A S R C T
ADMINISTRATIVE MANUAL



(Issue 1, Novenber 1964) AJM., Part 1, Sheet 1

Part 1. GENERAL

+ 1, This Adninistrative Manual codifies the various administrative

- procedures and instructions issued by the Board and by the

senior administrative officers of the Research Corporation,

4+ 2, The Administrative lianusal is divided into Perts as follows:~

Part .

Part
Part
Part

Part
Part
Part

Part
Part

Part
Part
Part
Part

°

O O~ v W,

10,
11,
12,
13.

General

Organization

Finance and Accounts

Stores Accounting, Store Keeping, and Issue of
Stores,

Supply and Purchasing

Internal Audit

Personnei

Correspondence, Registry and Typing
Forms

Public Relations and Publications
Documentation Services

Transport of Passengers and Goods

Maintenance, Workshop and Building Services

+. Added AN, 07/2, November 196L.
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Part 2, ORGANIZATIONM

The Aqﬁ

+ 1, The Research Corporation is established by the Applied Scientific
Rescarch Corporation of Thailand Act B.E. 2506, a copy of which

forms Schedule 1 of this Manual,

The Board

+ 2, The affairs of the Research Corporation are governed by the Board

which has the following membership:-

Chairman and Governor: Mr. Insee Chandrastitya

Gen, Netr Khemayodhin
Dr. Pradisth Cheosakul
Dr. Praprit Na Nagara

Expert Consultants:

N NN

If,C, Charkrabandhu Phensiri Charkra-
bandhu

Chief Adviser Lr., Frank G. Nicholls

Central Services

+ 3. Central Services are divided into two major groups, one under
the Menager of Administrative Services and the other under the
Manhger of Technical Services. The organization of these divi-

sions is set out in Chart 1 and Chart 2 of this Part,

+ AQded A.N. 07/2, Uovember 1964.
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Part 2. CHART 1

Administrative Services

Acting Manager: Colonel Suthi Sangsomvong
|

Officer in Charge & Staff Function
——Personnel Colonel Suthi Appointments, leave,
Assistant Mr. Anuchit welfare, calculation
Mr. Kanoke of salary & allovances
discipline,
—I'inance, Accounts I'inance Unit Responsible for
and Budgetary fMinance Unit

Mr, Sumitr

Account Unit Responsible for
Account Unit

Mrs,., MNares

Budgetary Unit Responsible for
Budgetary Unit

Mrs, Laksana

r—Supply Supply Officer Procurenent of
equipment, supplies,
Mr, Udon and serviccs. Customs
clearance,

- +—=0ther Services

SRS
—~-Stores Stores Accounting Recording of assets
Accounting Officer and supplies, stock
- taking (inventory).
(Vaccant)
Assistant Hr, Hirun
-Registry Registry Oificer Receipt & despatceh
of mail, custody &
oL VWongwat classification of

official correspon-
dence,
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Manager:

Part 2, CHART 2

Technical Services

Air Vice Marshal . Pramote Chueynak

~Worlsshop Services

Fauipment Con=-
struction

Maintenance

~0ther Services
)

pBuilding Services

Assistant

-Transport

~Stores

Officer in Charge & Staff

W/C Sual

W/C Sual

Site supervisor

Mr, Nakin

Mr, Som

Transportation Officer

Mr. Nakin
Storeman

Mr. Asachart

AM,, Part 2, Sheet 3

Function

Construction of ex=-
perimental ecuipment,

Maintenance of
buildings & plant,

Guarding buildings &
contents, keeping
buildings & grounds
clean & tidy.

Transport of goods &
passengers,

Keeping & issuing
supplies, equipment,
chenicals etc.
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PART 3 FLCANCE /UD ACCOUNTS

1. BUDRET PLEPAR.TION

3ulget Submission to the Thai Government

The Corporation is required to submit an annual financial plan to
the Bulget 3ureau, (0fficiof the Prime “inister), by a certain >termined

date,

So that tho overall budset will conteain all the financial reguire~
ments for the ensuring year, each department must submit to the office
of the Accountant, by a preset date, a departmental budget estimate of its

ra%d

particulaer financial needs for the coning year,

The iLccountant 7ill prepare and issue instruction sheets thich
will explein the procedure to be followed, the forms to be used, and the
dates on vhichk the materiel is required,

Thu Corporation Accountant will he availablo to advise and aseist
department heads in preparing budget estimates as requested, This will
include such functions as instruction on the co rect use of the forms,
assistance in establishing unit costs for equipuent, and Jetermination of

he costs for new, expanded, or reorganised programmes,

A1l the depertwental buiget estimates must be submitted to the
oiffice of the Accountant by the prescribed date., Then this occurs, the
accountant will review and checlk them, and asserble the separate estimates
invoe the final form to ve subndittel for arproval,

The prenaration and correctnr s of the Tinal forwm is f.e sole
responsibdility of the Accountant. The linal form shall be submitted to
the Governor aml Svecial Governor for approval, and thence o the Budget

Bureau,
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The Budget as approved by the Budget Bureau and appearing in the Annual
Annual Govermment Budget fct is termed the approved Budget, and may vary
in total amount from the submitted Budget., It is the responsibility of
Accountant to revise & reallocate monies in this approved budget where
necessary, in cooperation ivith the Governor, and to submit this revised

Budget to the Board for action and erhcution,

Budget Changes

Tronm tine to time, it may become necessary to meke certain
changes in the finaneial plan, For example, the Corporation may
require to transfer funds from one account classification to another,

Such transi'ers may be avthorized by the Governor, or Snecial Governor,
A trensfer can be effected by mcans of a written reguest with
Justifying reasone to the Accountants 0ffice, who will make the transfer

using Form R,C, Budget Changes),
: & &
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2, BATT. -.CCOULTS

Sectionn 10 of <the Rescareh Corporation Aect iz as follows:~
The Corporation shall establisl banrl: accounts in conf‘on‘.zity tith rules

riede by the Board with the approval of the Council of Min *te TS,

Rules for the Esteblisluient of Zail lecounts

Pursuent to the Avpplied Zeientifie Rezsearch Corpuration of
Theilaud Act B.E. 2506, Section 10, the Bocrd with the approval of the
Council of ilinisters, determines the rules for the establishuent of the
Bank aoccounts of the Applied Scientifie Research Corporation of Thailend,
as follows:i~ '
1, Tie Corporation shall esteblish bonlr accounts vwith the Bank
of Thailend, These may be eurrent accounts, fixed accounts

or apecicl purpose accounts,

2, Tor the sole purvose of Section 20 of the Act, the Corporation
shall establish special banl: accounts vhieh may be deposit
accounts with tie Sovinis 3onlk, savings cccounts, or fired

accounts with oo cm-wrcinl barl: in vhich the Governient

"

holds shares, This shall be at the discretion of the Board.

3¢ The withdraval of roney fron any bonlz account established
by the Corporation sh..l bz by cheque, Each ¢l que rust

be endorsed vith two sisnatures {rom persons appointed by

5 I <) Y

he Board to sim, cherues,
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The Ch:iirran shall infor.. the 3anl: of nersons so appointed,

¥ ol the

atteeldn s their sirmetures, and sholl also infor: the B

conditions, if ~ny, under vhieh nonewr noy be vithdravm,
Given on the 1 da; of Februcry B.E., 2508

The Agplied Scientific Research Corporation

of Thailand

Lt, Gereral Py Salvidhen Midhec

(Chairumn)



(Issue 1, May 1965) ' AM,, Part 3, Sheet 5

The Board apooints the following officers of the Cbrporation to sign

cheques,

Group A Group B
Phya Salvidian Nidhes Sorn Satrabhaya
Frank G. lTicholls Bhasnz Suwansathien

Pradisth Cheosakul

A1l cheques may be signed by any two persons from Group A,. For
cheques of less than 100,000 bahts, one of the signatories may be drawn

from group B.

