng va khong dung
dwoc niva thi cAn dé xuét thanh ly ngay. Viéc
thanh ly cac vat tw nay khoéng can doi dén két
qua kiém ké thyc té hang nam mai thue hién.

Kiém ké thwc té can dwoc thwe hién it nhat mot
lan trong ndm. Huwéng dan kiém ké thuc té dbi
véi cac loai vat tw hang héa sé dwoc ban dén
trong mot phan riéng.

Diém dat hang va Sé lwong dit hang

Sau day la hwéng dan xac dinh diém va lwong
dat hang bd sung dbi v&i cac loai vat tw dy tri
thong thuwdng cé xuat st dung twong ddi dn dinh
trong subt nam:

Phan loai cac vat tw ton kho theo gia tri xuat
dung. Gia tri xuat dung clia mot loai vat tw la két
qua cla lwgng st dung trong mét giai doan

Consulting Group

In costing the salvage items, the salvage value
as determined by the Technical Department in
cooperation with the Purchasing Section and
(as) indicated in the List of Salvage Materials
will be used as basis.

Return of Materials to Suppliers

Delivered materials which are found to be
defective (with hidden defects not noted during
inspection) should be returned immediately to
the supplier.

Upon discovery of a defective
Storekeeper will request the Purchasing
Section to make arrangements with the
supplier for the return (if replacement is not
possible) of the defective item.

item, the

All materials returned to the supplier will be
covered by a Materials Returned to Supplier
form approved by the Vice-Director.

Disposal of Obsolete / Non-moving ltems

During the annual physical verification of
inventory items, the Storekeeper, who is a
member of the inventory team (normally
composed of representatives from the
storeroom and accounting and the external
auditor), will check on the movement and
condition of the stocks. He should note down
the items which have not moved for a period of
one year and then check with the section
concerned which of these items are “insurance”
items (Critical items which must be available at
all times).

At any time during the year, materials and
supplies which may be declared as obsolete by
the using sections or noted by the Storekeeper
as damaged and unusable should be
recommended for immediate disposal. The
disposal of these items need not wait for the
disposal of non-moving items noted during the
annual physical inventory.

A physical inventory count should be
undertaken at least once a year. The
suggested guidelines for conducting a physical
inventory of materials and supplies are
discussed in a separate section.

Reorder Point and Quantity

Following are the suggested guidelines for
determining the reorder point and reorder
quantity of regular stock items with fairly
uniform rates of usage throughout the year:

Classify the inventory items by usage value.
The usage value of an item is the number of
units consumed during a given period
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nhan véi don gia ctia né. Co thé 14y gia tri xuat
dung trong nam cua cac loai vat tw tir bao cao
vat tv hang nam. Viéc phéan loai vat tw tdn kho
theo gia tri xuat dung thanh cac murc cao, trung
binh, thap |a dac biét quan trong khi c6 sb lwong
I&n ching loai vat tw dwgc nhap kho. Xu hwéng
chung trong nhiéu nganh céng nghiép cho thay
rang mot ty 1& nhd cac loai vat tw ciing cé thé
chiém phan 16n gia tri cla vat tw trong kho. Vi
vay, viéc kiém soat vat tw tén kho nén tap trung
vao nhirng vat tw cé gia tri xuat dung cao va
trung binh va gidm bét kiém soat déi véi vat tw
c6 gia tri xuat dung thap. Viéc phan loai vat tw
theo gia tri xuat dung c6 thé tién hanh theo cac
bwdc sau:

e Lap danh muc vat tw theo gia tri xuat dung ttr
cao xuong thap.

e Tinh tong gia tri xuat dung cua tat ca vat tw
hang hoa ton kho.

° Vé’j mbi loai vat tw héng hoa, biéu thj gia tri
xuat dung theo ty 1&é phan tram trén tong gia
tri xuat dung.

e Bat diu tir vat tw dau tién trong danh muc,
lan lwot bb sung ty 1& % cla tirng vat tw tiép
theo cho dén khi ty 1& phan trdm gan véi ty 1&
kiém soat, chang han nhw dat dwoc 70%.

e Nham muc dich xac dinh chinh sach dat
hang, tat ca nhirng vat tw cé ty I& nam trong
khodng mong mudn sé dugc coi la cé gia tri
xuét dung cao va trung binh; phan con lai
dwoc xép vao loai co gia tri xuat dung thap.

e Trong trwong hop ty 1& mong mubn da dat
duwoc, nhung sb lwong cac loai vat tw van
con it, thi nhirng loai vat tw tiép theo trong
danh sach can dwoc bd sung vao cho dén
khi dat da s lwong co thé quan ly duoec.
Diéu nay twong (ng sé& lam tang ty 1& gia tri
hang hoa tén kho dwoc kiém soat. Diéu nay
lam tang ty 1& vdn dau tw vao hang tén kho
dwoc kiém soat.

Péi v&i nhivng vat tw c6 gia tri xuat dung cao,

trung binh, diém dat hang va sb lugng dat hang

c6 thé dwoc xac dinh nhw sau:

Consulting Group

multiplied by the unit price. The annual usage
values of inventory items may be obtained from
the proposed annual inventory report. The
classification of inventory into high, medium,
and low usage value items is particularly
important when a great number of items are
carried in stock. Trends in many industries
have shown that a small percentage of the total
number of inventory items constitute the bulk of
the investment in inventory. Inventory control
therefore should focus attention on the few
high and medium usage value items and relax
control on the low usage value items. The
following steps may be taken in classifying
inventory items by usage value:

e List the inventory items in descending
order according to usage value.

e Compute the total usage value of all
inventory items.

e For each inventory item, express its usage
value as a percentage of total items.

e Starting with the first item in the list,
successively add the individual
percentages for each item until the desired
percentage to be closely controlled, say
70%, has been reached.

For purposes of determining the ordering
policies, all inventory items falling within
the desired percentage will be considered
high and medium usage value items; the
rest will be considered as low usage value
items

e In case the desired percentage has been
reached but the number of items covered
is still minimal, the succeeding items in the
list may also be added until a manageable
number is attained. This will
correspondingly increase the percentage
of investment in inventory to be closely
controlled.

For high and medium usage value items, the
reorder point and reorder quantity level may be
determined as follows:
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Diém dat hang

(LT x Lwong st dung binh quan thang) + 2 MAD

Reorder Point (LT x average monthly usage) + 2 MAD
Trong d6 LT Thoi gian hoan thanh dat hang tinh theo thang (Th&i gian trung binh ti Itc
Where LT soan don dat hang cho dén khi nhap hang vao kho)
Lead Time in months (average time involved from preparation of the order to
delivery at the warehouse)
MAD Chénh léch tuyét déi trung binh (tbng chénh l&ch gitra st dung thuc té

thang v&i st dung trung binh thang chia cho sb thang dwoc xem xét)
Mean Absolute Deviation (the summation of monthly usage variances from the

monthly average consumption divided by the number of months under consideratio

S6 lwong dat

hang ﬁ

Reorder rv

Quantity

Trong dé A Chi phi ctia mét Ian dat hang (Céac chi phi phat sinh lién quan dén viéc

Where A soan, tién hanh va theo déi mét don dat hang nhw mét phan tién lwong,
dd dung, phi bwu chinh, dién tin ...)
Unit cost of ordering (costs incurred in the preparation, processing, and follow up
of an order such as a portion of salaries, supplies, postage, telegrams, etc.)

S Lwong st dung hang nam
Annual consumption

r Chi phi bdo quan theo ty 1& % (Chi phi bang tién, tién 14i, chi phi lwu kho,
chi phi hao hut 16i mét...)
Carrying cost in percent (cost of money, interest, storage charges, allowance
obsolescence, etc.)

v Pon gia vat tv tinh bang $

Unit cost of the item in $
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Note: A situation may arise where the most
economical reorder quantity is small (say, one
month’s supply), but the lead time is longer
than the reorder quantity coverage (say, three
months). In order to cover the procurement
cycle, it would be necessary to have several
orders open at any given time. In such cases, it
may be more convenient to consider the use of
a “pblanket order”, with monthly shipments of
specified quantities.

Ghi chi: C6 thé xay ra tinh hudng khéi lwong dat
hang tiét kiém nh4t ctia méi lan dat hang lai nhd
(chang han nhw chi du st dung trong mét thang)
nhwng thoi gian can thiét hoan thanh viéc dat
hang lai dai hon (chdng han 3 thang). Bé dam
bdo qui trinh mua hang, can thiét phai cé nhiéu
don dat hang mét luc. Trong tredng hop nhw
vay, nén s dung kiéu “d&t hang cuén chiéu’,
giao hang hang thang véi mét sé lwong cu thé.

Vidu

Gia dinh:

e Vattw co san tai dia phwong

e Luwong sir dung hang nam = 1,200 chiéc

Example
Assumptions:
e ltem is available locally

e Annual usage = 1,200 pieces

e Lwong si dung thuc té hang thang = (Xem e Actual monthly usage = (See Table below)
bang sau) e Unit cost = $ 10 per piece

e Giadonvj= 10$/chiéc e Lead time = 1/2 month

e Thoi hoan thanh dat hang = % thang * Ordering cost = $ 15 per order

«  Chi phi mét 1an dat hang = 158/ don hang Carrying cost = 15%

e Chiphi bao quan = 15%

Thang Lwong st dung Lwong str dung Chénh léech
thwc te thang binh quan thang tuyét doi
Month . L. .
(cai) (cai) (cai)
Actual Monthly Usage | Average Monthly Usage | Absolute Deviation
(Pieces) (Pieces) (Pieces)

Théng 1/ Jan. 97 100 3

Théng 2/ Feb. 85 100 15

Théng 3/ Mar. 106 100 6

Théng 4/ Apr. 90 100 10

Thang 5/ May 91 100 9

Thang 6/ Jun. 93 100 7

Thang 7/ Jul. 177 100 77

Théng 8/ Aug. 91 100 9

Thang 9/ Sep. 83 100 17

Thang 10/ Oct. 110 100 10

Thang 11/ Nov. 91 100 9

Thang 12/ Dec. 86 100 14

Coéng/ Total 1,200 186
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Lwong st dung binh quén thang | Annual Usage | 1200 | 100 cai
Average Monthly Usage 12 months 12 100 pieces
Gia tri xuat dung nam 1200 x $ 10 $ 12,000
Annual usage value
MAD 186 15.5 cai
12 15.5 pieces
2 MAD 15.5x2 31 cai
31 pieces
Diém dat hang (*2x 100) + 31 81 cai
Reorder Point 81 pieces
Sé lwong dat hang 2 %15 x 1200 154.9 hoac lam tron
Reorder Quantity Eoroin thanh 155 cai
15% x 10 154.9 or rounded off to
155 pieces

diém dat hang va sé lwong dat hang co thé reorder quantity may be determined as follows:
dwoc xac dinh nhuw sau:

Diém dat hang =

Reorder Point =

(LT x Lwong st dung binh quan thang) + lwong tén kho
an toan

(LT x average monthly usage) + safety stock

Trong dO LT =
Where LT =

Thoi gian hoan thanh dat hang tinh theo thang

Lead time in months

Lwong tén kho an toan =

Safety Stock =

Lwong hang can thiét ddm bao du hang khi lwgng s
dung tang dét bién hoac khi th&i gian hoan thanh dat
hang tang Ién

Allowance to cover any unanticipated increase in the rate of
usage or in the procurement lead time

For low usage value items, the reorder point and

Lwong tdbn kho an toan co thé dwoc xac lap The inventory level for safety stock may be set
bang:

1/2 thang st dung khi LT < 2 thang, hoac o 1/2 month usage where LT < 2 months, or

1 thang st dung khi LT > 2 thang

at:

e 1 month usage where LT > 2 months

S6 lwong dat hang

Dua dung trong 3 thang.

Reorder Quantity Stock sufficient for 3 months usage
Ghi chu: Ghi chu: Trong trwong hop thoi gian hoan thanh dat hang
Note: I&n hon 3 thang, khi dé s6 lwgng dat hang sé phai tang I1én

twong (ng t6i thiéu dd lwong hang st dung trong subt thoi
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gian mua hang.

In cases where the lead time is more than 3 months, the reorder
quantity should correspondingly be increased to cover at least the
usage during the procurement lead time.

Vidu
Gia dinh:
o T4t ca vat tw voi gia tri xuat dung hang

nam bang hodc it hon 1000$ déu dwoc
xép vao loai gia tri xuat dung thap.

e Vattw co san tai dia phwong

e Lwong sk dung hang ndm = 600 chiéc

e Dongia=9%$ 1.20 /chiéc

o Thoi gian hoan thanh dat hang = 1 thang.

Example
Assumptions:

e All items with annual usage values of $ 1000
or less have been classified as low usage
value items

e |tem is available locally

e Annual usage = 600 pieces
e Unit cost = $ 1.20 per piece
e [leadtime = 1 month

Gia tri xuét dung ndm
Annual Usage Value

600x $1.20=$720

Lwong hang sir dung binh quéan thang
Average Monthly Usage

600 + 12 = 50 chiéc
600 + 12 = 50 pieces

Diém dat hang
Reorder Point

(1 x 50) + 25 = 75 chiéc
(1 x 50) + 25 = 75 pieces

Sé lwong dat hang
Reorder Quantity

3 x 50 = 150 chiéc
3 x 50 = 150 pieces

Do6i voi vat tw nay, mét nam can dat hang
khoang 4 lan.

Khi tinh toan diém d&t hang va sb lwong dat
hang cla céac vat tv dw trir thuwdng xuyeén,
cac truo’ng bé phan nén dwoc tw van aé
quyét dinh xem d lieu qua kh vé lvong st
dung c6 thé dung lam co s& phu hop dé xac
dinh diém dat hang va sb lwong dat hang hay
khong. Twong tw, bd phan mua hang cling
can duoc khuyén nghi vé nhitng thay déi cé
thé vé thoi gian hoan thanh don dat hang,
don gia cling nhw nhirng khé khan khi mua
hang nhw lwong dat hang téi thiéu, lwong toi
thiéu ctia mét chuyén hang va sb lwong dat
hang cho phép cong ty quan ly nwéc thai
dwoc hwdng chiét khau.

Kiém ké thuc té

Sau day la nhirng hudng dan goi y cho viéc tién
hanh kiém ké thwc té vat tw hang hoa :

1. Viéc kiém ké thuc té nén dwoc thwc hién
trong th&i gian nghi cudi tudn hodc ngay |1&
dé khong gay anh hwéng Ion téi cac hoat

For this item, the ordering frequency will be about
4 times per year.

In computing the reorder points and reorder
quantities of regular stock items, the section
heads should be consulted to determine whether
or not the historical data on usages could serve as
a sound basis for the establishment of the reorder
points and reorder quantities. The Purchasing
Section should likewise be consulted for possible
changes in procurement lead times and unit prices
as well as on purchasing constraints such as
minimum order sizes, minimum size of shipments,
and order size entitling the Wastewater Company
to quantity discounts.

Physical Count

Following are the suggested guidelines for
conducting a physical inventory of materials and
supplies:

1. Preferably, physical inventory should be
undertaken during a weekend or holiday so as
not to interfere too much with operations. The
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dong khac. Viéc kiém ké khong nhét thiét
phai thwc hién vao ngay cudi cung cua
nam tai chinh. Sé ton kho c6 thé tinh cho
cudi ndm néu ghi chép sb liéu 1a day da va
chinh xac.

Nén giao ké toan trwéng nhiém vu giam
sat cbng tac kiém ké. Nhiém vu chinh clta
ké toan trudng la dam bao cong tac kiém
ké hiéu qua va chinh xac théng qua xay
dwng nhirng tha tuc hop ly va théng qua
giGi thiéu nhivng hwdng dan thue hién cho
nhan vién trwdc khi tién hanh kiém ké
thuce té.