Any bank sccount opened in accordance with the regulation shall
be in the name of the corporation, including where necessary words denoting
the purpose of the account, Under no circumstances shell any bank scaoun.
purporting to be an official account of the Corporation,; be opened in the

name of any individual or individuals,

211 moneys received by the Corporation shall be paid into the
Corporation account as soon as is practicel after receipt. Chegues or
any other negotiable cash dotuments received by the Corporation will be
crossed and marked "& Co" immediately upoa receipt if thcy are not

already marked in this wey,
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3« PERTY CiSH

Geiorel Directives for Pettr Cosl. Punds
et 15

mereee2v.a uea & [T APRF RS AP e ey T Y

3

Petty cas!: funls =111 be usel only for the murchase of ::inor
iters or for puy.ents Zor services viiel: canr not be crren-ed lore expedicently
or eco:o:icelly throwh the roruel chamnels, sucl. as by neans of purclhinse
orders, In senerel, pagmients or advences {roi the Petty Cesi. Fund for ooy
sirsle purchase or service should nor:elly not execed 50 Baht and glovld
névor erceed 100 Bakt, Purchascs or psyments in excess of flhis ciownt
slqowld rmot be :ade Lron Petiy Casli unless it is clearly inprocticable
to either placé ar officicl purchasce order for tie particuler oo0ls, ox

to crran:e for payrient by clieque,

Under no eirewrsziances slall ar orfficer who lhas been placed in
ctarye of tlie Covporation's funds use these fimds for othor than officicl
purpescs,

Esteblis: *eﬂt of the T ”ot”c‘ Ces Mund

LIy opfi e yr el - maase.. s e Cm I T s Ce—.

Te nune of the officer to be held responsible for the custods:
of, and disbursements fror’ thie Petty Cas!:i Fund slall be recormeided in
writin:; by the Aecountant and approved by the lanagor of Ldzinistrotive

g

The anount oi the Fund slall be 1U,0C0 bahts, and tiis cnount

:ay not be veried except it the cuprovel in writirg of the lianscer of

“L——-——N

adiinistretive Services, & clicgue for #ie total acow:t e the Fund shall

be dratm ard formilzd to the custodlian of the Fwd, io willi aclmoilele
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H

ecaipg ;i’ t-is a-ownt in vwitdins, The aecountins officer rasmonsible for
prepering the oheque establishing or verying the Fund shall enter the details
in the Re~ister of Advances to ihe Petty Cash Fund, The initial advence

and any subsoquent voriations shall be chers-ed to the budset headins
“General Expenses®,

& copy of *tlhese instructions shall be supplied to the .custodian

of tie Ifund for Iis personnl use,

Disbursenent of Petty Cash

411 paynents frou the Fund shpll be entered on a Petty Cash
Shoet (form Z.C. 13) and the entry shell be si_';ned by the receiving officer
as payee, The for R,Ce 13 shell be entered in cLupl:Lcate so that the
custodian of the Fund alwmys has rcadlily available 2 record oi tiie payients

node ernd of tle clains subnitteld for reivdbursemcnt fron the Fund, Payients

i~ excess of 20 bahts must be supported b receipts fro: the externzl
285 X C

payec, The nare o the Seetion or O0fficer on whose behalf tie purechase

or payment has been rmade shell be roted on the receipf form: to deternire
tiie budizet head of expenditures to wihilelh the cost should subsecuently be
chars~ed, On any occasion that a salary or "mres payaent is made fronm

the Fund tle payeels signeture on the supvorting receipt shall be witnessed

by & persor other thon the nerson o actually nakas the payment,

Precedure Tor Sub-idvances

.:—.-._‘— s

It 111 often Le nececsary lor an ofiicer of {he supply section

$n
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e nade pureldszs ferar Pettr Cash Puwuds, For & e orficoy

e pvstoddan

metins the pureloses nay obtain a to-porary

€ Al Yed o PO s T 4% - H g dran g AV e " R
cf the X C'l. ty Dasl B ond onrcal the savaaca ihen he ro R Aot L} & YeEec 1"') it
O

snd onsh te the velue of tic advencs, Telyporary advances of tldis neturae
ruat bo adijusted oo the iT possilile, but not later sovern 4ays

TR

e advancz, To ernocure it the advarnce soujdis

thoe dssue ol

[3 PR X

fer authorizeld purchises, and is nct exceszive, the Supply §fficer slall

specily tho nicwt and purposc of e advance roguired in a
-2 Lt " o e, 4 w0 EE I 2 7 T T O e TNt B I 7 P . RGN SUS k
to the lesountant on Ferm RO, 30, The povson aeturlls wecoivin: the

advence nhall 31 1 whe form: as havins recnived

kept dn the Petty Cash Zox wiil e prrsorn te o the a Sysnec Tas

returng reccinds and eas e 0wt of the odvance,

.G, 3G v41l be returnad to the person vhe hoas adjusted th.e sub-advonca,

B s
0. CfBL

e loxm ol Mo

niysnee whe cush, enwed on toe

4 N RS N O = Y 0.5 5 3
ey b . prk: Qffieer are te condiys:

and 18 regudrcd for officicl purposes,

33 shwell he felleved in all otler inssances

for ail sporartr gub-a

o
A

varticwlier

o
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Purchases for Cash

In sone circusteonce, (see Purchases for Cosh in Port 5 of this
nmanual) the Supply Officer recuires cash to purcicse Goods & Ser"-ficés,
and it is necessary for thc Accountant to provide Casl: fron the Petty Cash fund,
The Supply Cfficer or his assistant will subiit the order endorsed, "Becrer ‘
i1l poy cesh', The Supply Officer's sismeture on the order will be sufficient
Tor the Accountant to issue the cash, The receiver of the monies will sign
For:> R.C. 30 to reccive zonies,

Reimburseuont of the Fund

The advance shall be kept o the irprest syster., Then the total

expenditure recorded o tiie form R.C. 13 iz anmproxinctely three que-.r‘cers'
f the Fusd Total, a Payiient. Woucher shell be prepered in favour of the

custolian of the Fund ard submitted to tlhe Accountant for reimburserent.
Prior to subnission of the cleim for reinmburseizent, the custodien of the
Fund shall szafisfy hinself thet the essh in hond vlus unreimbursed expenditure
equals tiie full aumount of the Fund, The pey:ent voucher shcll be accompenied
by the origirals of the forms R,C., 13, and supportins vouchers, Subjeot to
‘oxanination ond verification of the details, a check for the total anmount

of the disbursements will be sent to the oustodian, tihwms restoring the

Fund to its orisinal amount, less of course any paynents which ney have

ocourred in the neantine., A1l supporting vouchers shall be stamped "Paid"

to prevont the possibility of subsequent misuse.

Arrencesent ror the Teuporary Custody of the Petty Cash Fund

Thenever the officer in siose name the Fund is held, proceceds
on leave, the balance of cash in hand and unreinmbursed vouchers should

be forially handed over to the relicving officer and a receipt obtained,
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LR )

4% %le sane time, it sheuld Lo deterrined ot the co

sh and vouci:ers total
ne full anount of “lie Fund, .y discrepency slould be reported imuiediately

to the ilara~or of Aduirnistrotive Services., The sa:ie procelure si:ouléd be
Tolicwed when the norial eustodicon returns to duty,

The procedurs set out above shell also be folloved ir casces of
chansres in custody due to ererpency, such as illness. Ir these cases

the cecow.tant will make the choeelr in comrany with the officer to ion

tie Tuad is beins transfored, The normal custodian will eclieck: the Fund
witl. the relicvin:: officer vefore tolidn cherge a-ain,
Protectiocn of Petty Cash

Te custvodisn of the Fund shall be held responsible for Zhie safe

keepings of the Petly Cash in hond, The casl. shall be Ment ir a locked

casi. box, #hen not in use, the cash box slall be ept in & safc place

winer Jeer 2l ey, It st we locked di:p the oriien sare overni it and

at weekends, 2nd on anmy otler cccasion uring a day wien the oflice in
wodel the cash is Mept, is 1lilkely to te left unattended €or any consideradle

poriod of tiize,

Co* e o SURIRY: T T ures

.-vu.- b AN e

At drrerudar intervels but at leasi enco southly the Imteormal

).

suditer shell wAthout notice exanine the Fd and verify that the eas

1

or: rail and uwwroirbtursed expuiditure totals the full anow:t of tho Iumd,
A certilicete of the ecxamin-iion shnll bo preprred and ploce? on file i

the Rexistiw Cffice, Auy diserepancy sloll be reported immedliatsly to the

anarser of Adiinistrative Services,.
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4, ACCOUNTIG PROCEDURE

(a) EXPENDITURE ACCOUNTS

An expenditure account is a device for accurulating financial
data, such as expenditure encunbrances, Expenditure account n-bers are
conposed of secries of three Qigits, each dipit desismating a specific purnpose,
The first dipgit indicates the source of fund, the second dizit indentifies
the najor expenditure object, and the third dizit identifies the ninor expen-~
diture oﬁject. There are & hejor expenditure objects (see explanation of

"Object" elasses and codes for disbursenent Annex 1.)

It is the responsibility of the acocuntants office to enter the

entire account nurmber end expenditure code on all docunents,

Aceounting Terninolosy

To facilitete conprehension of the various &ccounting forms,
accounting docurents, and reports available, an explanation of *he accounting

terninolory used is listed below,

Budret: A conprehensive work plan, translated into financial terms ”
by which'the total progran is carried forverd. It includes proposed expenditures,
the neans by which they will be finer. ad, and ainethod. for exe:i1tinz the entire
plen.

Budget Execution: The systematic astivities and arransenents necessarms

to earry aut the budc.+ man to defined conpletion,
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Encwibrence: An encuibrance is the reservation of a sufficient amount

of ncney to pay an incurred obligation. Encunbrances nay be nade only against

appropriations, or for oblipations incurred durings & current fiscal year.

Disbursenent Expenditure: These are terms used synonymously to

desirnate an actual payuent of an oblisation.

arency or his/her designated

Authorized person: The head uf the

deputy appointed by the Board, to approve and sizn all accounting docunents
origsinated by the Corporation,

Procedure for paynent
A\

(1) The Accounting officer will exanine a copy of the order

against the internal requisition form (R.C. 5) to certify that:

(a) +he amount shom on the order is not sreater than

the amount approved in the Funds available "colurn"

and,

(b) it is sisned accordingly, and is in order,

(2) The order nucber and cost will be entered on a "liabilities card

for each budret hesdinz of cxpenciture, alons with the deteils of the order on

a card for each supplicwr. The order will then be filed as an unpaid order.

(3) The Accounting 0fficer 17ill attech the 7oods received voucher

to the copy of the order cnd delivery doelet, ~nd stomp the date of receipt

on it,

(4) ke Aecouralinas 0fiicoy will cheel the elair. a-inst the foods

received voucher ~ud {elivery diciet end certify that i

t is in order for payment,
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(5) The Accounting Officer will orepare the Chegue and the cash sheet,
Bach cashk sheet will be siven a nutber, The payment will be entered on the

dissection cards for each budeget headins of expenditure.

(6) The Accountant will cheek the vouchers acainst the cash sheet
and then sizn then,

(7) 'The Signing Officer will comparc the checues acainst the cesh
sheet and sisn if in order, The sirmed cheques, cesh sheets and vouchers will

be then returned to the Accountings Officer.
(8) T:e Accounting Officer shall then contcct the payee fur payment,

(8) EBvery clain fornm and supportins voucher shell be stanped "paid"”

irmediately after paynent is effected.

(10) The Aecountins Officer shall enter the consecutive nunbers and
the anounts paid each tine in the alphabetical . register, and also
on the supnlier's card, and mark off the debt on the liasbilities card.

(11) The Cash Bool will be posted frox: the cash sheets,

(12) 'The Veucher alons irith the soods received voucher,will be filed

in its nunerical order.

Debt Collecticn and Receipt Issuance Procedurc

1, The .ccounting Officer will first check the particuler documents
relevant to the source of incone egz: th: TDC “Notification of Services™ forti

. debit note (#.C, 15) will tlhen be prepared for forwerding to the debtor,
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2. The Debit Note number and anount will be entered on a "Debtor
card" for each code of réoeipta, and the details of the debit note entered
on a card for each debtor. This copy of the debit note will be filed as

"Waiting for collectiocn',

3. Renittances received by meil: all remittanées or noney received
by the Registry office in any form, nust be paid to fhe Accountants 0ffice
on the day of receipt. This date of receipt shell be recorded on the accompany-
ing sheet, Cheques and none; orders, rust be crossed end narked ".ind Co" or

"Payee Account only", immediately on receipt if not already narked thus.

The collection is nmade at the lAccountants O0ffice, and the Lccounting
Officer will exanine the emount received arainst the debit note to certify

that the amount received is the same as the amount appearins on the Debit FNote.

4., The Accounting officer will prepare the receint (R.C. 20) for the
payee, stating the detcils of the remittance, and desisnatins the code of the

receipt at the sane tine,

5. The iccountant will checlk the debit note the remittance, and forward
the receipt signed by the Accountant to the payee.

6. Every debit note and its supportins documents shall be stamped

u
"Received imnmediately on receipt of paynent.

7. 'T™e Jeoounting 000icer shell uerl of the dobd cencerned. i'ron

the debtor card syaton,
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8. The noney received by the icocountants O0ffice must be paid'
into the prescribed Bank iiccount within a weel froxm the date of receipt.
Vhere the daily receipts are suall, they nay be retained in the office
safe for this period until a reasonéble sun accunulates, All noney receipts
nust be deposited in the Bank durins the nmonth in which the monecy is received.
This will hold except where the bank may be closed for bank holidays, or
where the noney is received after the closing tine of the laét bank day in
the nonth, Honey received thus, 1ay be ratained in the office safe until

the immediately ensuing banl: day.

9. The Cash Boolr vwill be posted from the receipt bool:,

Cancellation of Receipts.

In sonme circumstances, the payee may require & refund of noney paid
8.5, deposits o tender, In returning the deposit, the voucher payment will
be nade in the norucl nanner es paynent, but no code of expenditure will be
2iven,

A notation expluining briefly the repayment details rnust be made

in the cash book.

Reconeiliation of the Cash Dook

(1) 9he Cesl Book shall be talanced at the end of each month,

(2) A weckly Suatenent ot cceonts shall be obtained from the
bank, and a bank rceoncilistion stotonent will be prepared as well by conpa-

risons each weck with the cash bonl:,
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Locounts

The e jor accounts of the .\pplied Scientific Research Corporation
are recorded in a general ledger, This is maintained so that the financial
position of the Corporation is clear -t all tu.e.) allowing positive nanagenent

decisions, and adequate control of its various activities,

D)

.

¢ reneral ledsers are reintained in the .iccount-nt's 0ffice.
Postings to these General ledsers are generally to be nacde nonthly from the
cash Book, suumarized to allow single time postings. Howvever, the sub-ledgers
are kept on cards eclassified according to the objeet of expenditure. ‘l‘hé

general ledger also controls the subledser.

The following peges contain a listinz of the belance sheet general

ledgars and a chart of accounts showing debit and cer«dit entries to each

account,
Chart of lccounts
Debit Credit
Cash at Bank Revenue Receipt
Petty Cash Fund Unesco 4Ldvancs
Miscellaneous Fund * Tecievables Thai Govermient F{md
Unesco Coupon Fund Other Munde,

Disbursement authorinad

Equiprent cost,
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b ACCOUNTING. PROCEDURE

(b) RECIZPT .LCCOUNTS

Reciept Acoounts are identified by a triple digit system, This
systen closely defines the various sources of the nmoney received, The

following is the nucerical elassification used:

001 Thai Government Fund Contribution.
002 U.,MM. Speecial Fund Contribution.

003 ?,15.D,C, Sexrvices Fee,

~ HMiecrofiln Service
- Printins, duplieating, and document reproduction servicec.
- other services,

Q0L  liiscellaneous Revenue,

- Sale of tender specifications and blue prints,

- niscellancous reciepts,

Mon Revenue Recients

101 Incone tax deduetions

- tax deducted fron salaries
- tax dedueted from the payments for goods delivered,
- liscellaneous Tax deductions,