Viéc kiém dém thuc té cac loai vat tw ton
kho nén do dai dién kho va ké toan thuc
hién. Dbi v&i Coéng ty quan ly nwéc thai cd
nhidu ching loai vat tw, c6 thé phai bd
sung thém nhom kiém ké, thuweng thi can
hai ngwdi cho mdi nhom. Trwdng hop
khéng c6 nguoi bd sung tir bd phan ké
toan va bo phan kho thi cé thé lay nguoi
tr bod phan san xuat hodc nhan vién van
phong. Tuy nhién nhirng nhéan vién nay
phai dwoc phd bién k§ vé nhiém vu va tha
tuc kiém ké trwdc ngay tién hanh kiém ké.
Thé kiém ké dung dé& ghi chép viéc kiém
dém hang hoa tén kho nén dugc ké toan
kho chuan bj trwdc trén co sé thé kho va
dwoc thi kho dinh vao trng hang hoa.
Thé kiém ké nén dwoc danh sb lién tuc dé
tién kiém tra, tranh bd so6t. Thé nén co cac
théng tin nhw mé ta hang hoa, vi tri, sb
lwong, gia, don vi tinh, tén nguwdi dém, va
tén nguwoi kiém tra.

Trwdc khi kiém dém thuc té, dwong di
gilra cac ké hang nén dwoc don dep sach
sé, hang hoa nén duoc sap xép hop ly.
Cac thung v& hoac 16 roi duwoc két hop lai
dé gidm thiéu viéc dém It vat. Cac vat tw
trd lai nén chuyén trd nha cung cép trwdc
ngay kiém ke.

Vao ngay kiém ké, can xac dinh sb séri
cla tirng loai chirng tr nhw phiéu nhap
kho, phiéu xuét kho, phiéu nhap vat tv thu
hoi, phiéu xuét trd nha cung cap da sir
dung 1an cudi trwéc khi kiém ké thuc té.
Pay la cac sb phiéu nhap, xuéat cubi cung
trwdrc khi khoa s, la co s& dé dbi chiéu

3.
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count need not be undertaken on the last day
of the fiscal year. With complete and accurate
records, inventory amounts can readily be
computed for year end figures.

The Chief Accountant should be assigned to
supervise the physical inventory. His main
function is to assure an accurate and efficient
inventory by developing sound procedures
and instructing personnel on the guidelines
prior to the physical counting.

Actual counting of the inventory items should
be done by a representative of the Storeroom
and Accounting. In Wastewater Company
where a large number of inventory items are
maintained, additional count crews, normally
of two men each, may be required. If
additional ~ Storeroom and  Accounting
personnel are not available, production and
office workers may be requested to form part
of the inventory team. They should, however,
be briefed very well on their duties and
counting procedures prior to the inventory
date.

Inventory Tags, which should be used to
record counts, should be prepared ahead of
time by the Bookkeeper based on the stock
cards and affixed to the items by the
Storekeeper. They should be consecutively
numbered to provide a check for omissions.
The tag should contain information such as
description of the item, location, quantity,
price, unit, name of person who counted the
item, and name of person who checked the
counting.

Before the actual count, aisles should be
cleared and inventory items arranged
properly. Broken cases or lots should be
combined to minimize fractional counts.
Materials to be returned should be shipped to
the supplier before the inventory date.

On the inventory day, the serial numbers of
accountable forms such as the Receiving
Report, Stores Requisition Slip, Returned
Materials Slip and Materials Returned to
Supplier that were last used before the start of
the actual count shall be properly established.
These serial numbers are the cut-off numbers
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10.

11.

gitra kiém ké thuc té va sé sach.

Can lap Bang ké thé kiém ké dé kiém soat
tat c& cac thé da phat hanh. Khéng duoc
xé hay vt bo thé kidm k&. Néu thé co 18i,
lap thé mé&i dé thay thé con thé cii chuyén
trd phong ké toan. Sau khi két thac kiém
ké, cac thé kiém ké sé dwoc dbi chiéu voi
Bang ké (danh diu kiém tra xong dbi véi
méi thé trén bang ké).

Kiém toan doc lap nén cé mat trong subt
qua trinh kiém ké. Anh ta nén c6 méat dé
bado dam cudc kiém ké dwoc thwc hién
can than, chinh xac va ciing nén tai kiém
ngau nhién cac muc hang co gia tri Ién da
kiém keé.

Sau khi viéec kiém dém hoan thanh, mét
phan thé kiém ké dwoc g& ra va tap hop
lai @& ghi gia va vao sé. Phan con lai dwoc
dinh vao ké vat tw trong kho phong tredng
hop kiém tra hodc do dém lai.

Trwéc khi chuyén div liéu tir thé kiém ké
sang bang kiém ké, viéc so sanh théng tin
trén thé kiém ké voi thong tin trén sb ké
toan chi tiét can dwoc thwc hién. Cong
viéc nay bao gébm viéc kiém tra mo ta
hang hoa va so sanh sb luong. Phai liét
ké va dém lai tAt cd cac muc hang cé sy
khac biét gitra kiém ké thyc té va sb sach.
S6 sach phai dwoc diéu chinh dwa trén
két qua kiém ké. Can lap bang ké& nhirng
didu chinh gitra sb sach va kiém ké va
trinh 1én Pho giam dbc phu trach dé phé
duyét.

So dé quan ly hang tén kho

Phu luc D trinh bay so dd quan ly hang hoa
tdn kho. So d& minh hoa chu trinh luan
chuyén cac chirng tir lién quan dén viéc quan
ly hang hoa. So' db ciing cho thady méi lién hé
giva tai khoan tong hop va sé tai khoan chi
tiét.

Consulting Group

when reconciliation is required between the
actual count and book records.

7. A control sheet should be prepared for all
inventory tags issued. No tags should be
destroyed nor thrown away. If errors are
made on the tags, new ones should be
prepared and the replaced tag returned to
Accounting. After the physical count is
completed, the tags should be checked off on
the control sheet.

8. The External Auditor should be presented
during the inventory taking. He should be
intact to make sure that the physical inventory
is done with care and accuracy and should
also test checked items with significant
values.

9. After the count has been completed, one part
of the perforated inventory tag should be
detached and collected for pricing and
extension. The other part should be attached
to the inventory item for ready identification in
case of rechecking or recounting.

10. Before copying from inventory tags to
inventory sheets, comparison of the
information on the tags with those in the stock
card should be made. This includes a review
of the description and comparison of the
quantities. Differences between the physical
listing and book records should be listed on a
worksheet and verified by recount.

11. After verification, the book records should be
adjusted on the basis of the results of the
physical count. A tabulation of all adjustments
from book to physical inventory should be
prepared and submitted to the Vice-Director in
charge for his approval.

Inventory Management Flowchart

Appendix D shows the Inventory Management
flowchart. The flowchart illustrates the flow of
documents relevant in inventory management.
The flowchart also shows the relationship between
the General Ledger controlling accounts and the
subsidiary ledger accounts.
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QUAN LY TAI SAN

Phan loai tai san va xac dinh nguyén gia
TSCD.

Phéan loai tai san

1.

Cac tai san cong ty s& hivu c6 thé duogc
phan loai thanh tai san lwu dong, tai san cb
dinh hiru hinh, tai san ¢b dinh vd hinh va tai
san ch® phan bé.

Tai san lwu dong bao gom tién, cac khoan
phai thu, cac khoan tra trwéc, hang tén kho
va cac khoan dau tw ngan han.

Tai san cb dinh hiru hinh 1a cac tai san cé
hinh thai vat chat, cé thdi gian st dung dai
hon mét nam va cé gia tri bang hoac Ion
hon chi phi téi thiéu d& dwoc coi la TSCD
(nhw qui dinh trong luat hién hanh); vi du
nhw nha clra, coéng trinh kién trac, thiét bi,
dung cu, phwong tién van tai.

Tai san c¢b dinh vo hinh 1a cac tai san khong
cd hinh thai vat chat, thod man cac tiéu
chuén cua tai san cb dinh vé hinh theo qui
dinh clta phap luat hién hanh; thuwdng thi
céac tai san nay gébm cac quyén va loi ich vé
mat kinh t& nhw quyén st dung dat; bang
sang ché, nhan hiéu hang hoa, ban quyén...
Tai san chd phan bd 1a cac chi phi khoéng
thé tinh c& vao chi phi trong nam phat sinh
chi phi d ma dwoc phan bd dan vao cac
nam tiép theo.

Quan ly tai san duwgc dé cap & day la viec quan
ly cac tai san co dinh hiru hinh.

Nquyén gia TSCD

1.

Nguyén gia tai san cb dinh hiru hinh do
Céng ty tw xay dwng hodc tw san xuét la gia
thanh thwc té cla tai san cb dinh céng cac
chi phi khac truc tiép lién quan phai chi ra
tinh dén thoi diém dwa tai san cb dinh vao
trang thai sdn sang s dung (trtr cac khoan
1&i ndi bd, cac chi phi khéng hep ly nhw vat
lieu lang phi, lao dong hoac cac khoan chi
phi khac vuwet qua mirc quy dinh trong xay
dwng hodc tw san xuét). Lai tién vay dau tw
cho TSCD phat sinh trong qué trinh xay
dwng, san xuét tai san c6 dinh dwoc tinh

Consulting Group

PROPERTY MANAGEMENT

Assets Classification and Valuation

Assets Classification

1.

Assets owned by WWC can be classified
into current assets, tangible fixed assets,
intangible fixed assets and deferred
assets.

Current assets include cash, accounts
receivables, payment in  advance,
inventory and short-term investment.

Tangible Fixed assets are physical items
with economic life of more than 1 year and
having value equal to or above the
minimum value of expenditure for asset
capitalization (as stipulated in current law);
examples are buildings, structures,
equipments, vehicles and instruments.

Intangible fixed assets are not physical in
nature, having criterion of an intangible
fixed asset stipulated in current law;
generally consist of rights or economic
benefits such as land use rights, patents,
trademarks, copyrights and so on.

Deferred assets are expenses which could
not be charged to the current year in full
amount and should be amortized
periodically in future years.

Property management in this section refers to
the management of tangible fixed assets.

Fixed Assets Valuation

1.

The constructed fixed assets value should
include all costs directly associated with
the construction and preparation of the
asset ready for use (excluding internal
profit, unreasonable expenditure as
wasteful material, labour and surpass
norm expense). Interest costs incurred
during the period of construction should be
included in the capitalized cost of the
asset, while interest costs incurred after
first use should be expensed immediately.
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vao nguyén gia TSCD, phat sinh sau khi
TSCD da dwoc dwa vao sir dung dwoc dua
thang vao chi phi trong ky.

2. Nguyén gi4 tai san cb dinh hitu hinh da mua
sam la gia mua cong lai suat va cac chi phi
phat sinh lién quan phai chi ra d& dwa tai
san cd dinh vao trang thai s&n sang sl
dung nhw: chi phi van chuyén, béc d&, bao
hiém, nang cép, chi phi l&p dat, thué va cac
chi phi khac.

3. Nhirng chi phi chi yéu dwoc dung dé kéo
dai tudi tho kinh té hoac lam tang hiéu qua
hoat ddng ctia TSCD sé dwoc chuyén thanh
von.

Ghi chép va quan ly TSCb

Thé TSCD

1. Mbi thé TSCP dwoc md dé theo ddi mot
TSCD hay thiét bj. Thé TSCD nén cé céac
thong tin mdé td TSCD, ngay mua/ ngay
hoan thanh, ma TSCB, nguyén gia, khau
hao, trung tdm chi phi/ phong ban/ bé phan
quan ly TSCD, dia diém, ngudi quan ly va
nhirng s6 liéu lién quan khac.

2. Bo6 phan ké toan lwu gitr va dinh ky cap
nhap thé tai san.

Phéan loal TSCD

TAt c& cac TSCP phai dwoc phan loai va dé
quan ly theo thoi gian sir dung va phan biét cac
kiéu tai sdn khac nhau. Duéi day la goi y vé
cach phan loai va nhém TSCD

Consulting Group

2. The purchased fixed assets value should
include the purchase price plus Interest
costs and all incidental costs like
transportation, freight, insurance,
upgrading charge, installation charge,
taxes and other expenses spent to bring
the assets ready for use.

3. Major outlays that will prolong the
economic life of the fixed asset or increase
its operating efficiency are to be
capitalized.

Fixed Asset Records Keeping and
Control

Property Card

1. A Property Card shall be kept for each
property or equipment. The card shall
contain the asset description, date of
acquisition/ completion, asset number,
value, depreciation charges, cost centre /
department / business unit to whose
accounts they are to be charged to,
location, personnel accountable, and other
relevant asset data.

2. Each Property Card must be maintained
and updated periodically by the
Accounting Section.

Asset Cateqorization

All items of fixed assets must be categorized to
take account of different asset lives and also to
distinguish between different types of asset.
The suggested fixed assets categorization are:
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Ma Nhom
Code Category
Dat dai, vat kién trac / Land and Structures
010 Céng / Sewers
110 D4t dai / Land
120 Cong trinh kién tric- khéng phai la van phong, gach / bé téng
Non-office buildings, brick/concrete
130 Céng trinh kién tric- khéng phai la van phong sat thép/ g
Non-office buildings, steel/timber
140 Nha van phong, gach/ bé téng / Office buildings, brick / concrete
150 Nha van phong, sét thép/ gb / Office buildings, steelftimber
160 Hang rao / Fencing
170 Puéng, bai dd xe / Roads and car parks
240 Hé théng xt ly - nha xwdng / Treatment works - plant civil
241 Hé théng xt ly — nha / Treatment works - housing civil
250 Tram bom - nha xw&ng / Pumping stations - plant civil
251 Tram bom — nha / Pumping stations - housing civil
200 Cau, bé téng / Bridges, concrete
210 Cau, séat thép / gb /Bridges, metal/timber
220 Bé chira / Storm tanks
230 Ctra cbng / Sluices
Thiét bj dién, co’ khi / Mechanical and Electrical Equipment
300 Hé thdng x(r ly - dién va co khi / Treatment works - mechanical & electrical
310 Tram bom - dién va co khi / Pumping stations - mechanical & electrical
320 Bé chtra nwéc mua - dién va co khi / Storm tanks - mechanical & electrical
Phwong tién van tai / Vehicles
400 May kéo / Wheeled tractors
410 Xe tai, xe téc, ro moc kéo / Lorries, tankers, trailers
420 Xe tai nhe / Vans
430 O 16 con / Cars
Thiét bj van phong / Administrative Equipment
500 D6 dac / Furniture
510 May vi tinh va phu kién / Computers and accessories
520 Thiét bj do dac, thiét bi xt ly / Process instrumentation
540 Thiét bj van phong va thiét bi thi nghiém / Office and laboratory equipment
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Khi xem xét viéc phan nhdm TSCB, tuy theo yéu
cau quan ly Cong ty co6 thé thém, bét hodc chia
nhé cac nhém goi y trén day.

Panh ma TSCPH

Tat c& cac TSCD hiru hinh can phai dwoc xac
dinh va danh ma sé phu hop. Viéc danh sé tai
san cé thé thwc hién theo cach tuy y phu hop
véi yéu cau quan ly ctia cong ty. Tuy nhién, can
dam bao mbi TSCD chi c6 mot ma sd duy nhat
va ma sé nay phai théng nhét trong toan céng ty.

Vi du TSCD co6 thé dwoc danh ma sbé nhw sau:
zzzzyyxx trong do:

o 777z la sb thir tw tai san dwoc mua.

e yylanam TSCD dwgc mua

e xx la bd phan kinh doanh/ phong ban yéu cau
mua TSCD.

Trén thé tai sa&n nén c6 cac 6 riéng biét dé ghi
cac thong tin nhw dia diém dat tai san, trung tdm
chi phi noi ghi nhan céac chi phi st dung TSCD,
va ma TSCD. Viéc ghi chép nhw trén sé cho
phép TSCD dwoc chuyén dich va chuyén giao
quan ly ma khéng thay déi ma TSCD. Ma TSCD
la ma sb duy nhat d& phan biét TSCD va duoc
duy tri trong suét thoi gian st dung TSCD.