102 Other deposits,
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Relationship of the General Ledrers to

Expenditure and Receipt l.eccounts
SaEs wr 2CCdpL :.0f 2

(1) Expenditure kocounts
Bacl. expenditure dissecetion card serves as & subdiary to one or :kore
r~enoral ledrers, as wellas a neans o Sudsetary contrel, PEntries in the zeneral
9

ledrers whieh are nosted from the Caslh Bool on the slosing nonth, reconcile

with the cxpenditurc accounts and aot as & control,

The Followins tables indicate the relationship of the General Ledper

to the ledrer ncintained for expenditure accounts,

Itei: Posted to Subsidiary Led~er
Disbursenent Dr., Dishursenent Cerds

Cr, Cash

Dr. Cash

A
ck
]

Deyos

Cr. Speeizl Deposit

ReMunds of deposits Drr, Special Denosits

Cr., Cash

Refund of Disbursenent Dr., Cash

Cr, Disburse .ent Cards,
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(ii) Receipt Accountis

All Recelpt ..ccounts aetuslly received provide the oredit for the
Revenue Lccount, except for those nun~revenue accounts received, The subsidiary
ledrer cards meintained for receipt aceounts, are posted from the cash book

continuvally with <ho zetual receipts,

Receipt Dr, Cash

Cr, Receipt Account

General ledper cloging Prosedures

On Septerber the 30th, each year, the Corporation will prepare a journal
voucher which will in effect be the balance of expenditure end receipt accounts,
Dr, Depreciction of Plant & Equipnent account.

Cf. Plant & Equigment,

Dr, Irzorme e Txpenditure dccount
Cr. Expenditure accounts

Dr. Regeirt avoovaty

Cr., Incorme end Lipenditure Accounts

Dr, Incoie &£ Expenditure account Dr, Income & Expenditure account

Cr. Secrusd Expeirzes Cr, Due from other funds,
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(e) UFESCO COUPQIS PROCEDURE

" Since the Applied Scientific Research Corporation plans to nmzke use
of Unesco Coupons for the purchase of publications and certain scientifiic

supplies abroad, the procedure will be as follows:

1. Purchase Unesco Couponé fror Head Office of Unesco, Paris, France
in predetermined quantities (not more than US; 1000), Pay the value of the
purchase at onee, from Corporation cash at the bank, Unesco Head Office‘
will provide blank cent coupons for use in advanoce, and the paynents will be

nade when the Corporatiorn needs to replenish its stoel,

2. The Totel value of paynents will be charred to the Unesco Coupon

fund, considered as a for of international currency. The entry is made thus:

Dr, Uneseo Coupon fund

Cr. Cash

3. The record of the Unesco Coupon stock register nust be neintained

as well as the coupons usage record (sec Fir., 1, 2)

L, A Unesco Coupon fund casli Bool: for the entries of receipt and

payaent of coupons in dollars (see Fiz., 3) shall be kept ssparately.

5. When a paynent is authorized to be uade in coupons, the Acoountant

shell stanps and sign the coupons only as issued, The entries are:

Dy, Expenditure for dollars and Cents.
Cr. Unesco Coupon fund (doller value).

Cr. Unesco dvance (cents velue),
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6. 4t the end of each month, the closing entries are to be made by

preparing the jomrnal voucher as follows:

Dr. Respective Budget Head of Expenditurs.

Cr. Expenditure of dollars and cents.

: To trensfer the expenditire of Unecco Coupons used,to the Budget

Expenditure.

Dr. Unesco Advances (cents coupons)
Cr., Lisbilitics card (Unesco)

1

¢+ To trensier ths Unesco advance to Cash lisbilities.

At this stape, the expenditure of dollars and cent coupons will be
transfered to Bud-et Txpenditure and the amount left in Unesco Coupons fund
will represent the value in dollars of coupons irn stock, whiech can be reconciled

~with the Uncsco Covpons stock rezister,

7. Vher the oount o lieh ihies in cent coupons is considered a worth

cxont voucher shell b nropared for payient to Unesco

o8
eed -

while quantity, =

with a list of couwor used, The entry is:

" Dr. Licbilities card {Tmescc)

The ndadro Llosk of Uresco Coupen will be:

Denerdnation Humbsr of Coupons
10 15
i 20
)l 30

-t %0 of the conk couvons
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In the casec iwiere the Corporation requires to rebtwm unused stocks
of eoupons, Unesco will provide a refund at face volue. The entry of the

closing account is:

D», Cash

Cr. Unesco Coupon fund,
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UITSCo COUPOI™S STOCK RECISTER (FX:AUPLE)

(Fip. 1)

o v . R L1 S A 4t D L 4D YA A A R L8 B i T A £ AR AT AN P b L T S e A e e B M R O b R e R Lo A T R L A B R G A Kol SRS 0 LS S Sr A Srars e

Ledger

s £ coupons e
folio pons ) Reanrls

Date Sericl o,

& "oy & . -
a;le w9 ;;.'1 10, Velue o
D o s B e A e RA R s | T o L0 8 R SRR W S RS G e A TR L TR B AL A mR € T mOAlAL AW A e® R e e A it kA v 3 fr s BB N B R s WA B T ML WO e X G AT e M A P & SRR3R e s H e i e B LA A L S et

4

230435 U=-1 20 200 Pay to Uncoco
a/c in baht
19,760 to Bismus
459016 300 300 Comercial

Bank,
314252 : 200 g

July 30 | 200416
L5148 ~ 415928 150 L50
LE5GTLT
15053

30 | Usase as per Usare Register 3 1 0,10 This m,LlM be entered

;
vhen thle payment is nade,

Auge 1 Brlunce - on hand
230416 ~ 200435 20
415152 ~ 415928 157
L5ATL7 = 455016 ' 300
31005k - 310252 ] : 199
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RSCO COUPG:TS USAAR PECISTER (BXLIPIE)

Ref',
D A .:Lz 3 I‘.’ De

e e - o8 o

P SR
Iters

OFi
15~
TIHD6

July 30| Letta

D L

i Fublication Digtribu-
' tion
Ceetion, D.C., U,S.4,

P e B e ST

(Pig, 2)

TR ECA G A A A L N R R B A .

Dollars

Cents

A A e kel memewla e e

"
7 &
S

Serisl Wo.| Serial No,

AL ] b L i i .

3| A5 -

L L T T T

O

1

0.

Serinl

110,

316053

Velue

Goncts

10

B N T ——

Total Budret
pavaent Head

P
4

R

9.10 1/4/11
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UVESCO COUPOH (EXAMPLE)
CASH FUND
(rig. 3)
Debit ‘ Credit

Date Rof, ' Ttems Ledrery Value | Value Ref, Itens Ledrer] Value Value
ic in in Date 0y f'olioe in in
Balit | USs _ : Rahb US:;

L.-..u-.-‘-,._...- S o T N I T e L P S e e

Auce 31 L -3 Tron Cosl 5 19,7601 ° 950 July 30 |Letter | To Publication Dis-
. 0P tribution
15-mIDC| Seetion, D.C. U.S.A.

-
Ut
\o
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Accountins; Docunents

<
e

R.C. 5 Internal Recuisition Forit.

EeW<l h}

Used by the Corporation's Officers vien requiring ~oods or services,

and nust be sizned by the head of a proup. This Torn will be

prepored in the case vherc nurchase is necessary because there

are no such goods in the Corporations Stock roou,

RiC. 12 "Voucher Payuent" Forr,
¢ An expenditure docurent thet has to be propered for every payient,

this will be supportel by vouchers,

R.C. 13 Petty Cash Voucher,

: This form is used in lieu of 2 standnr? receipt when the payee
can not provide the oririnal receipts, arnd vhen loney is paid
froz Petty Cash funds,

R.C, 15 Debit Note,
¢ Used as the standerd Corporotion clain: for:,

R.C, 24 Journal Voucher,

¢ This is a docutent to be used for correctins crrors in accounting
records, to effect tronsfers frow one a2ccount to another, anl for

closing accounts at thie end of the fiscal year,
R.C, 30 Advance Heuorandw,
: Used for subeadvances fro: Petiy Cas) fw.is,

R.C. 43 Dissection eard,



R.C,

R.cl

R.C,
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L5

43

b

: Uscd to enter oxpenditure entries ~nd serves as & sub-ledger.