Néu can chi tiét hon nitra vé loai TSCD thi nén
thwc hién thdng qua viéc chia nhd cac nhém
TSCD (nhw dé cap tai phan phan loai va nhém
TSCD), thay vi dung hé théng ma s6 TSCD.

Giao nhan TSCD
1. Khi giao nhan tai san, thiét bi phai co
Bién ban ban giao TSCD.
2. TAt ca cac tai san, thiét bj phai dwoc
danh ma theo hé théng ma chung cla
cong ty trwdce khi ban giao dwa vao s
dung.

3. Sau khi nhan tai san/ thiét bi, ngui chiu
trach nhiém quan ly, st dung sé kiém tra
dé& dadm bao cac md ta vé TSCD trong
bién ban giao nhan la chinh xac.

Bo phan ké toan sé lwu dir hd so tai san bang
cach nhap vao thé TSCD noi dat TSCD hoac
trang thiét bj va tén ctia ngwoi quan ly, st dung.

Nhép lai kho thiét bi

Thiét bi s& dwoc nhap lai kho trong ’grué’ng hop
nguwdi quan ly hay nguoi sir dung thiét bi dé thoi

Consulting Group

In considering the asset categories to be used,
the company may wish to add, delete or sub-
divide the above suggested categories.

Asset Numbering

All physical assets must be properly numbered
and identified. Asset numbering can be done in
any way to suit the company. However, it must
ensure that all individual assets will always
have a unique number and that asset numbers
across the company are in a consistent format.

An example of an asset numbering structure is:
zzzzyyxx where:

e 777z is a sequential number assigned as
assets are purchased.
e vy is the year of purchase.

e xx is the business
acquiring the asset.

unit/department

It is recommended that different fields in the
Property Card must be provided to record the
physical location, cost centre to be charged,
and asset number. This then allows assets to
be moved and transferred without changing the
asset number. The asset number then is a
unique identifier of the asset which is retained
throughout the life of the asset.

If more detail on the type of asset is required, it
is suggested this be achieved through sub-
division of the asset category coding (as
discussed in Asset Categorization) rather than
trying to do this via the asset number system.

Asset Issuance

Property or equipment issuance shall be
covered by the Property Accountability Receipt.

Before issuance, all property or equipment
must be numbered based on the asset
numbering system adopted.

After receipt of the property or equipment, the
personnel accountable will check whether or
not the asset description in the receipt is
accurate.

The Accounting Section will keep record
control of the asset by listing down in the
Property Card the location of the property or
equipment and the name of the personnel
accountable.

Return of Equipment to Storekeeper

Equipment will be returned by the accountable
personnel in case of his resignation, prolonged
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viéc, nghi viéc trong thoi gian dai, nghi hwu hodc
khi thiét bi dwoc chuyén giao hay chuén bi duoc
nang cap, stra chira lon.

Khi nhap lai thiét bi phai |ap Bién ban giao nhan
TSCD.

Thi kho chiu trach nhiém chinh trong viéc kiém
tra thiét bj dwoc nhap lai kho xem cé hw héng
nao khac ngoai nhirng hao mon, hv héng do st
dung binh thuwéng gay ra. Trong trwdng hop can
thiét can bo ky thuat sé kiém tra dé danh gia tinh
trang thiét bj. Két qua kiém tra, danh gia la co s&
dé doi bdi thuwong tir phia ngudi st dung, cong
ty bao hiém hodc nha san xuét, d&c biét trong
trwong hop thiét bj van dang trong thdi gian bao
hanh.

Ké toan TSCPH duwoc cho, tédng

Viéc tiép nhan TSCD duwoc cho ting sé do Giam
doc va trwdng bd phan noi sé str dung TSCD do
thwc hién.

Nhitng TSCD dwoc tdng ma co thé di chuyén
hoac van chuyén dugc thi sé giao cho thu kho
dé lam tha tuc nhap kho.

Néu khéng cé sén nguyén gia TSCD duoc cho
tang thi Hoi déng giao nhan sé danh gia va
quyét dinh nguyén gia TSCD cho tang.

Nguyén gia cad TSCP dwoc cho ting sé bao gdbm
tt cd cac chi phi phat sinh lién quan dén viéc
dwa TSCP vao trang thai sén sang s dung.

Khéu hao TSCBH

Vao dau mbi nam cong ty 1ap ké hoach khau hao
TSCD cho tat cad cac TSCD phai khau hao do
cong ty s& hiru.

Hang thang sb tién khau hao ciia méi TSCD sé
dwoc tinh va cap nhat vao thé TSCD va sb cai.
Trich khau hao cta TSCD dwoc tinh bat dau tw
ngay TSCD tham gia vao hoat dong SXKD.

Ty lé khau hao TSCB duwoc xac lap thdng qua tw
van cua nha cung cap hoac théng qua cac qui
dinh hién hanh cta phap luat.

Xem xét lai ty Ié khdu hao

Danh sach cac TSCD da khiu hao hét nhung
van tham gia vao qua trinh san xuét kinh doanh
sé& duwoc 1ap mbi sau thang. Danh sach nay liét
ké tAt cd cac TSCD van dang st dung nhwng da
kh&u hao hét.

Consulting Group

leave of absence, retirement or when
equipment has be transferred or is expected to
undergo major repairs.

Return of equipment will be evidenced by the
Property Accountability Receipt (Return).

The storekeeper will have the primary task of
inspecting the returned equipment for damages
other than those arising from normal wear and
tear. If necessary, the assistance of technical
personnel must be sought in assessing the
equipment condition. The findings will be the
basis for any claim against the user, insurance
company or the manufacturer, particularly
when there is still a guarantee / warranty.

Accounting of Donated Assets

Receipt of donated asset shall be handled by
the Director with assistance from the head of
division that will use the donated asset.

Donation  consisting of movable and
transportable items shall be turned over to the
storekeeper for the preparation of the
necessary Receiving Report.

An evaluation team shall be formed for
valuation of the asset if the value of the
donation cannot be readily established.

The value of the donation must include
additional expenses to bring the donated asset
ready for use.

Depreciation of Assets

A depreciation schedule will be prepared at the
start of the year for all depreciable assets
owned by the company.

Monthly depreciation of each asset will be
computed and posted to the Property Cards
and the General Ledger. The depreciation of
assets acquired will start on the day of their
operation. The depreciation of assets
constructed will start on the day they are put
into operation.

Depreciation rates may be established by
consulting with suppliers or contractors or by
referring to regulations of government tax
authority.

Review of Depreciation Rates

At the end of every six months, the List of
“Fully Depreciated Assets Still in Use” will be
prepared. This list includes assets with nominal
value and which are still in operation.
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Ké toan trudng sé xem xét lai ty 1& khau hao voi
sy tw van, hd trg cua trwdng phong ban lién
quan.

Néu can thiét, thi tién hanh khau hao Iujy ké
thdng qua phiéu ké toan. Tuwong tw, tai san hoat
déng trong cung mot diéu kién ciing sé phai diéu
chinh ty 1& khau hao.

Xem xét lal vén dé bao hiém tai san

Trén co s& nira ndm mot 1an, Ké toan truéng sé
tién hanh phan tich gia tri bao hiém dbi voi tai
san cb dinh clia cong ty dwa vao gia tri ciia no.
DPé hé tro viéc phan tich nay, can tém tat tinh
trang bao hiém clia tat ca TSCD.

Bao dudng va stra chira TSCBH: tw lam
Trwédng bd phan bao dwdng chiu trach ‘nhiém
xac dinh cac cong viéc bao duwdng bao gom lap
ké hoach bao dudng dw toan chi phi va thoi
gian hoan thanh cong viéc bao dwdng do.

Phiéu yéu cau bao dwéng sé duoc lap khi co
nhu cau péo dwéng, nd la can cwr dé cho phép
bat dau tien hanh bao duwdng.

Trwédng bd phan bao dwdng chiu trach nhiém
giam sat cac cong viéc bao dwdng dang tién
hanh va kiém tra cac cong viéc da hoan thanh.

Bao dwdng va swra chira TSCD: thué ngoai

Trwdng bd phan bao duwéng co6 thé dé nghj thué
ngoai bao dwdng cac tai san cua cong ty, pho
Giam doc phé duyét dé nghi.

Yéu cau bao duwdng cu thé sé& duwoc 1ap cho mbi
cdng viéc bao dwdng can thué ngoai. Phiéu yéu
cau nay ciing duoc sir dung trong dau thau dich
vu bao dudng.

M®bi céng viéc bdo duéng thué ngoai dwoc thuc
hién thong qua moét hgp dong dich vu bao
duwdng.

Kiém ké TSCP

Hang nam cong ty lap ké hoach kiém ké& TSCD
cho tirng dia diém. Viéc kiém ké TSCD c6 thé
duoc thye hién so le trong nam Qham dam bap
hoan thanh toan bd cbng tac kiém ké& khi hét
nam.

Trwdc ngay kiém ké, phong ké toan can cl vao
thé TSCD va danh sach phieu yéu cau bao
duwdng dé lap danh sach TSCD theo dia diém

Consulting Group

The review of the depreciation rates will be
undertaken by the Chief Accountant in
consultation with the head of division
concerned.

Adjustment of the accumulated depreciation
using the Journal Voucher will be made if
necessary. Likewise, similar assets operating
under the same condition will have their
depreciation rates adjusted.

Review of Asset Insurance Coverage

On a semi-annual basis, an analysis of the
insurance coverage of the company fixed
assets, based on their sound values, will be
made by the Chief Accountant. For the purpose
of facilitating the analysis, a summary of the
existing insurance coverage for all fixed assets
will be prepared.

Asset Internal Repairs and Maintenance

The head of asset maintenance division will
have the responsibility of determining the
planning and implementation of repairs and
maintenance work to be done including cost
estimates and expected completion dates.

Each maintenance work will be supported by a
job order, which authorizes the start of
maintenance work.

The head of asset maintenance division will be
responsible for controlling ongoing jobs and
inspecting completed jobs.

Asset Repairs and Maintenance by Outside
Contractors

The head of asset maintenance division may
recommend the repair and maintenance of
company assets by outside contractors subject
to approval by the Vice-Director.

A job order will be prepared for each job to be
undertaken by outside contractors. This form
will also be used in the bidding for the service
contract.

A service contract shall be signed for each job
to be undertaken by outside contractors.

Inventory Taking

A schedule of physical inventory taking by
location shall be prepared each year. The
inventory taking can be staggered during the
year with the objective that before the end of
each year, an overall inventory taking shall
have been completed.

A property list by location will be prepared by
the Accounting Section based on the Property
Card and the List of Job Orders prior to each
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dat TSCD. Danh sach cac Phiéu yéu cau bao
dudng dugc st dung dé kiém ké& cac TSCH
dang trong qua trinh stra chira, bdo dudng.

Viéc kiém ké dwoc thwe hién bdi mot ban kiém
ké, thanh phan Ban kiém ké gdm mét kiém toan
vién doc lap, mot can bd ky thuat, va mot nhan
vién phong ké toan.

Ban kiém ké sé& lap Bién ban kiém ké chi rd cac
trwong hop dac biét, cac ghi chu va tém tat
nhirng phat hién trong qua trinh kiém ké.

Thanh ly TSCH(ban thanh ly)

Hang thang thi kho sé lap bao cao danh sach
céc tai san I6i thei, hw hdng can thanh ly, danh
sach nay liét ké tat ca cac tai sén da bi hw hang,
khéng st dung dwoc hodc da 16i thdi. Phd giam
ddc cong ty sé kiém tra va phé duyét danh sach
nay.

M6t cudc diu gia cong khai sé& dwoc t6 chirc dé
ban cac tai san nay.

Ngay khi c6 két qua d4u gia, coé xac nhan vé viéc
ban tai san va trwdc khi nhan dwoc tién thanh
toan tir viéc ban dau gia tai san, ké toan phai
mé& sb dé theo déi khodn phai thu tir viéc ban
d4u gia, ghi nhan 16, hoac Ii phat sinh tlr ban tai
san. Phiéu ké toan duwoc sir dung dé ghi chép
cac nghiép vu nay.

Thanh Iy TSCD (huy bd tai san)

Ké toan truwdng sé lap “bién ban huy tai san” dbi
v&i nhirng tai san khéng ban dwgc trong danh
sach tai san khong s&r dung dwoc/ tai san hw
héng. Bién ban nay phai dwoc giam dbc phé
duyét va la co s& dé tha kho huy bd cac tai san
nay. .

Bién ban nay la co s& dé bd phan ké toan sé lap
chirng tlr xoa sO cac tai san nay.

Thanh ly TSCPB (d& bd tai san)

Dwa vao d& nghi cla cac trwédng phong,phd
giam déc chiu trach nhiém chinh trong viéc lya
chon cac phwong an khac nhau vé gia tri cla
céac tai san ngang nhau (chdng han nhw so sanh
gia thanh thao d& tai sén va gia tri cla cac cau
kién da st dung v&i gia tri con lai cla tai san)

Phong ké toan sé xoa sb tai san bj d& bd, gia tri
con lai (néu co) cua tai san bi d& bd dwoc ghi
nhan 1a mot khoan 16 trén sé ké toan. Doanh thu
tr ban phé liéu dwoc ghi tang thu nhap khac
trén sb ké toan.

Consulting Group

inventory taking day. The List of Job Orders will
be used for assets undergoing repair jobs.

An Inventory Team composed of the external
auditor, a technical personnel, and an
Accounting Section representative, will conduct
the inventory count.

A Summary of Findings, showing exceptions,
notes and adverse findings regarding the
property will be prepared by the Inventory
Team.

Disposal of Property through Sale

Every month, the List of Obsolete / Damaged
Property for disposal will be prepared by the
Storekeeper. The list, which must be approved
by the Vice-Director in charge, shows all
properties of the company which are damaged,
unusable or obsolete.

A public bidding will be held to dispose of the
obsolete / damaged assets.

Upon confirmation and awarding of the sale but
before receipt of payment, a receivable
account corresponding to the winning bid price
will be set up; profit or loss from sale, if any,
will likewise be set up using the Journal
Voucher to record the transaction.

Dumping of Property

The Chief Accountant will prepare a “Memo to
Dump” all the unsold items in the List of
Obsolete / Damaged Property. The memo,
which must be approved by the Director, will be
the basis of the storekeeper to dump the
unsold items in the List of Obsolete / Damaged
Property.

The Accounting Section will prepare the
Journal Voucher writing-off the asset based on
the memo.

Dismantling of Major Fixed Assets

Based on the comments / suggestions of the
Division Heads, the Vice-Director will have the
primary responsibility of evaluating the various
alternatives, particularly trade off values (such
as comparing cost of dismantling and value of
the second hand parts with the expected sales
value of the property).

Write-off of the dismantled fixed asset will be
recorded in a Journal Voucher by the
Accounting Section recognizing the loss, if any.
Initially, loss will be equivalent to the net book
value of the asset; upon receipt of the
proceeds from sale of the dismantled fixed
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So db qui trinh quén Iy tai sén

So dd qui trinh quan ly tai san dwoc trinh bay tai
phu luc E. So' @ minh hoa qui trinh luan chuyén
cac chirng tir lién quan dén quan ly tai san, va chi
ra méi quan hé gitra tai khoan sb cai va cac tai
khoan chi tiét.
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asset, the loss account will be credited.

Property Management Flowchart

Appendix E shows the Property Management
flowchart. The flowchart illustrates the flow of
documents relevant in property management.
The flowchart also shows the relationship
between the General Ledger controlling
accounts and the subsidiary ledger accounts.
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QUAN LY TIEN LUONG

Ddac diém co’ bén

Trudc khi dwa nhan vién méi tuyén dung vao hé
thdng trd lwong cla co quan, phong nhan sy
phai soan gidy xac nhan trd lwong trinh Giam
déc duyét. Sau do, Gidy xac nhan trd lwong nay
sé dwoc chuyén dén phong Ké toan 1am can clv
dé cap nhat tén nhan vién méi nay vao hé théng
tra lwong.

D6i v&i cac bd phan cd may chdm cong, tat ca
cac nhan vién binh thwéng phai dap thé cham
coéng dé danh dau thodi gian 1am viéc. Déi véi cac
bd phan khéng c6 may chadm céng thi diing bang
chadm céng dé ghi chép thoi gian lam viéc, 1am
co s& dé tinh lwong thém gid, lwong nghi viéc
va cac khoan khac cho nguwoi lao déng.

Dé tao diéu kién cling nhw d&m bao cho viéc 1ap
bang Iwong kip thoi, nén cé mét khoang thoi
gian nhét dinh khoang vai ngay gitra ngay ding
dé tinh lwong va ngay thanh toan lwong. Sb6
ngay nay can du dai d& phong ké toan cé thé
hoan tat viéc tinh lwong.

Tai cudi mdi ky tinh lwong, bdng chdm coéng do
trwdng moi bd phan 1ap sé dwoc glvi dén phong
ké toan dé tinh lwong va phong nhan sw theo dé
ddi nghi viéc.

B& phan ké toan phai lap va lwu gitr Bang theo
déi thu nhdp cho txng nhan vién dé tra trong
ctru trong twong lai.

Phong nhéan sy mo sb theo d&i nghi phép, nghi
om dé theo ddi viéc nghi phép va nghi 6m.

Phong ké toan Iap va cap nhat danh sach cac
nhan vién dé chuyén cac khoan da khau trir tir
thu nhap clia cac nhan vién dé dén cac co quan
nha nwéc nhét dinh cling nhw cac don vi dwoc
uy quyén khac.

Nham cung cép théng tin cho céng tac quan ly
céng ty, hang thang phong Nhan sy 1ap Bao cao
nhan s thang trong d6 tdng hop sé lwong nhan
vién theo phong ban, chi nhanh va bd phan.

Nhan vién xin nghi viéc hodc hét han hop déng
néu khoéng con trach nhiém (khéng con no) gi
vOi cong ty sé dwoc phép nghi viéc va tén cla
ho sé dwoc loai ra khéi danh sach tra lwong.

Consulting Group

PAYROLL MANAGEMENT

Basic Features

A payroll authorization must be prepared by the
HRM Section and approved by the Director
before any newly hired employee can be
included in the payroll system. The payroll
authorization will then be forwarded to the
Accounting Section as basis for entering the
name of the newly hired employee into the
payroll system.

All rank and file employees shall punch Time
Cards signifying time in and out for those with
bundy clock facility. Otherwise, an attendance
register showing time in and out shall be
maintained by each division as basis for
determining overtime, undertime, absences
and compensation of employees.

To ensure timely and facility of payroll
preparation, it is suggested that a payroll cut-
off period be adopted. A payroll cut-off period is
usually several days before the actual day of
payroll distribution. The number of days
between the cut-off period and the actual day
of payroll distribution must be sufficient enough
to enable the Accounting Section to complete
the preparation of the payroll.

At the end of each payroll cut-off period, a copy
of the attendance register duly noted by their
respective Division Heads shall be forwarded
to the Accounting Section as basis for payroll
preparation and to the HRM Section for leave
credits monitoring.

The Accounting Section shall maintain an
Employee’'s Earnings Record for each
employee in case of future verification.

Vacation and sick leaves will be monitored in a
Leaves Credit Record to be maintained by the
HRM Section.

Registers shall be maintained by the
Accounting Section for remittances of
deductions made on employees’ compensation
for certain government agencies and other
authorized institutions.

For the information of the company
management, a monthly personnel inventory
report, which summarizes the number of
employees by divisions, branches and
sections, will be prepared by the HRM Section.

Employees who resign or are terminated will be
given clearances if they have no
accountabilities with the company;
consequently, they will be dropped from the
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Nhirng nhan vién van con no cong ty thi sé tién
no nay sé dwoc khau trir vao khoan bdi thwong,
lwong thang cudi cung cha nguwdi dé. Truong
hop khéng da thi ngwdi d6 phai lam gidy nhan
no.

So dé qui trinh quén ly tién lvong

So dd qui trinh quan ly tién lwong dwoc trinh
bay tai phu luc F. So' d& minh hoa qui trinh luan
chuyén cac chirng tir lién quan dén quan ly tién
lwong, va chi ra méi quan hé gitra tai khoan sb
céi va cac tai khoan chi tiét.

Consulting Group

payroll. Accounts of employees who are not
given clearances are offset against the
employees’ last compensation or, if not
sufficient, the employees are asked to make
promissory notes for their liabilities.

Payroll Management Flowchart

Appendix F shows the Payroll Management
flowchart. The flowchart illustrates the flow of
documents relevant in payroll management.
The flowchart also shows the relationship
between the General Ledger controlling
accounts and the subsidiary ledger accounts.
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LAP NGAN SACH (DY TOAN) VA LAP KE
HOACH TAI CHINH

Pinh mdrc chi phi

BPinh mdrc chi th la chi phi dqn VI dv tinh dwoc
xa@y dwng chuan cho tirng yéu to chi phi (bao
gom dinh m&c don gia va dinh muc so lwgng
tiéu hao)

Binh rr)u’c chi phi = dinh mic don gia x dinh
murc sO lwgng tiéu hao

Can c vao tinh hinh san xuét thuc té& két hop
vOi viéc so sanh va&i cac don vi khac hoat déng
trén cung linh ve, Céng ty xay dwng dinh mirc
chi phi riéng cho don vi minh.

Binh mirc chi phi phai la dinh m&c cé thé dat
dwoc, la tieu chudn coé thé dat dwoc khi qua
trinh san xuat dwoc thwc hién hiéu qua, may
moéc dwoc van hanh va nguyén vat liéu dwoc st
dung hop ly, tinh d&n nhirng hao hut lang phi va
kém hiéu qua .Binh mlc chi phi phai déng vai
trd 1a mot dong lwe thic day ngudi lao dong lam
viéc tét hon bang viéc dwa ra mot muc tiéu thuc
ti&n nhung day thir thach..

BPinh m&c chi phi khédng nén qua dé& dang hay
hoan toan khéng thé dat dwoc vi néu qua dé sé
khéng khuyén khich ngudi lao déng lam viéc hét
minh dé& dat dwoc mdt muc tiéu trong tam tay.
con qua khd, nam ngoai kha nang sé lam nan
Idng ngwoi lao ddng, khdng khuyén khich ho 1am
viéc khi biét chac chan 1a khéng bao gio dat
dwoc dinh mdc dé ra.

Vao cubi qui ba hang nam, cong ty nén tién
hanh ra soat lai dinh mtc nham diéu chinh lai
dinh mirc cho phu hop véi cac thay déi vé chi
phi quan ly doanh nghiép, gia cd nguyén vat
liéu, nhan coéng, ciing nhw béat ctv sy thay dbi
nao lién quan dén hiéu qua s dung vat liéu,
nhan céng, may moc.

Dinh murc s lwong tiéu hao

Pé tinh lwong vat tw can thiét dé& x ly 1 m®
nwdc thai (dinh mdc tiéu hao NVL) va thoi gian
lao déng can thiét (hiéu suat lao déng), chuyén
gia san xuét (& phong ké hoach hodc bd phan
san xuat) phai lap bang théng sb ky thuat dé xu
ly 1 m* nwéc thai.

Doi v&i cong ty quan ly nwoc thai, bang thong so
ky thuat phai chi ra sO lwgng maoi loai vat tw can

Consulting Group

BUDGETING AND FINANCIAL
PLANNING

Standard Cost

General

Standard cost is an estimated unit cost build up
of standards for each cost element (standard
resource price and standard resource usage).

Standard cost = standard resource price X
standard resource usage

Company, basing on its actual production
condition and in comparison with other
companies in the field, sets up its own standard
cost.

The standard cost must be an attainable
standard, an attainable standard is a standard
which can be attained if production is carried
out efficiently, machines are properly operated
and/or materials are properly used, some
allowances in wastage and inefficiency. This
standard must play as an incentive to work
harder as it provides a realistic but challenging
target of efficiency.

The standard cost should not be easy to be
achieved or impossible to be realised because
the first will not encourage employees to work
harder to achieve a goals in their hand and the
later disheartens them with unattainable goals .

Annually, at the end of the third quarter,
standard cost should be revised to allow for the
new overhead budget, inflation in prices and
wages rate, and any changes in the expected
efficiency of material usage, labor, machinery.

Standard Resource Requirement

To estimate the materials required to treat 1m3
of wastewater (material usage) and also the
labour hours required (labour efficiency),
production experts (either in  planning
department or production department) must
prepare technical specification for treating 1m3
of wastewater.

In WWC. the standard product specification for
material must be list quantities required of each
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thiét dé xt ly 1 m® nwéc thai. Cac théng sd nay
phai dwoc théng bao cho bd phan san xuét biét,
tr do giup ho hiéu dwoc cac bién phap quan ly
cla lanh dao trong trwong hop lwong vat tw st
dung nhiéu hon dinh murc.

Bang thdng sb ky thuat cling phai chi rd sb gid
lao d6ng can thiét cia mbi bac lao dong, loai lao
dong tai trng bd phan dé& x& ly 1 m® nwéc thai.
Thoi gian dinh mirc nay phai dwgc x--ay dwng
hét strc can than (Bam gi®& dé xac dinh thoi gian
can thiét d& hoan thanh mot sdn pham hoac chia
cbng viéc hoan thanh ra trng thao tac ky thuét,
xac dinh thoi gian cla tirng thao tac ky thuat dé
hoan thanh san pham va téng hop lai nham xac
dinh thoi gian hoan thanh mét don vi san pham)
phai giai thich cho ngudi lao déng hiéu dugc vé
dinh m&re. Néu can thiét phai chi rd cac qui trinh
hodc phwong phap van hanh chuan.

Néu trong qua trinh san xuét, lwong vat tw dua
vao sadn xuét c6 kha nang gidm (do lang phi,
hoac bbc hoi ...) dinh mrc vat liéu phai tinh dén
lwong vat tw hao hut nay.

Vi du: @& xt Iy 1000 m® nwéc thai can 10 lit hoa
chat A sé c6 10% lwgng hoa chat bi boc hoi, dp
vay dé xr ly 1000 m® nwéc thai lwong hoa chét
phai dwa vao la:

=10 lit x 100%/(100%-10%) =11.11 lit

Vay dinh mdc tiéu hao hoa chéat A sé 1a 11.11 lit
chr khdng phai la 10 lit.

Twong tw nhw dbi véi nguyén vat liéu, khi xac
dinh th&i gian lao déng dinh mirc cling phai tinh
dén thdi gian nghi ngoi, thdi gian bao dwéng
may mac thiét bi.

Vi du: dé& x&r ly 1000m® nwéc thai can 3 gio lao
déng lién tuc, tuy nhién trong qua trinh lam viéc
ngwdi lao dong can khodng 10% thoi gian dé
nghi,

vay dé co 3 gio lam viéc thuc t& can lwong thoi
gian la 3/(100%-10%)= 3.33 gi®

Vay dinh mic thoi gian lao dong phai la 3.33 gi&
ch khéng phai la 3 gio.

Dinh mdrc don gia

Phong mua hang chiu trach nhiém xay dwng
dinh mrc don gia nguyén vat liéu tryec tiép thdng
qua:

e Cac hop dbng da ky két

e Tham khéo gia tr cac nha cung cép thudng
Xuyén

Consulting Group

material to treat 1m® of wastewater. These
standard input quantities must be made known
to the operators in the production department
so that they understand control action by
management to deal with excess material
wastage.

The standard operation sheet for labour will
specify the expected hours required by each
grade of labour/ type of labour in each
department to treat 1m® of wastewater. These
standard time must be carefully set (timing the
active labour hours needed to complete one
unit of product, or dividing the work into
different technical manipulation, timing active
labour hours needed for each technical
manipulation and sum up to have active labour
hours needed for an unit of product) and must
be understood by labour force. Where
necessary standard procedures or operating
methods should be stated.

if, during the processing, the quantity of
material input to the process is likely to reduce
(due to wastage, evaporation ...), material
standard must take into account of this.

Example: 10 litre of chemical A is needed to
treat 1000 m® of wastewater, there is 10% of
chemical loss due to evaporation, so to treat
1000 m® wastewater the input chemical will be

Input = 10 litre x 100% / (100% - 10%) = 11.11
litre

Then the standard material usage will be 11.11
litre not 10 litre.

Similarly, to define standard time it is
necessary to take into account idle time (time
for rest, time for machine maintenance...)

Example: 3 active labour hours are needed to
treat 1000 m® of wastewater, there is 10% of
idle time.

To have 3 active labour hours, the input time
will be 3/ (100% - 10%) = 3.33 hrs

Then the standard time will be 3.33 hours not 3
hours.

Standard Resource Price

Direct material price will be estimated by
purchasing department from their knowledge of
the followings:

e From contracts already agreed

e Pricing discussion with regular suppliers
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e Duw doan céac thay dbi cla thj tredng

e Viéc co thé duoc gidm gia khi mua khoi
lwong nhiéu.

e Yéu cau vé chat lwong vat liéu clia bé phan
san xuat

Phong nhan sw chiu trach nhiém xay dwng dinh

murc don gia mot gié cong théng qua tham khao

bang lvong, cac thoa thuan nang lvong da ky

két v&i dai dién céng doan hoac ngudi lao dong.

Pon gia mét gid cdng cho tirng cdbng nhan sé
duwoc xay dwng can cr vao bac thg loai tho, tw
don gia nay phong nhan sy xay dwng nén don
gia binh quan gi¢ cho tirng loai the, bac thg (du
rang don gia gi¢ cho tirng lao ddng la khac nhau
tuy theo tudi tac va kinh nghiém). Bon gia cong
lao ddéng phai bao gébm lwong co ban, phu cap,
BHXH, BHYT, KPCD va cac khoan khac theo
hop d?‘)ng lao déng hoac thoa wéc véi cong
doan.

Chi phi sén xuét chung

Chi phi san xuét chung gébm nhiéu khoén khac
nhau lién quan dén nhiéu déi twong chiu chi phi,
viéc xay dwng dinh m&c cho tirng khoan chi phi
la rAt kho khan va khoéng can thiét. Vi vay truéc
hét can dinh mec tdng chi phi san xuéat chung
sau d6 xac dinh dinh mic chi phi san xuét
chung cho mét don vi s&n phdm thudc sadn pham
nao do.

Chi phi san xuat chung gém dinh phi va bién
phi, nén khi dw toan chi phi san xuét chung nén
chi tiét theo tirng loai nham tao diéu kién cho
viéc danh gia tinh hinh thwc hién cac dy toan chi
phi sau nay.

Can lya chon tiéu chuan phan bd hop ly dé
phan bd chi phi chung cho tirng dbi twong chiju
chi phi. Tiéu chuan phan bd hop ly cé thé 13 tdng
s6 gid may, tbng sb gid cong lao dong hoac
phan bd theo chi phi tryc tiép.

Dw toan chi phi san xuat chung dwoc phan bd
cho trng don vi sdn phdm du kién san xuét
trong ky theo cong thirc sau (ca chi phi chung cb
dinh va chi phi chung bién d6i déu s dung
chung cong thirc nay):
Ty 18 phan bé chi phi
san xuat chung

Binh mtrc chi phi san xuét)chung
cho mét don vi sdn pham

Ty 1& phan b chi
phi san xuat chung

Consulting Group

e Forecast movement of the market

e Availability of bulk purchase discount.

e The quality of material
production department.

required by

Direct labour rate per hour will be set by
personnel department and by reference to the
payroll and to any agreement on pay rises with
trade union representative of the employees/ or
employee.

A separate hourly rate will be set for each
employee basing on different labour grade/
type of employee. An average hour rate will be
applied for each grade (even though individual
rate or pay may vary according to age and
experience). The rate includes basic salary,
allowances, social insurance, medical
insurance, union fee and others as stated in
employment contract or agreement with trade
union.

Factory Overhead

Overhead cost consists of many different cost
elements relating to many different cost
bearing subjects. It is difficult and unnecessary
to have standard cost for each elements. So it
is necessary to budget overhead cost first then
absorb budgeted overhead cost in to product
using appropriate absorption rate.