Liabilitices card,

: Used to entor the order nusber and costs = to be kept for each

budget heed of expenditure.
Crecit Card,
: A Card used as an alphebitienl resister of Supvliers.
Salary Sheet.
: Used to proccss tha payroll for paynent ~ serves as & record for
each division,
Group Salexry Sheet.

A suxsary of the entire corpovetion saleriess To be prenared

each nonth,

Cash Sheet

A basic decunient te be useld for paynent, onl for postings to the

Casli Bool:,
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RC. IS5 : DEBIT NOTE No.;i .................
a.2.4. 15 1N
Date
‘~4~ .....................
IUN

DR. TO APPLIED SCIENTIFIC RESEARCH CORPORATION OF THAILAND
196 Phahonyothin Road, Bangkhen, Bangkok. Tel. 72020—9

eﬂ““ ' ﬁmuumummmamﬂqunumﬂmwﬂ'lnu

q
\ 196 WHAlutu VIUYH WISUAST
N

Date of Service Particulars g(' Charge Amount
. o e -
2um 1aus ns Nuaziaun oMU

|

i

1

gl

!

1

i

i

i

!

i

i

|

1

i

. :

]

i

1

|

|

;

|

|

i
Accountant

v 4

aUNUYY

Please quote the above Debit Note number when sending your remittance. Cheques should be made
payablc to Applied Scientific Research Corporation of Thailand, and should be crossed and marked

“and Co. "4 "
Tﬂmnum-m Debit Note wmnunmw uatwnmm’nm‘luumamumnmmnnmmﬂnqnwmndnmnﬂnu Tsnan

4
nmuwnTnuhm: oy “unzuisn’
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APPLIED SCIENTIFIC RESEARCH CORPCRATION OI' TIPATLAND

Internal Memorzndum to:
The Accountant
Please advance 0000.."‘.0...0.00..‘......“'

t0 seesssccsssecsvecssses fOr the purchase of the following items:=-

(L) cosaiisssbrspaaessasmansnnnssesssessensssseenssho
"(2) ceeescecveveacansesaccncsssscsscsssccsscsscosensns
(B wsom i snins o wivse w0 miwses s moe 970 0.5 0 winse o 0 @ w665 0568 8 589

O 9 @0 0000000080000 0000000000000000600000

Date @0 0006000000000 00000000a>000000s000

RGCéived adYance Of @8 eeB P00 00 0000000000000

0 € 0 0600 000 0800009000003 000600p00000600060000

(receiver)

Nate

V¥ leeseecsviesnpeereslIveeOseseLeVLIOOSLSE
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Form R.C. 20
LUy .

d v a
RECEIPT T1uids9s5ui3u

1l e APPLIED SCIENTIFIC RESEARCH CORPORATION OF
BANGKHEN. BANGKOK. TEL. 72020-9

v Qv d d
amuunmnmmamﬂizqnnumd:zmﬂ'lnu
o d
UNUYH WIZUAT  INIANN dwolwo-8

Part 3, Sheet 38

No...099.
oy

THAILAND ‘0N

CRECOIYed frOM ... Date
‘ }h":'m?unn 2N
. Amount Received Remarks
Particulars 1wns . A dy ve
DM unInTL HuINN
Babt (i )
Form of Remiftance: Cash D Cheque D I:lame of Bank No.. .
v o . d
nmiuseTny 1aun ¥ YoruIng 1aen

)
Accountant Mgy
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L1ABI

LITIES

CARD

L;.-der Voucher | Orxder Voucher Ordex Voucher
Bk ! Number At Number Dixte Number Hmgrwpt Number Dats Number Haorumt Mumber
S SR fE— ) NP S | ME—G——— BRSNS S IS, (ORI S— - S—
e s brrsssesade e ara e - PN SR 4 S—
- — ..._-.J- —— NI Sy PPV SHPIIPEPUSNTpY GO S e e o [ et S T - -
-+ B S RS S0 SNSRI SRR S —— R S B S—
- - e - I U VNS P —— S, [0S U
g - e e O R, - RN T SNSRI [r—— - —_— -
USIUN W— % NP (S IV, S T———S.. S, o S VU SV S
1 1 o
) ]
i,

Form ~No, RGC-43

Applied Scientific Research Corporation of Thailand

DISSECTION

RC-45

CARD

Date

Voucher
Number

Amount

Cumulative
Amount

Date

Voucher
Number

Amount

Cumulative
Amount

Date

Youcher
Number

Amount

Cumulative
Amount .

RC43
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 Applied Scientific Research Corporation of Thailand

AM., Part 3, Sheet L0

.
YEAR, . ouvovivivsowon v GROUP SALARY SHEET For MONTH of . .i.iucciwinessnswsas
Monthl T Net | Total |
ax ota |
Number Group of Employees onthly Amount Fares E i Head of Expenditures
Salary Withheld Salary | Salary ‘
| {
|
Prepared by: Date: Checked by: Date:
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Applied Scientific Research Corporation of Thailand
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®
DiIVABION: o5 i i 55 5ue o B o S s s w6 el g B0 et e SALARY SHEET For MONTH of:.....................
Gross Provident FARES Total
M , T Net . .
Number Name of Employee Designation Sz;x:hly Amount Witl?:el d Fund Salai- Dave| Amount Amount | Signature of Receiver
Ty Deductions y Y8 ReceivedReceived

Due

Form No,RC-49
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The Applied Scientific Research Corporation of Thailané

€ -

g
ﬁnquugau?wuwﬁﬁﬁm:ﬁrzgn:uuquf:1msLnu

CASH SHEET 0y $roecorega et o
ey
DJ-’LZE ..-on'oooic..-n.
~ 5
AU
Cons, Reg. ~ N e It Sy Pal 4 nvzneé ead
Io. No. - Cheque No. Payees amount in Baht .dqco 5 Lea
3 [} + =~ g
ted | el LinLai o uindy WAL Y LTz L AU s
| E
{ {
|
a t—
Total THULNU i
|

The above Lccounts are authorized for payment, (veveeveeee.n..
v o } 7] )

. ¥
mum ey nsle

Aceounting O0fficer Aecountant
3 ¥ v
AU e
LRUIVLYY famir e
Pzte
o~ &
AU
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ANNEX 1

EXPLANATION OF "OBJECT® CLASSES AND CODES FOR DISBURSEMENT

Bagh budget Project will be broken down by "object" clagssifica~
tion, The classes are as follows:

Objeet 1, Salaries and Superannuation,

This shall include salaries and wages of Corpore-
tion Employees and the Corp's share of social
security, mediocal aid, and provident fund, This
classification includes these additional payments
for service rendered, such as overtine, bonuses,
personal leave, and other items of additional
cash remuneration of a sinilar nature.

Object 2, Laboretory and Heavy Equipment:

2-1 Laboratory Equipment

This is physical property, other than land and
buildings, having long life and durability,
ermanent ocharacteristics, and a high unit cost
?over 250 baht), This will include all expendi-
tures for all laboratory equipment, such as =~
X-ray equipnent, nicrcscopes, testing devices and
apparatus, and any other type of specially
designed equipnent or apparatus for use in
nedical, research, or testing laboratories.

2-2 Werkshop Eguipment

A1l expenditure for equipnent such as machine
tools, benches, power driven hand tools eto;
required to make and repair machinery, equipment,
furniture and fixtures, This section also
includes dreft mains equipment. o

2-3> JVehicles

Includes all expenditures for notor ecars, truocks,
garbage truck, tractors; the oost of engineas,
bodies, etc, when they have been purchased for
assenbly into a notor-car or truck, or, for
replacenent costs, vhen such replacenent sub~
stantially increases the original value,
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Objeot _3. Laboratory and Workshop supplies,

Supplies have the characteristic of a normally
short life, usually twe year or less of estimated
useful life, This elinminates then from classifi-
cation as capital expenditure and puts them

in the category of operating expenses,

3-1 Leboratory Supplies

Laboratory supplies are such itens as filter
papers, ohemicals, minor apparatus, and laboretory
enamelware or glassware, with a cost per item of
250 baht or less,

3=~2 Workshop supplies

Insludes all expenditures for all operating
supplies and materials and in gorporation operated
worksliop, and general shop operetions,

Objeet 4, 0ffice and Building Equipnent

L=l Office

The expenditures for furniture and equipment
for general office use such as desks, tables,
office and printing machines, reproduetion
equipment, and other types of rmachine used
for general office functions.

4~2 Building

Includes expenditure for equipment for use in
generel house keeping & building naintenance,
It also includes other devices to preserve and
promnote cleanliness and sanitation.

4=3 Docunentation Centre

Includes all expenditure for equipnent for
Docunentation Centre,
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Object 5. O0ffice and Building Supplies

5=1 0ffice Supvlies

Includes the cost of all supplies designed for
clerical use that are used in a comparatively
short period of time, and have low unit value
(not over 250 baht) or that have such a short
span of life that they are not reasonably
classified as equipment, This includes all
supply items normally connected with printing
or binding, such as printers' ink, bulk paper,
plates, cuts, and binding material in general.

5-2 Building

Includes the expenditure of all items less than
250 baht that are solely or primarily for the
ordinary housekeeping activities that are common
to all offices, shops, laboratories, etec. such
as bathroon accessories and supplies, nis-
cellaneous items ete, and includes the cost of
uniforms for employees.

ObjJect 6, Land and Building

6~1 This includes any land that is for the
purpose of the construction of Corporation
buildings, including the inprovenents that may
have been acquircd with the land.

6=2 This inoludes 21l expenditures for iis
acquisition of buildings that are already
constructed, either through means of purchase
- or appropriation, It alsc includes the
construction costs of buildings, additions
to buildings, or major improvements thet are
acquired through the services of contractors
outside the corporation service., It includes
the ocost of fixtures or equipnent that are an
integral part of the structure, such as
electrical installations, water supply facili-
ties, etec., that are supplied through the
services of outside contrtctors as well as the
costs of any materials or labor supplied by
such outside contractors to provide sush
facilities,



-

(Issue 1, Jure 1965) Ai,, Part 3, Anrex 1, Sheet 4

Code 7. Building Maintenanoe, Alteration, Furniture

Includes any expenditures for the acquisition of .
any inaprovenents necessary to protect or improve
the 1iability of any property held for the use
and benefit of the corporation., It includes

such items as drainage ditches, retaining walls,
terraces, landscaping, office partition. Land
clearance, water supply facilities, all facili-
ties necessaxy for the production and distri-
bution of power, Furniture & Fitting, & cost of
alteration of building.

Code 8, General Expenses

This major objeot of expenditure classifications
is designed to accumulate the costs of services
that are basically of a contractual nature,
whether the contract is explicit or implicit,

It also includes the costs of services or mis-
cellancous expenses that ocan not be logically
included in any other ma jor object of expendi~
ture, :

8~1. Site Service

Ineclude in this object series, all charges
for light, power, and water that are supplied
by sources outside the consuning agancy, the

herge for wihiich is a specific and difinitely
lmorm amount.

8-~2 Postase - Telephones and Telezran

Includes the costs of all scrvices rendered

to government agencies by the Post and

Telegraph Organisations through its facilities.
These ineclude such items as the cost of posteage
on foreisn mail, the cost of trensporting mail
fron the verious posts to the distributing

post office oxr postal enployees, and the sending
of messages by telegram or radio telephons,

also all costs incurred for use of telephine
service,

8-3 Velicle Mainleiwnee and Runniug Expenses

Trese expenditures apply to Corporation - owned
vchicles as defined in object 2-3 (Vehicles!,
including the expenses for funds and lubriocants,
and others., )
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8~4 Trevelling Expenses

This classification includes the allowable

expenses in connection with official travel

for Corporation enployees or travel of non-
euployees authorized by and paid by the corporation,

8~5 Advertisenent

A1l expenditures for promotional, cultural,
legal, or finencial publicity through newspapers,
redio, or any other media for disseminating
public information will be chargedto this

object,

8~-6 Books and periocdicals

Include purchase of or subscriptions to newspapers,
nmegazines, manuels, journals, and technical
books,

8-7 Printing supplies (docunentation Centre)

This objeet includes all supply itens nomally
econnected with Documentation printing.

8-8 Doaumentation Centre -~ other itens

The supplies used for the Docunentation Centre
in this series which do not logieally fall
under any of other elassification, such as,
Mierofiln copies & translation.

8~9 Contribution to UM Special Fund

Self Explanatory, according to Governnent
agreenent,

8«10 Co=-operation work with Universities

Subsidies and Grants to the students of University
for pronotinzg technical knowledge,

8«11 Entertainnent of Guests of the Corporation

All expenses incurred in connection with any
plan or project for the entertainment of
foreign dignitaries or other official guests

of the Corporation, It includes such itens as
hotel or living accormodations, banquets,
transportation facilities, or any other expenses
specifically in connection with their enter-
tainnent,
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8-12 Insurance Preniuns

Include in this obhject all insurcnce prenluis
paid for fire, theft, property damage, or any
type of Insurance carried by the Corporation,
excluding the insurance nn overseas orders,

8-13 Misecellaneous

Include in this object &ll other expenses of
services not clasgified on the above clasgifi-
cation or in any other abject c¢lassification,

5 ui*r_(_’:t‘&: Tocglc

8~14 Maintenance sud D

Include in this object all costs for main-
tenance or repairs on all Corporetion
equipment and toolis,



(Issue 2, October 1965) A,k., Part 4, Shcet 1

PART L. STORES ACCOUMTIL G, STOLE IEWPLG,
AND ISSUE OF STORES

1. DEFTNITIONS

(1) Stores arc defined as property which belongs to or is
in the posscssion of, or under the control of, the Rescarch Corporation,
They include all goods, movable or immovable, such as books, forms,
stationery, office furniture, mechanical office appliances, motor cars
and other vehicles, buildings and implements; and any article of a
consumable or non-consumable naturc required to carry out the activities

of the Rescarch Corporation,

(2) TFor store accounting purposes, stores will be classified

into the following classes:-—

Class 1 Capital Ttems

Class 2 Consumable Items

(3) Class 1: These items are itcms of plant and equipment
having a 1life of at lezst five years under normel working conditions
(disregarding accidental damage or obsoloscence ), permanent characteristics
and a high unit cost (over 250 bahts). Such items shall remain on perma-
nent charge in the stock records until written off or disposed of, by

authority of the Board, or a committee established by the Board for this
purpose,

(4) Class 2: Thesc items are all other items not covered
under the definition of Class 1 items, Class 2 items comprise consumable

stores such as glassware, chemicals etc. which by their nature and use
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do not verrent accounting for after issuc; and items of plant and

equipment which have a valuc of less than 250 bahts and which normally

have a short life cxpectancy (less than five years).

(5) The valucs for Class 1 and Class 2 items will be the

prime costs only, The incidental charges such as packing, freight,

cartage and insurence, will be charged as expenditure.

2,

ACCOUNTING PROCEDURE FOR GQODS RECEIVED

(1) When an official urder is issued, the third copy (Store
Voucher) and the fourth copy, (Stores Received Voucher)
will be given to the Store Accounting Officer, who will
underline on both copies in red the goods in Class 1

and in blue the goods in Class 2.

(2) The fourth copy (Storcs Received voucher) will then be
sent to the Storeman to await receipt of the goods., On
the receipt of stores, all Class 1 items will be alloted

a Plant HMumber by the Storeman.