The overhead cost consists of fixed cost and
variable cost, the standard over head cost
should be detailed in to these two kind of cost
to facilitate for the future analysis/ or and
evaluation of performance.

It is important to have proper absorption basic
to absorb overhead cost in to product. The
basic can be total machine hours, total direct
labor hours or total direct cost...

Budgeted overhead cost is absorbed in to
product using following formulas (both fixed
cost and variance cost use these formulas)

Dw toan chi phi san xuét chung
Tdng tiéu chuén phan bd

Tiéu chuan phan bé cho mét
don vi sdn pham
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Lap Ngan sach

Téng quan

Dwa vao chi dao cta Giam dbc cong ty dbi voi
cac trwdng phong ban, chi nhanh bd phan, ngan
sach (dw toan) cho nam tiép theo sé dwoc lap
vao cubi qui 3 hang nam.

Dy toan bao gébm Dy toan Bao céo lai 16, Dy
toan Bang can dbi ké toan, Dy toan B&o céo lwu
chuyén tién té cung tat ca cac tai liéu bd tro nhw
Dy toan doanh thu, Dy toan chi phi hoat dong
cla cac phong ban, b phan, Dy toan chi phi
vbn clia cac phong ban, bd phan.

MA3u biéu va cac muc trong bang ngan sach (dw
toan) phai gibng véi cac bao céo tai chinh bat
budc ctia cdng ty nham tao diéu kién cho viéc
kiém tra va phan tich cac khac biét gitra thuc té
va ngan sach.

Giai doan dau dy toan cé thé dwoc lap hang
nam. Tuy nhién, khi céng ty da c6 kinh nghiém,
c6 dwoc cac dir liéu vaoi do tin cay cao hon, dy
toan nén dwoc lap hang thang, coé nhu vay cong
tac kiém tra va quan ly méi ¢ hiéu qua cao.
Qua trinh lap dw toan phai di lién v&i qué trinh
lap ké hoach kinh doanh ndm va ké& hoach kinh
doanh ndm phai phu hop véi Ké hoach phat
trién cong ty.

Viéc lap dy toan sé& dwa theo nguyén tac hiéu
qua ngan sach dau ra. Ngan sach can thiét phu
thudc vao két qua cua viéc phan tich hiéu qua-
chi phi ctia mét k& hoach hanh déng va/hodc dw
an sé dwoc thyc hién trong nam tiép theo.

Giam dbc kiém tra va thao luan v&i Ké toan
trwdng va trwéng cac phong ban, boé phan vé
ban dw toan dwoc lap. Ké toan trwdng va bd
phan lap dy toan sé& hé tro Giam dbc trong viéc
thoéng qua dw toan tdng thé.

Giam dbc sé trinh bay ban dy toan téng thé
trwdc HOi dong quan tri cong ty dé phé duyét.

Sau khi duo’c, hoi ddng quan tri phé duyét, dw
toan dwoc pho bién t6i téi cac trwdng bd phan,
phong ban, chi nhanh dé thyc hién.

B& phan dv toan sach chiju trach nhiém kiém tra
viéc thire hién dy toan, hang thang so sanh gitra
két qua thuwc té va du toan.

Bd phan lap dy toan sé yéu cau cac bd phan,
phong ban hoac chi nhanh lién quan phan tich
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Budgeting

General

At the end of the third quarter, next year's
budget shall be prepared based upon
instructions of the Director to the Heads of
Divisions, Branches and Sections.

The budget shall consist of the Income
Statement, Balance Sheet and Funds Flow
together with all supporting documents like the
Revenues Budget, Division Operating Expense
Budget and Division Capital Expenditures
Budget.

The budget items and forms shall be consistent
with the company’s prescribed financial
accounts to facilitate monitoring and variance
analysis during implementation.

Initially, budgets shall be prepared on an
annual basis. However, as the company gains
experience and accumulates more reliable
data, budgets shall be prepared on a monthly
basis for more effective monitoring and control.

The budget process shall be linked to the
annual business planning process in
accordance to the company’s prevailing
corporate development plan.

The budget preparation shall be based upon
the principle of performance based output
budgeting. The budget required shall be based
on the results of a cost-benefit analysis on the
plan of activities and/or projects to be
undertaken in the ensuing year.

The Director will review and discuss the
budgets prepared with the Division Chiefs and
Chief Accountant. The Chief Accountant
together with the Budget Section shall assist
the Director in the finalization of the overall
budget.

The Director shall present the company’s
overall budget to the Board of Directors for
approval.

After approval by the Board of Directors, the
budget shall be disseminated to the Heads of
Divisions, Branches and Sections for their
implementation.

The Budget Section shall be responsible for
monitoring the budget implementation. The
Budget Section shall perform a monthly
comparison between actual results and budget.

The Budget Section shall ask the section,
branch or division concerned to analyze and
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va chi ra nguyén nhan dan dén nhirng bién dong
I&n, du la bién dong tich cuwc hay tiéu cwce, gitra
thuc t& va dw toan. Dbi véi nhivng muc ¢ bién
déng tiéu cuwc, phong ban, bé phan hoac chi
nhanh lién quan phai dwa ra bién phap nham
khac phuc cac vuéng méc, kho khan phat sinh
trong qua trinh thwc thi dy toan.

Hang thang bd phan lap dy toan sé cung cap
cho cac trwdng phong ban, bd phan, chi nhanh
Bao cdo tinh hinh thyc hién ngan sach thang,
B&o cao nay bao gébm so sanh gitra két qua thuc
tién va dw toan, phan tich cac bién déng va cac
bién phap khéc phuc.

Ngén sach (dw toan) doanh thu

B& phan ké toan 1ap ngan sach (dyw toan) doanh
thu dich vu xt ly nwéc thai, doanh thu nay dwoc
chi tiét theo doanh thu ttr hod gia dinh, doanh thu
tr co quan hanh chinh sy nghiép, doanh thu tw
cac co sé thwong mai dich vu va doanh thu tw
cac doanh nghiép cdng nghiép. Trwdng phong
kinh doanh cé trach nhiém ra soat va kiém tra
dw toan doanh thu nay.

B6 phan ké toan ciing chiu trach nhiém lap ngan
sach doanh thu cho cac khoan thu nhap khac
nhw thu ti 1ai vay, thu ttr cho thué. Céng viéc ra
soat va kiém tra phan ngan sach doanh thu nay
do Ké toan trwdng thuc hién.

Ngan sach (dw toan ) doanh thu sau do dwoc
trinh cho Giam dbc dé kiém tra 1an cudi va phé
duyét. Ké toan trwéng sé hd tro giam dbc trong
qua trinh kiém tra nay.

Ngén sach (dw toan) chi phi hoat déng cua
cac phong ban, bé phan

M&i phong ban, bé phan sé tw lap ngan sach chi
phi hoat déng clia phong ban, bd phan dé dwa
trén nguyén tac ,hiéu qua ngan sach dau ra“.
Ban ngan sach nay sé dwoc trinh 1&n Giam dbc
dé kiém tra va phé duyét. Dw toan chi phi hoat
dong phai duwoc lap cho tirng hoat dong hoac dw
an dy tinh dwoc thwe hién trong nam tiép theo

Ngén séch (dw toén) chi phi vén cua céc
phong ban, bd phéan

M®&i phong ban, bd phan sé tw 1ap ngan sach chi
phi vén cta phong ban, bd phan dé dwa trén
nguyén tdc hiéu quad ngan sach dau ra. Ban
ngan sach nay sé dwoc trinh 1én Giam dbc dé
kiém tra va phé duyét. M&i ban ngan sach chi
phi vén phai c6 cac théng tin nhu: md ta vé dy
an, tong dy toan vén dau tw, tudi tho dw an, dw

Consulting Group

provide the underlying reason for those items
with material variance, whether favorable or
unfavorable, between actual result and budget.
For those items with unfavorable variance, the
section, branch or division concerned shall
propose the actions to adopt that will remedy
the problems encountered during the
implementation.

The Budget Section shall furnish the Heads of
Divisions, Branches and Sections a copy of the
Monthly Budget Monitoring Report which
includes comparison of actual results against
budget, variance analysis and remedial
actions.

Revenues Budget

The Revenues Budget pertaining to
wastewater service shall be prepared by the
Accounting Section. This revenue budget
portion shall be categorized into houses,
government institutions, commercial and
industrial establishments. This portion of
revenue budget shall be checked and reviewed
by the Head of Business Department.

The Revenues Budget pertaining to other
income such as interest income and rental
income shall be prepared by the Accounting
Section. This portion of revenue budget shall
be checked and reviewed by the Chief
Accountant.

The two portions of Revenues Budget shall
then be forwarded to the Director for final
review and approval. The Director shall be
assisted by the Chief Accountant during the
final review.

Division Operating Expense Budget

Each section shall prepare its own operating
expense budget, under the principle  of
performance based output - budgeting, to be
forwarded to the Director for review and
approval. Each section must link its operating
expense budget proposal to the plan of
activities and/or projects to be undertaken in
the ensuing year.

Division Capital Expenditures Budget

Each section shall prepare its own capital
expenditures budget, under the principles of
performance based output-budgeting, to be
forwarded to the Director for review and
approval. Each capital budget proposal must
contain a description of the project, estimated
capital cost, expected project life, expected
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doan ludng tién, ly do dau tw va tiéu chi Iya
chon. Ké toan tredng sé ho trg giam doc trong
qua trinh kiém tra nay.

Lap ké hoach tai chinh

Ké hoach tai chinh dwoc lap nhw la mét phan
cla qua trinh lap ké hoach kinh doanh nam.

Pham vi va thdi gian thwc hién cac hoat déng
trong ké hoach tai chinh phai phu hop véi pham
vi va thoi gian thwc hién cla cac hoat dong do
trong k& hoach kinh doanh.

Ké toan trwdng chiu trach nhiém toan bd trong
viéc 1ap ké& hoach tai chinh. Bo phan lap ngan
sach c6 nhiém vu hd tro Ké toan truéng trong
qua trinh 1ap ké hoach tai chinh. .

Céng ty’sff dung mé hinh lap ké hoach trong MS
Excel dé lap ké hoach tai chinh.

Consulting Group

cash flows, justification and selection criteria.
The Director shall be assisted by the Chief
Accountant during the final review

Financial Planning

Financial planning shall be undertaken as part
of the annual business planning process of the
company.

The planning horizon and the timing of
activities in financial planning shall be
consistent with those of the business planning.

The Chief Accountant shall have the overall
responsibility in financial planning. He shall be
assisted by the Budget Section in the
preparation of financial plans.

The company shall use a MS Excel based
model for its financial planning.
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RA SOAT LAI GIA DICH VU

Muc dich

Muc dich cla viéc ra soat lai gia dich vu la dé
xac dinh xem hoat déng nao (néu co) trong sb
cac hoat dong dé ra trong ké hoach hanh déng
clia ndm trwdc da dwoc thwe hién nham dat
dwoc marc phi can thiét va nang cao hiéu qua
cong tac thu tién; nhan dién cac van dé mai phat
sinh; va giup cho coéng ty hoan tat bao cao voi
Ngan hang Tai Thiét Bic vé viéc tuan tha cac
diéu khodn tai chinh cla khoan vay.

Yéu cau vé viéc lap va dé trinh bao céo tuan thu
céac diéu khoan tai chinh ctia khoan vay 1&n ngan
hang dwoc dé cap dén trong mdt Thod Thuan
riéng cGa Thoa thuan vay tién ky gitva BO Tai
Chinh va Ngan hang Tai Thiét Birc. Trong d6 qui
dinh rd hang ndm méi céng ty quan ly nuwdc thai
phai dam bao:

c6 dugc tdng doanh thu (bao gébm, nhung
khéng gi&i han, viéc diéu chinh co cdu hodc
mirc gia x& ly nwéc thai) khong thdp hon
tbng cla a) chi phi van hanh va bao duéng;
va b) sé tién khau hao clia cac tai san co thoi
gian s dung ngén cuta hé théng cdng ranh,
va cla tram bom/nha may xt&r ly nwéc thai.

trwéc 30 thang 9 hang nam, ra soat lai muc
gia trong ndm d6 va nam tiép theo dwa trén
dw bdo cta cong ty ma ngan hang thay thoa
dang, dé xem liéu cong ty cé dap ng cac
yéu cau dat ra trong doan (i) vé mic gia va
cung cap cho ngan hang két qua ra soat
ngay khi cong tac ra soat két thuc va

néu viéc ra soat chi ra rang cong ty sé khéng
dap ng duoc cac yéu cau dat ra trong doan
(i) vé mic gid cho ndm tai chinh dwoc ra
soat thi cong ty ngay lap tirc phai 1ap mot ké
hoach hanh déng (bao gbm, nhwng khong
gi¢i han, viéc diéu chinh co cu hodc murc
gia x ly nwéc thai) dwgc UBND tinh va
Ngan hang chip nhan nham giup céng ty
dap rng dwoc cac yéu ciu dé, va cong ty
ngay lap tic phai tién hanh cac bién phap
can thiét nham thwc thi ké hoach néi trén
trwdc ngay 1 thang 1 ctia nam tiép theo.

Consulting Group

TARIFF REVIEW

Objectives

The objectives of a tariff review is to determine
what actions, if any, have been taken with
regards the Action Plans recommended in the
previous year to attain sufficient tariff level and
improve collection efficiency; identify new
issues or problems encountered in the course
of the review; and enable the WWCs to
complete their report to the KfW (Bank)
regarding their compliance with the loan’s
financial covenants.

The requirement for the submission of a
compliance report to the Bank on financial
covenants is contained in the Separate
Agreement of the Loan Agreement between
MOF and the KfW. Under that particular
section, each WWC for each fiscal year
undertakes:

e to produce total revenues (including,
without limitation, the adjustments of the
structure or levels of wastewater tariffs),
equivalent to not less than the sum of: a)
its total operation and maintenance
expenses; and b) the amount of
depreciation of short-lived assets of the
combined drains/sewers system and the
pumping stations/wastewater treatment
plants;

e to review, before September 30 in each
year and on the basis of forecasts
prepared by it and satisfactory to the Bank,
whether it would meet the requirements
set forth in subparagraph (i) hereof, in
respect of such year and the next following
fiscal year and furnish to the Bank the
results of such review upon its completion;
and

e if any such review shows that it would not
meet the requirements set forth in
subparagraph (i) hereof for the fiscal years
covered by such review, promptly to
prepare an action plan acceptable to the
municipality concerned and the Bank
(including, without limitation, adjustments
of the structure or levels of its tariffs) in
order to meet such requirements and
promptly take all necessary measures to
implement said plan before January 1 of
the following calendar year.
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Nguyén tac va Phwong phap

Viéc xé} lai gia dich vu sé dwoc thyc hién bdi bd
phéan ké toan..

Viéc xé,t Ia[ gia dich vy sé duwgc j[huc hién héng
nam, bat dau vao thang tam va két thuc vao cuoi
thang chin..

Gia dich vu sé dwoc xét lai dwa trén hai khia
canh quan trong. D6 la:

e murc gia can thiét; va

e hiéu qua cla cong tac thu tién.

Mirc gia can thiét la mirc gia ma téng doanh thu
s& khong thap hon tong clia a) chi phi van hanh
va bao dwdng; va b) so tien khau hao clua cac
tai san co thoi gian stv dung ngan cta hé thong
cong ranh, va clda tram bom/nha may x& ly
nwéce thai.

Phong ké toan sé ra soat lai danh sach cac hoat
dong dé& nghi tién hanh trong ndm truwéc doé
nham tuan thd theo Hiép dinh vay vén véi ngan
hang vé van dé mlc gia can thiét va nang cao
hiéu qua codng tac thu tién. Tiép do, phong ké
toan sé xac dinh tinh thyc hién cac hoat déng do
va ghi chu cac van dé gap phai trong qua trinh
thwe thi cac hoat dong do.