(3) Posting to the Ledger cards for Class 1 and Class 2 items
is effected from the Store Voucher copiecs., The date and
value columns of the cards will be left vacant at this
stage. This pre-posting is to assist in answering encuires
regarding stock holdings and to anticipate rcceipts. The
object is to account for all goods received against the

Research Corporation's orders,

(4) When goods are delivercd against orders, the Storcman vill
compare the goods and the delivery docket against his
Stores Received Voucher copy of the order, and cnter
details of the dellvery in a Goods Invard Book, He will
note the numbecr of the entry consecutively on the Stores

Received Voucher and the delivery docket,
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(5)

(6)

(7)

(

)

If the item received is a Class 1 item (indicated by red
underlining on the Stores Received Voucher) the Storcman,
prior to making a Plant Ifumber on the item, will ascertain
from the officer requiring the item that it is satisfactory
and will be retained. The Plant Number alloted will be
entered in the Plant Register by the Storcman, and will
also be noted on the Stores Received Voucher., The makers
serial number, if any, will also be entered on both

documents,

The Storcman or the Acceptance Committee will then sign
the Stores Received Voucher and send it with the delivery

docket to the Supply Officer,

If incompletc delivery is made, the Storeman will prepare
a Stores Received Voucher Extract (Form R.C. 4) and after
noting the details on the Stores Received Voucher will
send the Extract and Delivery Docket to the Supply Officer
to note the delivery.,

The Supply Officer will note in his records that delivery
has bcen completed or partly completed, and initial the
Voucher or Extract in the appropriate column, He will
then pass the Voucher or Extract, with the Delivery Docket,

to the Stores Accounting Officer,

The Stores Accounting Officer will transfer details such

as plant and serial numbers and date of receipt, from the
Stores Received Voucher or Extract, to his Store Voucher
and initial the Stores Received Voucher or Extract in the
Column provided for this purpose. He will then pass the
Stores Received Voucher or Txtract to the Accountant, with
the Delivery Docket attached, to await receipt of an account

from the supplier,



(Issue 2, October 19G5) AM,, Part k4, Sheet 4

(9) The Stores Accounting Officer will post the details of
the rcceipt from the Stores Voucher to the ledger card

(alrecady partly posted),

(10) When the supnlicr's account is paid, the Accounting
Officer vill notify the Stores Accounting Officer,
The Stores Received Voucher or Extract will be filed
sequentially with Voucher of Payment in the Accounting

files,

3. PETTY CASH PURCHASES

(1) A Payment Voucher, or Vouchcrs, for reimbursement of
Petty Cash Expenditure will be sent to the Stores
Aecounting Officer Tor examination before filing in

the Accounting Voucher {iles,

(2) The Stores Accounting Officer will prepare a series
3/- Stores Voucher for Clcss 1 items showvm on the
Petty Cash Sheets, and will arrange with the Storeman
for the markinm and entering on the Stores Voucher
of plant and serial numbers. The account nuuwbers on
the Payment Voucher will be entered consecutively on
the Stores Voucher and the Stores Voucher number will
be entered against the item on the Pctty Cash Sheet.
The Storeman will obtain Store Issuc Dockets for Class 1
purchases made from petty cash, Class 2 itcems purchased
from petty cash need not be posted to consunable lecdger
cards as they should be only minor items of small value.
However for some items, such as hand tools -nd other
durable items, it will be necessary to record the purchase
on a subsidiary record, for example, Personal Issue cards
listing items issucd to officers for personal usc vwhich
must be retumed to the Rescorch Corporation on cessation

of employucnt,
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(3) A stamp, "Exanined-Stores Accounting," must be placed on
each Petty Cash Payment Voucher and ititialed cnd dated

by the examiner,

4., BOOKS AND JOURiI:LS

(1) Books and Journals purchesed or acquired by the Research
Corporation will not be recorded in the Stores Accounting
System, but rccords of holdings will be maintained by the
Thai National Documentation Centre, For this reason any
Store Voucher for books and Journals needs no processing in
the Stores Accounting Section and may be filed as completed
immediately the vouchers are received. Orders for books
and Journals will be issued directly from the TNNDC under a
separate arrangement, and storcs accounting documents will

. not be prepared,

(2) It is essential that the Documentation Centre be informed
of any books, including dictionaries or journals, purchased
from petty cash. The Accounting Officer shall inform TINDC
of these payments,

5. PURCHASES USING UNESCO COUPCIIS

\

The Accounting Officer will inform the Stores Accounting Officer
monthly of the amount of Unesco Coupons used to purchase Class 1 and Class 2
items., Where necessary, the Stores Accounting Officer will prepare Stores

Vouchers for Class 1 items purchased with Unesco Coupons,

6. STORE VOUCHERS

(1) There are three separate series of Storc Vouchers as follows:

1/~ Local Orders
2/~ Overscas Orders
3/~ Store Vouchecrs prepared for itcems received

other than by means of purchasc orders,
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(2) 1In the oase of series 1/- and 2/~ the order number is also
the store voucher number. A register will be kept to
record numbers alloted to series 3/—, showing briefly

the date received, the source of supply and the item,

(3) Almost all deliveries of goods will result from official
orders, of which Store Vouchers and Stores Received Voucher
copies are produced when the order is typed. In some cases,
however, goods will become the property of the Research
Corporation by means other than orders., When this occurs,
the storeman must inform the Stores Accounting O0fficer

immediately the goods are delivered,

(4) The Stores Accounting Officer will prepare a Store Voucher
(Form R.C. 3) to provide a basic document for posting to
the ledger cards similar to Petty Cash Purchases.

(5) Equipment on loan will be entered into "On Loan" cards,
as a separate set of records, with the series 3/- Store

Voucher as the posting reference,

(6) The Stores Accounting Officer vwill keep two loose~leaf
binders of Store Vouchers for each order series, one for
those not yet entered completely on the ledger cards, and
one for those for which the entries on the cards have been

completed,

7. PLANT NUMBERS

The Storeman will place a plant number on all Class 1 items.
The methods of marking will depend on the nature of the item and will
vary accordingly. Methods include 'dymo' labels, punching, trensfers,
small metal labels and engraving., Note that it is essential to ensure

that the item is acceptable before placing a number on it.
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8., ISSUE OF :00DS

(1) A Store Issue Docket (Form R.C, 9) must be prepared by the
officer requesting the issue of items, and submitted to
the Storeman beforc goods will be issued, The following

signatures are required on the Store Issue Docket:

Authorized by: Head of group to which issued,
Received by: Officer actually receiving the goods,
Issued by: Storeman,

(2) Books of "Stores Issued. Dockets” will be issued to the head
of each group, and a book will be held by the Storeman

Issues of books will be entered in a Register as follows,

Number of Group to Date issued Received Date Return

Dockets vhich issued by (signature)
1 - 100 Accountant 1 ~1<.65 Bhasna Suwansathien 15 - 8 -65

(3) The stock of books, and the Register, will be kept by the
3

Storeman,

(4) Stores Issued Dockets will show the Plant and serial numbers
(if any) of Class 1 items, A line should be drawm diagonally
under the last entry to avoid the possibility of further

entries being made on the docket,

(5) Completed books will be returned to the Storeman, and

retained for two years for back reference,

(6) The originals of Stores Issued Dockets, detached by the
Storeman, should bc sent to thc Stores Accounting Officer

at least once daily for posting to thce ledger cards.,



(Issue 2, October 1965) AM,, Part L, Sheet 8

(8)

The Storemen shall prepare Personal Issue cards listing
items such as hand tools, slide rules and other
"attractive" items (vhether in class 1 or class 2)

issued to officer for personal use which must be returned

to the Research Corporation on cessation of employment,

9. DEPRECIATION OF EQUIPMENT

(1)

(2)

(3)

A1l Class 1 equipment is given an estimated service life
of ten years for depreciation purposes, The rate of
depreciation will be given by a linear decline’from
maximum value at purchase, to zero value after ten
years, The value of the item can be determined grap-

hically at any time by extrapolating from the curve,

At the cnd of this ten year period, the Store Accounting
Officer shall forward a request to the Accountant to
write off the stores as assets of no value., The Accoun-
tant shall inform the lManager of Administrative Services
accordingly, requesting the formation of a committee to

decide the future of these assets.
The committee shall choose one of three paths of action,

1. Sale of thc written off assets. The money's received
from the sale of written off assets shall be entercd

as miscellanecous revcnue,

2. Complete scrapping of thc assets where sale is not

feasable,

5. TWhere the item is still in a good useable condition
continued use can be recommended for two ycars, and

a net selvage value of not more than 100 baht given,
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(4) A few special items may have a useful life greater than
12 years., In this case the officer in charge of the
item must recommend continued use, with the committee
concurring, If there is disagreement, the item concerned
shall be disposed of, For accounting purpose, such an

item shall be classified under object section 8 - 13,

(5) From time to time some items may be lost completely or
partly, or become unserviceable other than through fair
wear and tear. Vhen this ocours, the user shall report
the instance to the Storeman as soon as possible. The
Storeman shall report such occurances to the Manager of
Administrative Services so that repairs can be effected

or the items written off,

(6) TWhen stores become unscerviceable, the Storeman shall place
an unserviceable tag on each item pending the dccisions

of the committee or officer,

10, VWRITING OFF OF STORES

(1) Authority to write off stores shall be exercised as set

out in this paragraph.