Phong ké toan sé& yéu cau Cong ty cap nwoc
cung cap cac dir lieu can thiet vé lvgng nudc
tiéu thu nhw dé cap tai Bang tinh gia dich vu

Ph(‘)pg ké toan sé ce}p nhat cac dir liéu do Céng
ty cap nwéc cung cap va cac thdng tin khac clia
cong ty vao Bang tinh gia dich vu.

Sau khi da dién day da thong tin vao Bang tinh
gia dich vu, Phong ké toan sé kiém tra xem murc
gia binh quan téi thiéu dé& bu dép dwoc téng chi
phi van hanh bdo dwdng va sb tién khau hao
cla cac tai san co thoi gian st dung ngén 1a cao
hon hay thAp hon mirc m&rc gia binh quan hién
tai. Néu mwrc gia binh quan tdi thiéu cao hon,
diéu d6 co nghia la mirc gia binh quan hién tai 1a
khéng dd dé bu ddp cac chi phi ké& trén va cac
nha 1anh dao cdp cao can thiét phai dwa ra
phwong an dé khac phuc tinh trang nay. Tiép
theo phong ké toan phai xac dinh xem muc gia
hién tai phai tdng lén bao nhiéu dé tuan tha theo
Hiép dinh vay vén v&i ngan hang.

Ké toan trwdng phai bao cao véi Giam dbéc vé
két qua ban dau cla viéc ra soat lai mirc gia
dich vu, chi rd nhitng diém khéng tuan thu theo
Hiép dinh vay vén v&i ngan hang.

Consulting Group

Guidelines and Methodology

The tariff review shall be handled by the
Accounting Section.

The review shall be conducted every year
starting in August and shall be completed
before the end of the following month.

The tariff review shall cover 2

aspects. These are:

important

o review of tariff level sufficiency; and
o review of tariff collection efficiency.

Tariff level sufficiency shall mean that total
revenues shall be equivalent to not less than
the sum of: a) its total operation and
maintenance expenses; and b) the amount of
depreciation of short-lived assets of the
combined drains/sewers system and the
pumping stations/wastewater treatment plants.

The Accounting Section shall review the list of
actions recommended in the previous year to
comply with the Bank’s loan covenants
regarding sufficiency of tariff level and
improvement in collection efficiency. The
Accounting Section shall then determine the
status of those actions and take note of
problems encountered in the implementation of
those actions.

The Accounting Section shall request the WSC
to provide the water consumption data needed
as outlined in the Tariff Calculation Table

The Accounting Section shall completely fill-up
the Tariff Calculation Table based on the data
received above from the WSC and its own
internal sources of information.

After the initial completion of the Tariff
Calculation Table, the Accounting Section shall
determine if the resulting average ftariff to
recover the total operation and maintenance
expenses and depreciation of short-lived
assets is higher or lower than the existing
average tariff level. If the resulting average
tariff is higher, this means that the existing tariff
level is insufficient and needs action from top
management to remedy. The Accounting
Section shall then determine by how much the
existing tariff level shall be increased to comply
with Bank’s Loan covenants.

The Chief Accountant shall notify the Director
about the initial results of the tariff review,
highlighting particularly those that do not
comply with the Bank’s loan covenants.
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Giam dbc triéu tap cudc hop véi Ké toan trwdng
va Truwdng phong kinh doanh dé thao luan vé két
qua ban dau cla viéc ra soat lai mrc gia dich
vu. Cudc hop sé tap trung vao viéc xem xét tinh
tinh thwe hién cac hoat dong dé nghi tién hanh
trong nam trwdc d6, cac van dé gdp phai trong
qua trinh thyc hién va dwa ra danh sach cac
cébng viéc phai lam nham dam bao viéc tuan tha
theo Hiép dinh vay vén véi ngan hang.

Phong ké toan sé& hoan tat Bao céo ra soat gia
dich vu, két qua cudc hop cta lanh dao céng ty
sé dwoc dé cap trong bao cdo nay. Bao céo ra
soat gia dich vu dwoc Ké toan trwdng kiém tra
va duoc phé duyét bdi Giam dbc cong ty va Chi
tich UBND tinh.

Consulting Group

The Director shall call a meeting with the Chief
Accountant and Head of Business Department
to discuss the initial results of the tariff review.
The meeting shall focus in reviewing the status
of last year's recommended actions, problems
encountered in their implementation and
drawing up a new list of actions to address
compliance with the Bank’s loan covenants.

The Accounting Section shall finalize the tariff
review report incorporating the results of the
meeting of top management. The revised tariff
review report shall be reviewed by the Chief
Accountant and finally approved by the Director
and the Chairman of the Peoples Committee.
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(Theo Quyét dinh sé 15/2006/QD-BTC, ngay 20/3/2006 cia Bd Tai Chinh

HE THONG TAI KHOAN KE TOAN DOANH NGHIEP

vv Ban hanh Ché dd ké toan doanh nghiép)
CHART OF ACCOUNTS

(According to Decision No. 15/2006/QB-BTC dated 20th March 2006

on promulgating system of accounts)

S6 | SOHIEU TK
CODE
TT | Ccap1 | Cap 2 | TEN TAI KHOAN ACCOUNTS NAME GHI CHU
REMARK
1 2 3 4 5 6
LOAITK 1 CLASS 1
TAI SAN NGAN HAN SHORT-TERM ASSET
01 | 1M1 Tién mat Cash in Hand
1111 Tién Viét Nam Vietnamese Dong
1112 | Ngoai té Foreign Currency
1113 | Vang, bac, kim khi quy, da quy Gold, precious metals, gemstone
02 | 112 Tién gri Ngan hang Cash in Bank Chi tiét theo tirng
1121 | Tién Viét Nam Vietnamese Dong n/hang
1122 | Ngoai t& Foreign Currency (Dotaroa s ot
1123 | Vang, bac, kim khi quy, da quy Gold, precious metals, gemstone
03 | 113 Tién dang chuyén Cash in Transfer
1131 Tién Viét Nam Vietnamese Dong
1132 | Ngoai té Foreign Currency
04 | 121 Dau tw chirng khoan ngan han Short — Term Stock Investment
1211 | C6 phiéu Stocks
1212 | Tréi phiéu, tin phiéu, ky phiéu Securities, bonds, share
05 | 128 Dau tw ngan han khac Other Short — Term Investment
1281 | Tién gi c6 ky han Cash in bank term of perious
1288 | DAu tw ngén han khac Other Short — Term Investment
06 | 129 Dw phong giam gia dau tw ng/han Provision for Short — term Investment
07 | 13 Phai thu ctia khach hang Receiveable from Customer Chi tiét theo déi
1311 | Cép nwéc Piped Water tuong (Detailed as
1312 | Thoat nwéc Wastewater and Drainage each customer)
1313 | Xay dwng Construction
08 | 133 Thué GTGT dweoc khiu triv Deductible VAT
1331 | Thué GTGT dwoc khéau trir ciia hang VAT of goods and services
hoda, dich vu
1332 | Thué GTGT duoc khau trir cia TSCD | VAT of fixed asset
09 | 136 Phai thu ndi bo Internal Receivable
1361 | Vén kinh doanh & céac dvi truc thudc Working capital in sub-division
1368 | Phai thu ndi bo khac Other Internal Receivables
10 | 138 Phai thu khac Other receivables
1381 | Tai san thiéu chd x@ ly Pending Loss Property
1385 | Phai thu vé c6 phan hoa Equitize Receivable
1388 | Phai thu khac Other Receivables
11 139 Dw phong phai thu kho doi Provision for Bad Debt
12 | 1M Tam trng Advances Chi tiét theo doi
twong (Detailed as
i each customer)
13 | 142 Chi phi tra trwéc ngan han Short-term advance payment
14 | 144 Cam c6, ky quy, ky cworc ngén han Mortage
15| 151 Hang mua dang di dwong Goods in Transit
16 | 152 Nguyén liéu, vat liéu Raw material Chitiét theo yic
quan ly (Detailed
as mgt
requirement)
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S6 | SOHIEU TK
CODE
TT | cap1 | Cap 2 | TEN TAI KHOAN ACCOUNTS NAME GHI CHU
REMARK
1 2 3 4 5 6
17 | 153 Cong cu, dung cu Tools
18 | 154 Chi phi sx, kinh doanh dé dang Work in Process
1541 | Cap nwédc Piped Water
1542 | Thoat nwéc Wastewater and Drainage
1543 | Xay dwng Construction
19 | 155 Thanh pham Finished Production
20 | 156 Hang hoéa Goods
1561 Gia mua hang hoa Buying Price
1562 | Chi phi thu mua hang héa Collection Expense
1567 | Hang hoa bat dong san Fixed Assets
21 157 Hang gwri di ban Goods Deposited in Agents
22 | 158 Hang hoa kho bao thué Goods at Custom's Warehouse Pon vi cd XNK
duoc lap kho bao
thué (for Im-and
. Export Interprises)
23 | 159 Dw phong giam gia hang ton kho Provision on Devaluation of Goods
24 | 161 Chi sw nghiép Expense for Non-productive Activities
1611 Chi sy nghiép nam trwéc Previous Year
1612 | Chi sy nghiép nam nay This Year
LOAI TK 2 CLASS 2
TAI SAN DAI HAN LONG-TERM ASSETS
25 211 Tai san c6 dinh hiru hinh Tangible Fixed Assets
2111 | Nha ctra, vat kién tric House, building
2112 | May mdc, thiét bj Machinery, equipments
2113 | Phuwong tién van tai, truyén dan Vehicle and Transmission
2114 | Thiét bi, dung cu quan ly Equipment, Management Equipment
2115 | Cay lau nam, suc vat lam viéc va cho Long-use Tree, Animals
san pham
2118 | TSCP khac Others Fixed Assets
26 | 212 Tai san c¢6 dinh thué tai chinh Finance Lease Fixed Assets
27 | 213 Tai san c¢6 dinh vé hinh Intangible Fixed Assets
2131 | Quyén s dung dét Land Using Right
2132 | Quyén phat hanh Publishing Right
2133 | Ban quyén, bang sang ché Copyright, Patents
2134 | Nhan hiéu hang hoa Trade Mark
2135 | Phan mém may vi tinh Software
2136 | Gidy phép va gidy phép nhwong quyén | License
2138 | TSCD vb hinh khac Other Intangible Fixed Assets
28 | 214 Hao moén tai san cé dinh Depreciation of Fixed assets
2141 Hao mon TSCD hiru hinh Of Tangible Fixed Assets
2142 | Hao mon TSCP thué tai chinh Of Finance Lease Assets
2143 | Hao mon TSCD v6 hinh Of Intangible Fixed Asset
2147 | Hao mon bét déng san dau tw Of Investment Assets
29 | 217 Bat dong san dau tw Investment Assets
30 | 221 DAu tw vao céng ty con Investment in Subordinate Company
31 222 Vén gop lién doanh Investment in Joint-Venture
32 | 223 Dau tw vao coéng ty lién két Investment in Associate Company
33 | 228 Dau tw dai han khac Other Long-term Investment
2281 | Cb phiéu Bond
2282 | Trai phiéu Securities
2288 | Pau tw dai han khac Other Long-term Investment
34 | 229 Dw phong giam gia dau tw dai han Provision for Long-term Investment
35| 241 Xay dwng co’ ban dé dang Value of construction in process
2411 Mua sam TSCP Purchasing Fixed Assets
2412 | Xay dwng co ban Construction in Process
2413 | Stra chira I&n TSCD Major Repair of Fixed Assets
36 242 Chi phi tra trwérc dai han Long term-Prepaid expenses
37 | 243 Tai san thué thu nhap hoan lai Income Tax delay
38 | 244 Ky quy, ky cwoc dai han Long-term Mortage
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S6 | SOHIEU TK
CODE
TT | cap1 | Cap 2 | TEN TAI KHOAN ACCOUNTS NAME GHI CHU
REMARK
1 2 3 4 5 6
LOAITK 3 CLASS 3
NO PHAI TRA LIABILITIES
39 | 311 Vay ngéan han Short-term borrowings
40 | 315 No dai han dén han tra Due Date Long-term borrowings
41 | 331 Phai trd cho ngwoi ban Payables to seller Chi tiét theo ddi
twong (Detailed as
< each seller)
42 | 333 Thué va cac khoan phai nop NN Taxes and obligations to state budget
3331 | Thué gia tri gia tang phai nop Payable value added tax
33311 | Thué GTGT daura Payable Output VAT
33312 | Thué GTGT hang nhap khau Payable VAT of Imported Goods
3332 | Thué tiéu thu dac biét Special Consumption Tax
3333 | Thué xuét, nhap khau Import and Export Tax
3334 | Thué thu nhap doanh nghiép Corporate Income Tax
3335 | Thué thu nhap ca nhan Personal Income Tax
3336 | Thué tai nguyén Natural Resource Tax
3337 | Thué nha dat, tién thué déat Land Using Right Tax, Land lease
3338 | Cac loai thué khac Others Taxs
3339 | Phi, Ié phi va cac khoan phai nép khac | Fee and Other Payables
43 | 334 Phai tra ngweoi lao dong Payable to Employees
3341 Phai tra cong nhan vién to Employees in company
3348 | Phai tra nguwoi lao dong khac to Employees out of company
44 | 335 Chi phi phai tra Payable Expense
45 | 336 Phai tra noi bo Internal Payable
46 | 337 Thanh toan theo tién dé ké hoach Payment Made According to tI?]N xhéy l3p (r:]é
3 A anh toan theo
hop dong xay dyng Contract tién do ké hoach
(Construction
Enterprises pay
acc.to contract)
47 | 338 Phai tra, phai nop khac Other payables
3381 | Tai san thiva cho giai quyét Asset Surplus in Suspense
3382 | Kinh phi cong doan Trade Union fees
3383 | Bao hiém xa hoi Social insurance
3384 | Baohiémyté Medical Insurance
3385 | Phaitra vé cb phan hoa Payable for stocks
3386 | Nhan ky quy, ky cwoc ngan han Short-term Mortage
3387 | Doanh thu chwa thyc hién Revenue Received in Advance
3388 | Phai tra, phai nép khac Other payables
48 | 341 Vay dai han Long Term Borrowings
49 | 342 No dai han Long- Term Debt
50 | 343 Trai phiéu phat hanh Securities
3431 Ménh gia trai phiéu Bonds price
3432 | Chiét khéu trai phiéu Bonds depreciation
3433 | Phu troi trai phiéu Additional Bonds
51 | 344 Nhan ky quy, ky cwoc dai han Long-term Mortage
52 | 347 Thué thu nhap hoan lai phai tra Payable for Income Tax delay
53 | 351 Quy dw phong tro’ cap mét viéc lam Unemployment Reserved Fund
54 | 352 Dw phong phai tra Payable Reserved Fund
LOAITK 4 CLASS 4
VON CHU SG HOrU OWNER'S EQUITY
55 | 411 Nguén vén kinh doanh Working Capital
4111 | Von dau tw cta cha s& hiru Investment funds of the Owner
4112 | Thang dw vén cb phan Arising from stock capital C.ty cb phan (Joint
A Stock Company)
4118 | VOn khac Other Capital
56 | 412 Chénh léch danh gia lai tai san Different arising from asset reevalution
57 | 413 Chénh léch ty gia héi doai Different in Exchange Rate
4131 Chénh léch ty gia hbi doai danh gia lai Different in Exchange Rate reevaluate at
cudi nam tai chinh the end of Fiscal Year
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S6 | SOHIEU TK
CODE
TT | cap1 | Cap 2 | TEN TAI KHOAN ACCOUNTS NAME GHI CHU
REMARK
1 2 3 4 5 6
4132 | Chénh l&ch ty gia hbi doai trong giai Different in Exchange Rate in the
doan dau tw XDCB investment process for construction
58 | 414 Quy dau tw phat trién Development Investment Fund
59 | 415 Quy dw phong tai chinh Financial reserved fund
60 | 418 Cac quy khac thudc von chia s& hiru | Other Funds belong to the Owner’s
Equit
61 419 C6 phiéu quy Sgcur)qties Fund C.ty cb phan (Joint
; Stock Company)
62 | 421 Loii nhuan chwa phan phoi Undistributed Profit
4211 Loi nhuan chwa phan phéi nam trwéc Last year
4212 | Loi nhuan chwa phan phéi nam nay This year
63 | 431 Quy khen thwéng, phuc loi Welfare and reward fund
4311 | Quy khen thwéng Reward Fund
4312 | Quy phuc lgi Welfare Funds
4313 | Quy phuc lgi da hinh thanh TSCD Welfare Funds in Fixed Asset Form
64 | 441 Nguén vén dau tw xay dwng co ban Fund available for Investment in Ap dung cho
Construction DNNN (apply for
state own
. enterprises)
65 | 461 Nguon kinh phi sw nghiép Expences Fund for Non-productive Diing cho cac cong
Activities ty, TCty c6 nguon
4611 | Nguén kinh phi sw nghiép nam truéc Last year Kinh phi
4612 | Nguén kinh phi sy nghiép ndm nay This year
66 | 466 Ngudn kinh phi da hinh thanh TSCD Expences Fund in Fixed Asset Form
LOAITK 5 CLASS 5
DOANH THU REVENUE
67 | 511 Doanh thu ban hang va cung cap Revenue From Sale of Goods and
dich vu Finished Products
5111 Doanh thu ban hang hoa Revenue From Selling Goods
5112 | Doanh thu ban céc thanh phadm Revenue From Selling Finished Products Chi fiét theo Iyéu
cau quan
(Detailgd as rzigt
) requirement)
5113 | Doanh thu cung cap dich vu Revenue From Providing Services
51131 | Thoat nuéce Wastewater & Drainage
5114 | Doanh thu tro cép, tro gia Subsidy from Goverment
51141 | Cép nuéc Piped Water
51142 | Thoat nwéc Wastewater & Drainage
5117 | Doanh thu kinh doanh BDS dau tw Revenue From Investment in Fixed
68 | 512 Doanh thu ban hang ndi bo Internal Revenue Ap dung khi c¢6 ban
5121 | Doanh thu ban hang hoéa Revenue From Selling Goods hang ndi b (apply
5122 | Doanh thu ban cac thanh phdm Revenue From Selling Finished Products when ;(taél;zgl)goods
5123 | Doanh thu cung cép dich vu Revenue From Providing Services
69 | 515 Doanh thu hoat dong tai chinh Revenue from financial activities
70 | 521 Chiét khau thwong mai Trade Discount
71 531 Hang ban bij tra lai Return of Goods Sold
72 | 532 Giam gia hang ban Devaluation of Goods Sold
LOAI TK 6 CLASSE 6
CHI PHi SAN XUAT, KINH DOANH EXPENSE FOR BUSINESS AND
PRODUCTION
73 | 611 Mua hang Purchasing Ap dung phwong
6111 | Mua nguyén liéu, vat liéu Materials kp‘h?ghkiz?a;(gggm
6112 | Mua hang hoa Goods y N{emod)
74 | 621 Chi phi nguyén liéu, vat liéu trwc tiép | Direct material expense
75 | 622 Chi phi nhan céng truc tiép Direct Labour Expense
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S6 | SOHIEU TK
CODE
TT | cap1 | Cap 2 | TEN TAI KHOAN ACCOUNTS NAME GHI CHU
REMARK
1 2 3 4 5 6
6221 Cép nuwéc Piped Water
6222 | Thoat nwéc Wastewater & Drainage
6223 | Xay dwng Construction
76 | 623 Chi phi stir dung may thi cong Expense of Using Machinery Ap dung cho don vi
xay lap (apply for
construction co.)
6231 Chi phi nhan céng Salary & Wages
6232 | Chi phi vat liéu Materials
6233 | Chi phi dung cu s&n xuét Tools
6234 | Chi phi khdu hao may thi cong Depreciation
6237 | Chi phi dich vu mua ngoai Services
6238 | Chi phi bang tién khac Other Expenditure in Cash
77 | 627 Chi phi san xuét chung Factory Overhead Expense
Cost of Good Sold
6271 | Chi phi nhan vién phan xwéng Salary & Wages
62711 | Cép nuwéc Piped Water
62712 | Thoat nwéce Wastewater & Drainage
62713 | Xay dwng Construction
6272 | Chi phi vat liéu Materials
62721 | Cép nuwoc Piped Water
62722 | Thoat nuwdc Wastewater & Drainage
62723 | Xay dwng Construction
6273 | Chi phi dung cu san xuét Tools
62731 | Cap nuwoc Piped Water
62732 | Thoat nwéce Wastewater & Drainage
62733 | Xay dwng Construction
6274 | Chi phi khiu hao TSCD Depreciation
62741 | Cép nuwoc Piped Water
62742 | Thoat nuwéc Wastewater & Drainage
62743 | Xay dwng Construction
6277 | Chi phi dich vu mua ngoai Services
62771 | Cép nuoc Piped Water
62772 | Thoat nuwéc Wastewater & Drainage
62773 | Xay dung Construction
6278 | Chi phi bang tién khac Other Expenditure in Cash
62781 | Cép nuwoc Piped Water
62782 | Thoat nwéce Wastewater & Drainage
62783 | Xay dwng Construction
78 | 631 Gia thanh san xuat Manufacturing Cost PP.KKké dinh ky
(Physical Count
i Method)
79 | 632 Gia von hang ban Cost of Goods sold
6321 | Cép nuwéc Piped Water
6322 | Thoat nwéc Wastewater & Drainage
6323 | Xay duwng Construction
80 | 635 Chi phi tai chinh Financial Activities Expenses
81 641 Chi phi ban hang Selling Expenses
6411 Chi phi nhan vién Salary & Wages
6412 | Chi phi vat liéu, bao bi Material & Packing
6413 | Chi phi dung cu, d dung Tools
6414 | Chi phi khau hao TSCD Depreciation of fixed asset
6415 | Chi phi bdo hanh Guarantee
6417 | Chi phi dich vu mua ngoai Services
6418 | Chi phi bang tién khac Other Expenditure in Cash
82 | 642 Chi phi quan ly doanh nghiép Over Head Administration Expense
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S6 | SOHIEU TK
] CODE
TT | Cap1 | Cap2 | TEN TAI KHOAN ACCOUNTS NAME GHI CHU
REMARK
1 2 3 4 5 6
6421 Chi phi nhan vién quan ly Salary & Wages
6422 | Chi phi vét liéu quan ly Material
6423 | Chi phi do dung van phong Stationary
6424 | Chi phi khau hao TSCD Depreciation of fixed asset
6425 Thué, phi va lé phi Tax, Fee
6426 | Chi phi dw phong Provision
6427 | Chi phi diph vu mua ngoai Services
6428 | Chi phi bang tién khac Other Expenditure in Cash
LOAITK 7 CLASS 7
THU NHAP KHAC OTHER INCOMES
83 | 71 Thu nhap khac Other incomes Chi tiét theo hoat
dong (Detailed as
activities)
LOAITK 8 CLASS 8
CHI PHI KHAC OTHER EXPENDITURES
84 | 811 Chi phi khac Other expenditures Chi tiét theo hoat
dong (Detailed as
; activities)
85 | 821 Chi phi thué thu nhap doanh nghi¢p | Expenditure for Corporate Income Tax
8211 Chi phi thué TNDN hién hanh Current Expenditure for Corporate Income
Tax
8212 | Chi phi thué TNDN hoan lai Expenditure for delayed Corporate
Income Tax
i LOAITK 9 CLASS 9
XAC DINH KET QUA KINH DOANH EVALUATION OF BUSINESS RESULT
86 | 911 Xac dinh két qua kinh doanh Evaluation of Business Result
. LpAI TKO0 CLASSO
TAI KHOAN NGOAI BANG EXTRA ACCOUNTS
001 Tai san thué ngoai External leases
002 Vat tw, hang héa nhan giir ho, nhan Raw Materials and goods entrusted for Chi tiét theo yéu
ia co keeping and pro i cau quan ly
gla cong ping processing (Detailed as
management
requirement)
003 Hang héa nhan ban ho, nhan ky gtri, | goods entrusted for sale and deposit
ky cwoc
004 No kho doi da xir ly Settled bad loans
007 Ngoai té cac loai Forreign Currencies
008 Dw toan chi sw nghiép, dw an Expences Plan for Non-productive
Activities, Projects
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APPENDIX B
CUSTOMER ACCOUNTS MANAGEMENT

Customers | | Cash Receipts

Applications for Service

Customers' Records

Customers' Bills

Cashiers' Stubs

Journal Controls |

Summary of Billed Revenues
Summary of Cash Records

v

| General Journal |

v

| General Ledger ]----- .

> Revenue Ledger | — ‘

Customers' Accounts
Receivable Ledger

A\ 4
[
1
1
|
L

_________ Relationship between controlling accounts and subsidiary ledger accounts
Document flow



PHU LUC B

QUAN LY ¢ONG NG KHACH HANG

Khdch hang

Phiéu thu

Don dé nghi cung cap dich vu
Cdc ghi chép vé khdch hang

Hod don

Journal Controls
Téng hop doanh thu theo hod don

Cubng phiéu thu (phiéu thu lién luu)

Téng hop thu tién

v

S6 nhat ky chung

v

S6 cdi

S cdi doanh thu

\ 4

S6 chi tiét phai thu tir khdch hang|_____ J

Méi quan h¢ giita s6 cdi va s6 chi tiét
Qui trinh ludn chuyén chang tir
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APPENDIX C
CASH MANAGEMENT

Customers All Cash Payments Creditors
- Employees
All Cash Sources ploy
- Vendors

- Fees Collected

) - Governments
- Miscellaneous .

- Miscellaneous
Bank
Billing

Records and

Records of Cash Records of Cash

Bank Statements

Voucher Records

) Receipts Payments .
Summaries and Summaries
| General Journal |
| General Ledger |
Accounts Receivable Accounts Payable
(Ledgers) (Vouchers)
Legend

Relationship between controlling accounts and subsidiary ledger accounts
Posting of debit and credit entries




PHU LUC C
QUAN LY TIEN MAT

Khdch hang

Tit ca cdc khoan thu
- Phi thu duoc
- Khdc

Ngén hang

TAt ca cdc khoan chi

- Ngudi lao dong
- Nguoi bdn hang
- Chinh phu
- Khac

Chu no

Ghi s6 va tong
hop hod don

Cap nhat cdc phiéu thu

Sé phu ngdn hang

Cap nhat cdc phiéu chi

Ghi sb va tong
hop ching tir

\

Ghi cha:

Tai khoan phai thu
(S6 chi tiét)

| S6 nhat ky chung |

| S6 céi |

Mai quan h¢ giita s6 cdi va s6 chi tiét
Qui trinh ludn chuyén chang tir

“Tai khoan phai tra
(Ching 1)
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APPENDIX D

INVENTORY MANAGEMENT
Materials Materials Estimates and Bases Stores
. . Overhead
Receipts Issues for Clearing
. Cost Records
Summaries By Classes Summaries By Accounts and
of Materials > Work Orders
|
v
> J oir'nal e
| General Ledger |

Materials and Construction Work in Operating Expense Clearing
i Accounts
Supplies Ledgers Progress Ledgers Ledgers
Ledgers
Legend

_________ Relationship between controlling accounts and subsidiary ledger accounts
Document flow



PHU LUC D
QUANLY VAT TU

. Py . Chi phi gidn
o o . Uoc tinh va cdc co s¢ B -,
Phicu nhap kho vat tu Phiéu xuat kho vat tu han b tiép- chi phi
[¢]
P quin 1§ kho
Téng hop theo loai vat Téng hop theo tdi khoan va
tu > Yéu cau bao dudng
|
v
> S6 niua‘r ky e
| S6 cdi |

v ,——"// ¢ i : ¢ \\\*\ 1

S chi\ﬁé‘r va‘r'hr vd Sé chi Tiéf ?<6y dung S6 chi tiét chi phi Tai kho.ém
nha cung cap co ban do dang trung gian

Ghi chd:
_________ Méi quan hé giita s6 cdi va sb chi tiét
Qui trinh lu@n chuyén ching tur
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APPENDIX E

PROPERTY MANAGEMENT

Labor Costs

Material Costs

Equipment Costs

Sundry Creditors

Indirect Costs

Time Sheets
Reports

Material Requisitions and
Credits

Time Usage Reports

Audited Invoices

Estimates and
Other Bases for
Clearing

Records of Labor,
Materials, and Other
Indirect Costs

v

v

y

v

A

Summaries by Work Orders

v

Voucher Register

—’| General Journal

\ 4

Summaries of Indirect

v

Costs

v

General Ledger

-

2
-

Construction Work in Progress |

WORK ORDER LEDGERS

Ref.

Labor

v

Materials | Transp.

v

v

Indirect
Costs

Sundries Totals

Cost Analysis
Records

v

\4

Field
Inventories

\4

Clearing Accounts Ledger

Property Ledger Cards

Relationship between controlling accounts and subsidiary ledger accounts
Document flow




PHU LUCE

QUAN LY TAT SAN

Chi phi nhan cong

Chi phi Vat licu

Chi phi mdy thi cdng

Cdc nha cung cip
nho [¢

Chi phi gidn tiép

Bang cham c6ng

Phiéu xuit kho and credits

Bdo cdo thoi gian sir dung
thiét bi, tai san

Uoc tinh va
cdc co sé phdan
bé

Hod don

Chi phi vat liéu, nhan
cbng va cdc chi phi gidn
tiép khdc

!

v

v

v

A

Téng hop theo yéu ciu bio dudng

v

Badng ky chiing tir

A 4

Téng hop chi phi gidn

—

Sé nhat ky chung

\4

tiép

v

S cdi

\4

Xdy dung co ban do dang

Tai khoan trung gian

SO CHI TIET _CHI TIET THEO YEU CAU BAO DUGNG

Tham
chiéu

Nhan
cdng

v

] Van
Vat liéu .
chuyén

v

v

Chi phi
khdc

v

Chi phi

o Cong
gian tiép

Phan tich chi
phi

Mdi quan hé gitia s6 cdi va sb chi tiét
Qui trinh ludn chuyén chiing tir

\4

tirng cdng viéc

Ton kho vat lieu

S6 chi tiét tai san
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APPENDIX F
PAYROLL MANAGEMENT

Cash Payments to
Employees

Employment Advice
Payroll Authorization

Rate Additions and Deductions

Time Reports

Estimates and Other
Bases for Clearing

Records of
Indirect Labor
Costs

Cash
Disbursements
Records

_|

Payrolls

Voucher Register

|7

Summaries by
Accounts and
Work Orders

A 4

4

v

Employees

\ 4

General Journal

v

General Ledger

\ 4

Clearing Accounts
Ledger

Other Subsidiary
Ledgers

1
1
1
|
|
| ~
|
1
1
1

Construction Work in
Progress Ledgers

Operating Expense
Ledgers

Relationship between controlling accounts and subsidiary ledger accounts
Document flow




PHU LUC F
QUAN LY TIEN LUONG

Thanh todn tién cho
CBCNV

Chung tir chi

Gidy bdo tring tuyén
Gidy chap nhan tra luong

tro
Bang chim céng

Cdc khoan tra thém va cdc khoan khiu

Uéc tinh va cdc co so
phdn bo

Chi phi nhan céng
gidn tiép

_| Bang luong

| Déng ky chuing tu

|7

yéu cau bao dudng.

Tong hop theo tdi khion va

v

\ 4

S6 nhat ky chung

A4

_| S0 chi tiét phai
tra CBCNV

v

Sdedi 0 deoooo o

Ghi cha:

A\ 4

Tai khoan trung
gian

A 4

Céc sb chi tiét tai
khoan

Mdi quan hé¢ giita s6 cdi va s6 chi tiét
Qui trinh ludn chuyén chang tir

T
1
1
1
1
| ~
|
]
1
1
1

Sé chi tiét xdy dung co ban
do dang

Chi tiét chi phi
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PHU LUC G:
Bang tinh phi dich vu

CHU THICH BOI VOI MO HINH TINH PHi
NUOC THAI

1. Md hinh tai chinh dung dé tinh phi nwéc
thai cho 3 mirc trang trai chi phi:

a. Toan b phi Van hanh & Bao dudng

b. Toan bd phi VH & BD va chi thém khau
hao thiét bi co khi & dién tor

c. Toan bd phi VH & BD va toan bd khau
hao

2. Chi tiét chi phi VH & BD dwgc phan loai
theo hé thong phan loai tai khoan ké toan
Viét nam dé dé thu thap thong tin.

3. O danh d4u mau vang chi thi phai nhap
di¥ liéu vao.

4. Phi nwéc thai cho mirc trang trai chi phi
duoc tinh tw ddng sau khi nhap di liéu yéu
cau.

Consulting Group

APPENDIX G:
Tariff Calculation Table

NOTES FOR THE WASTEWATER TARIFF
CALCULATION MODEL

1. The financial model calculates the
wastewater tariff for 3 levels of cost
recovery:

a. full O&M cost

b. full O&M cost plus Depreciation of
Mechanical and Electrical Equipment only

c. full O&M cost plus full Depreciation

2. The O&M cost details are classified
according to the Vietnamese Accounting
System classification of accounts for ease of
data retrieval.

3. The cells highlighted in YELLOW color
require DATA to be INPUTTED.

4. The wastewater tariff for each level of
cost recovery is automatically calculated
after input of the required data.



CAC GHI CHU VE MO HINH TiNH PHI NUOC THAI

1. M6 hinh nay tinh phi nwéc thai cho ba mirc dd bu dép chi phi
a. chi bu dap chi phi van hanh bao duéng
b. bu dép chi phi van hanh bao dwéng va khau hao cla céc thiét bj dién, co khi.
c. bu dap chi phi van hanh bao dwéng va toan bd khau hao.

2. Chi tiét cGa chi phi van hanh va bao dwéng dwoc phan loai theo tai khodn trong hé thdng ké toan Viét Nam,
tao diéu kién dé& dang cho viéc chiét xuét dir liéu.

3. Nhitng & dwoc danh dau VANG la nhivng 6 dé CAP NHAT DU LIEU.

4. Phi nwéc thai dwoc tinh tw dong sau khi nhap di liéu, va chi tiét theo ba mirc d6 bu dap chi phi.



BANG TiNH GIA DICH VU NUO'C THAI

Di liéu dau vao

Thwe té Ké hoach Dw tinh
Muc Cong thirc 2004 2005 2006 2007 2008 2009 2010
1 |A. Luging nwéc san xuat va tiéu thu
2 Cong suét thiét ké clia nha may nuwéc (m®/ngay dém)
3 Cong suét van hanh thyc t& cia nha may nwéc (%)
4 S& ngay van hanh trong nam
5 Khéi lwgng nwéc san xuét (m*/nam) [7*8*9] 0 0
6 Ty 1& that thoat (%)
7 Khéi lwgng nwéc ban ra (m®/n&m) [10-(10*11)] 0 0
8 |B. Chi phi van hanh va bao dwéng- xtv ly nwée thai
9 |I. Nguyén vat ligu trwc tiép (VND/nam)
10 |Il. Nhan céng tryc tiép
11 i. Hé thbng thu gom
12 S& lwgng nhan vién
13 Thu nhéap binh quan -lwong va thwdng (VND/nam)
14 Nhan céng truc tiép - hé thdng thu gom (VND/ndm) [17*18] 0 0
15 ii. Tram bom
16 S& lwgng nhan vién
17 Thu nhéap binh quan -lwong va thwdng (VND/nam)
18 Nhan céng truc tiép - Tram bom (VND/nam) [21*22] 0 0
19 iii. Nha may xtr ly nuére thai
20 S& lwgng nhan vién
21 Thu nhéap binh quan -lwong va thwdng (VND/nam)
22 Nhén céng truc tiép - Nha may xt ly nudc thai (VND/nam) [25*26 ] 0 0
23| Téng chi phi nhan céng trwc tiép (VND/nam) [ 19+23+27 ]
24 |Ill. Chi phi quan ly phan xwéng
25 a. Chi phi nhan cong
26 S& lwgng nhan vién
27 Thu nhéap binh quan -lwong va thwdng (VND/nam)
28 Chi phi nhén vién quan ly phdn xwdng (VND/nam) [31*32] 0 0
29 b. Chi phi vat liéu (VND/nam)
30 c. Chi phi dién
31 i. Tram bom
32 Lwong dién tiéu thu (kWh/ngay)
33 Gia dién binh quan (VND/kWh)
34 S4 ngay van hanh trong ndm
35 Chi phi tién dién - tram bom (VND/n&m) [37*38*39] 0 0
36 ii. Nha may xw ly nwéc thai
37 Lwong dién tiéu thu (kWh/ngay)
38 Gia dién binh quan (VND/kWh)
39 S4 ngay van hanh trong ndm
40 Chi phi tién dién - nha méy xd ly nuéc théi (VND/ndm) [42*43*44 ] 0 0
41 Tdng chi phi tién dién (VND/nam) [40+45] 0 0
42 d. Chi phi bao dwdng
43 i. Hé thbng thu gom
44 Nha xwédng (VND/nam)
45 Thiét bj (VND/nam)
| 46 | Chi phi bdo duéng - Hé thdng thu gom (VND/ndm) [49+50] 0 0
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47 ii. Tram bom

48 Nha xwédng (VND/nam)

49 Thiét bj (VND/nam)

50 Chi phi béo dwdng - Tram bom (VND/nam) [53+54 ] 0 0 0 0

51 iii. Nha may xtr ly nuére thai

52 Nha xwédng (VND/nam)

53 Thiét bj (VND/nam)

54 Chi phi bdo dudng - Nha may x& ly nwdc thai (VND/nam) [57+58 ] 0 0 0 0

55 Téng chi phi bao dwéng (VND/nam) [ 51+55+59 | 0 0 0 0

56 e. Chi phi khac- chi phi quan ly phan xwéng (VND/nam)

57 Tdng cdng chi phi quan ly phan xwéng (VND/nam) [ 33+34+46+60+61 ] 0 0 0 0

58 |IV. Chi phi quan ly doanh nghiép

59 a. Chi phi nhan vién quan ly

60 S& lwgng nhan vién

61 Thu nhéap binh quan -lwong va thwédng (VND/nam)

62 Chi phi nhén vién quan ly (VND/ndm) [65%66 ] 0 0 0 0

63 b. Chi phi vat liéu quan ly (VND/nam)

64 c. Chi phi tién dién (VND/nam)

65 d. Chi phi bao dw&dng (VND/nam)

66 e. Cac chi phi hanh chinh khac

67 Tdng cdng chi phi quan ly doanh nghiép (VND/nim) [ 67+68+69+70+71 ] 0 0 0 0

68| Téng chi phi van hanh va bao dwéng- xt ly nwéc thai [ 14+28+62+72 ] 0 0 0 0

69 |C.Chi phi KHTSCD - xtr ly nwére thai

70 i. Hé thbng thu gom

71 Nguyén gia

72 Nha xwéng (VND)

73 Thiét bi (VND)

74 Thoi gian st dung

75 Nha xwédng (nam)

76 Thiét bi (nam)

77 Khéu hao

78 Nha xwdng (VND/nam) [77/80] 0 0 0 0

79 Thiét bj (VND/nam) [78/81] 0 0 0 0 0

80 Chi phi KHTSCD - Hé théng thu gom (VND/n&m) [83+84] 0 0 0 0

81 ii. Tram bom

82 Nguyén gia

83 Nha xwéng (VND)

84 Thiét bi (VND)

85 Thoi gian st dung

86 Nha xwédng (ndm)

87 Thiét bi (nam)

88 Khéu hao

89 Nha xwéng (VND/nam) [88/91] 0 0 0 0

90 Thiét bj (VND/nam) [89/92] 0 0 0 0 0

91 Chi phi KHTSCD - Tram bom (VND/nam) [94+95] 0 0 0 0
[ 92 | iii. Nha may xtr ly nuéce thai
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93 Nguyén gia
94 Nha xwéng (VND)
95 Thiét bi (VND)
96 Thoi gian st dung
97 Nha xwédng (nam)
98 Thiét bi (nam)
99 Khéu hao
100 Nha xwéng (VND/nam) [99/102]
101 Thiét bj (VND/nam) [100/103 ] 0 0 0
102 Chi phi KHTSCD - Nha may xtr ly nwoc thai (VND/nam) [105+106 ]
103] iv. Tai sén dung trong quan ly
104 Nguyén gia
105 Nha xuwéng (VND)
106 Thiét bi (VND)
107 Thoi gian st dung
108 Nha xwédng (nam)
109 Thiét bi (nam)
110 Khéu hao
111 Nha xwéng (VND/nam) [110/113] 0 0 0 0 0
112 Thiét bj (VND/nam) [111/114] 0 0 0 0 0
113 Chi phi KHTSCBD - Tai san dung trong quan ly (VND/ndm) [116+117 ] 0 0 0 0 0
114] Téng chi phi KHTSCPD - Nha xwéng [83+94+105+116 | 0 0 0 0 0
115] Téng chi phi KHTSCD - Thiét bi [ 84+95+106+117 | 0 0 0 0 0
116] Téng chi phi KHTSCD - Nha xwéng + Thiét bi [119+120] 0 0 0 0 0
117
118 Gia dich vu nwéc thai (VND / m®)
119
120a. Chi bu dép chi phi van hanh va bao duéng [73/12] 0 0
121]b. Chi bt Gap chi phi van hanh va bao duéng + KH thiét bi co dién [(73+120)/12] 0 0 0 0 0
122|c. Bu dap chi phi van hanh va bao dwéng + toan bd chi phi KH [(73+121)112] 0 0 0 0 0
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NOTES FOR THE WASTEWATER TARIFF CALCULATION MODEL

1. The financial model calculates the wastewater tariff for 3 levels of cost recovery:
a. full O&M cost
b. full O&M cost plus Depreciation of Mechanical and Electrical Equipment only
c. full O&M cost plus full Depreciation

2. The O&M cost details are classified according to the Viethamese Accounting
System classification of accounts for ease of data retrieval.

3. The cells highlighted in YELLOW color require DATA to be INPUTTED.

4. The wastewater tariff for each level of cost recovery is automatically calculated
after input of the required data.



WASTEWATER TARIFF CALCULATION

Input Data
Actual Budget FORECAST
Iltem Formula 2004 2005 2006 2007 2008 2009 2010
1|A. Water Production and Consumption
2|  WTP daily design capacity (m*/day)
3| WTP capacity utilization (%)
4 Number of days in operation for the year
5|  Water production (m®/year) [7*8*9 ]
6] Water loss (%)
7|  water consumption (m>/year) [10 - (10*11) ]
8|B. Wastewater O&M Cost
9|l. Direct Materials Cost (VND/year)
10|1l. Direct Labor Cost
11 i. Collector System
12 Number of employees
13 Average salary and benefits (VND/year)
14 Direct Labor Cost - Collector System (VND/year) [17*18]
15 ii. Pumping Station
16 Number of employees
17 Average salary and benefits (VND/year)
18 Direct Labor Cost - Pumping Station (VND/year) [21*22]
19 iii. Treatment Plant
20 Number of employees
21 Average salary and benefits (VND/year)
22 Direct Labor Cost - Treatment Plant (VND/year) [25*26 ]
23| Total Direct Labor Cost (VND/year) [ 19+23+27]
24(lll. Factory Overhead Cost
25 a. Indirect Labor
26 Number of employees
27 Average salary and benefits (VND/year)
28 Indirect Labor Cost (VND/year) [31*32]
29 b. Materials and Supplies Used (VND/year)
30 c. Electricity Cost
31 i. Pumping Station
32 Energy consumption (kWh/day)
33 Average energy unit cost (VND/kWh)
34 Number of days in operation for the year
35 Electricity Cost - Pumping Station (VND/year) [ 37*38*39 ]
36 ii. Treatment Plant
37 Energy consumption (kWh/day)
38 Average energy unit cost (VND/kWh)
39 Number of days in operation for the year
40 Electricity Cost - Treatment Plant (VND/year) [42*43*44 ]
41 Total Electricity Cost (VND/year) [40+45]
42 d. Maintenance Cost
43 i. Collector System
44 Civil works (VND/year)
45 Equipment (VND/year)
46 Maintenance Cost - Collector System (VND/year) [49+50]
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ii. Pumping Station

48 Civil works (VND/year)

49 Equipment (VND/year)

50 Maintenance Cost - Pumping Station (VND/year) [53+54] 0 0 0 0 0
51 iii. Treatment Plant

52 Civil works (VND/year)

53 Equipment (VND/year)

54 Maintenance Cost - Treatment Plant (VND/year) [57+58 ] 0 0 0 0 0
55 Total Maintenance Cost (VNDl/year) [ 51+55+59 ] 0 0 0 0 0
56 e. Other Factory Overhead Cost (VND/year)

57| Total Factory Overhead Cost (VND/year) [ 33+34+46+60+61 ] 0 0 0 0 0
58|IV. Administrative Cost

59 a. Management and Staff Cost

60 Number of employees

61 Average salary and benefits (VND/year)

62 Management and Staff Cost (VND/year) [ 65*66 ] 0 0 0 0 0
63 b. Materials and Supplies Used (VND/year)

64 c. Electricity Cost (VND/year)

65 d. Maintenance Cost (VND/year)

66 e. Other Administrative Cost

67 Total Administrative Cost (VND/year) [ 67+68+69+70+71 ] 0 0 0 0 0
68| Total Wastewater O&M Cost [ 14+28+62+72 ] 0 0 0 0 0
69(C. Wastewater Depreciation Charge

70 i. Collector System

71 Asset Cost

72 Civil works (VND)

73 Equipment (VND)

74 Asset Life

75 Civil works (years)

76 Equipment (years)

77 Depreciation

78 Civil works (VND/year) [77/80] 0 0 0 0 0
79 Equipment (VNDl/year) [78/81] 0 0 0 0 0
80 Depreciation Cost - Collector System (VND/year) [83+84] 0 0 0 0 0
81 ii. Pumping Station

82 Asset Cost

83 Civil works (VND)

84 Equipment (VND)

85 Asset Life

86 Civil works (years)

87 Equipment (years)

88 Depreciation

89 Civil works (VND/year) [88/91] 0 0 0 0 0
90 Equipment (VNDl/year) [89/92] 0 0 0 0 0
91 Depreciation Cost - Pumping Station (VND/year) [94+95] 0 0 0 0 0
92 iii. Treatment Plant

93 Asset Cost

94 Civil works (VND)

95 Equipment (VND)

96 Asset Life

97 Civil works (years)

98 Equipment (years)
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Depreciation

100 Civil works (VND/year) [99/102 ] 0 0 0 0 0
101 Equipment (VNDl/year) [ 100/103] 0 0 0 0 0
102 Depreciation Cost - Treatment Plant (VND/year) [ 105+106 ] 0 0 0 0 0
103 iv. Administrative Assets

104 Asset Cost

105 Civil works (VND)

106 Equipment (VND)

107 Asset Life

108 Civil works (years)

109 Equipment (years)

110 Depreciation

111 Civil works (VND/year) [110/113] 0 0 0 0 0
112 Equipment (VNDl/year) [111/114] 0 0 0 0 0
113 Depreciation Cost - Administrative Assets (VND/year) [116+117] 0 0 0 0 0
114| Total Depreciation Charge - Civil Works [ 83+94+105+116 ] 0 0 0 0 0
115| Total Depreciation Charge - Equipment [ 84+95+106+117 ] 0 0 0 0 0
116| Total Depreciation Charge - Civil Works & Equipment [119+120] 0 0 0 0 0
117

118 Wastewater Tariff (VND / m®)

119

120]a. Recovery of O&M Cost only [73/12] 0 0 0 0 0
121]|b. Recovery of O&M Cost + M&E Equipment Depreciation [ (73+120)/12] 0 0 0 0 0
122]c. Recovery of O&M Cost + Full Depreciation [ (73+121)/12] 0 0 0 0 0
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