(2) Stores which are condemncd or are obsolete or which are
unserviceable through fair wear and tear after ten years

may be written off by committecs as follows:-

For stores not exceeding 10,000 baht in value - the
Menager of Administrative Services and the officer in

charge of the stores in question.

For stores exceeding 10,000 baht in value - A member of
the Board, the Manager of Administrative Services and

the Manager of Technical Services,
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(3) Stores vhich arc found to be deficient at stock taking
or other check or stores vhich are unserviceable other
than through fair wear and tear may be vritten off by

commnittecs as follows:~

Tor stores not excceding 2,000 baht in value - The
Menager of Administrative Scrvices, the officer in

charge of the stores in question and the Storeman,

For stores not exceeding 10,000 baht in value - The
IHanager of Ldministrative Services, the Manager of
Technical Services and the officer in charge of the

stores in question,

For stores excecding 10,000 baht in value - A member
of the Board, the Manager of Technical Services, and

the Manager of Administrative Secrvices.

(4) Consumable stores found to be deficient by test check
of storc stocks the value of which for any item does
not exceed 250 baht may be wwitten off by the Manager

of Administrative Secrvices.

11. BASIC POSTIIC DOCUMELTS

The following forms shall be used as basic nosting documents

for stores accounting purposes:-—

Store Vouchers - R.C. 1/copy 2, R.C. 2/copy 3, and ®.C. 3, R.C. L
Partial Receipt of Stores,

Strike off Voucher

This is the basic document to be used for writing off from the
ledger card items which arc lost, unserviceable or disposed of

by approval of the aullhorizing officor.
1
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R.C, 7 Conversion Voucher.

Used where several items are assembled into one permanent item
»f equipment, or an item of equipment is dissembled. The
purpose is to write off the component and bring on charge

the new item, or vice versa,
R.C. 8 Despatch Note

Used by Storeman when goods are despatched from the building.

The distribution of copies is shovn on the forms.
R.C. S Steres Issue Docket.
R.C. 10 Consumable Item ledger card,
R.C. 11 Non-expendable Item ledger card,
R.C, 18 Transfer Voucher

Used to record the transfer of Class 1 items from one group

to another,
R.Ce 19 Unserviceable Tag

Used by a group returning damaged, broken or unserviceable
items to the store. A Receipt is given by the Storeman, and
necessary action is taken, Tags are to be filed in order of

Plant Number pending completion of action,
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PAAT L:  STORES ACCOUNTING

PirT Be: UNITED HATICHS SPECIAL FUD FIVANCED EQUIPHENT

I, INTRCDUCTIONW

Under the U,N. plan of operations, property fAccounting and
Reporting nust indicate the eguipment and supﬁlies contributed by the
Special Fund, as well as that to be contributed by the Government in Kind
or for which Government counterpart cash is provided, The Project larager
end his govermment counterpart are responsible for the maintenance of
property rccords vhich will permit an accounting to be made during the
exect.tion as well as at the conclusion of a project to the Special Fund
~as well as to the Government, The United Nations, as Executing Agency,
is responsible for obtaining this information from the field offices and
transnitting reports to the Special Fund, The Special Fund at the
conclusion of a project will decide, in consultation with the United
Hations anl the Government, what disposition is to be made of the property
it hes contributed and suiteble action will be taken to dispose of tho

property in accordance with such decisions,

The United Nations, as Executing agency, will apply its own
finarcial regulaticns and rules and those of the Speecial Fund to all
transactions involving property and eguipnent purchased out of the Special
Pund or gevermment counterpart cash contribitions, The Project Manager
shall also maintain accurate records of property and equipment delivered out
of the govermnment contribution in kind and shall follow the same accounting
and reporting procedures for such property as for that purchased for the

project from the Special Fund contribution.

These procedures have been established to provide adeguate
centrols over project equipment and to provide for the reporta required
by thc SBpecial Fund and the Govermment, during ani at the completion of

a project,
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Project ilanagers mey delegate certain functions to members of
their staff but the final responsibility for all project property and

equipment rests with them,

For the purpose of the Corporaticn, the Projecet Manager designate,
nay delegate all functions to the sccountant listed to him in <tho orocedurs,

yet assuming responsibility to the U.N,

II, DEFINITIONS

"Property" includes all tangible and movable installations,
equipment, supplies, materials, tools, spare parts, ete.,, accuired for

the project,

"Stockd or "Stocks-in~hand" means all property received by the

project but not yet put into use.

"Physical Inventory" means a listing of items taken at a specified

dete for the purposc of verifying the existence of all property (ineluding

stocks-in~hand),

"Property Value" means the estimated cost of property stated in

United States dollars., The Organization shall normally indicate the
Purchase Order price (exclusive of freight and insurance) as the value,
For items acquired locally, Project Managers are expected to indicate the
actual cost price, stated in United States dcllars, as the value. For
those itews provided by the Govermment in kind, an cstimated valuec based

on local purchase prices should be indicated as the value,

"Expendable Property" means fuel, lubricants and oti:cr consumables
pervy s

.such as ccment, timber, gravel as well as consumable office supplies. It
includes such items of property as are ueed up or become a part of another
article (for example, a replacement part for a vehicle) as well as all

itens of a value of_$12.50 or less in each case,



(Issue 1, August 1965) - AJM,., Part L4, Sheet 23

"Non~Expcendable Property' means such articlss of property as

have a normal life expectancy of five years or more, The normel cost per
unit should be more than $12.50 but should include items that are parti-
cularly "attractive" such as hand tools, slide rules, etc, The item should
be movable., This does not exclude items which are bolted down but does
exclude items built into the premises which could not be moved if the

premises weres vacated.

"II0D" means iilscellaneous Obligating Document, This is a
Headquarters document issued to register an obligation against a project
acoount in order to authorize a local disbursement for the purposes stated

therein.

"Taken on Charge" means property received and recorded in the

records of the project for which the Project Manager is accountable.

III, ACQUISITICN OF PROPERTY

Property may be acquired for use on a project:

(a) by direct contribution in kind by the Government;
(b) by purchase out of the cash contribution by the Government;
(¢) by purchase out of funds contributed by the Specisl Fund,

@) Contribution in Kind by the Government

A Plan of Operations will normally indicate the type and amount of
equipment to be provided by the Govermment. The Project Manager or his
counterpart will negotiate with the Govermment to deliver the equipment

in accordance with the Plan of Opecrations,

In this ease, the normal govermment procedures for reguisitioning
will be followed. If any special arrengemcnts for the acquisition of 'in
kind' contributions are negotiated, the prior approval of the Eitecuting

Agency will be required and nust be formwarded to headquarters,
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The Project Manager must list the property contributed in kind by
the Government periodically on the IBM report to be provided, The list
must include an item number established by the Project Manager, quantity,

a brief description including any serial or model numbers, the estimated
value per item and the total value., The value of an item will generally be

determined by the Government in accordance with the Plan of Operations,

(b) Purchase out of Govermnment Counterpart Cash Contribution

Funds contributed by the Govermment are peid to the Special
Fund and as such, they are controlled by the Executing Agency, Once
contributed to the Special Fund they are no longer considered as
"government" funds, Neverthcless, the disbursement of such funds are
accounted for separatcly from disbursements made out of funds coutributed
by the Speciul Fund, Secparate authorizetions will be issued to the
Project Manager indicating the amount and purpose for which these funds
may be spent and identifying them as funds centributed by the Government.,
Project Managers may acquire property out of such funds only upon receipt

of’ an authorization fron ﬁeaﬂquarters.

Project Managers have authorify to purchase property locally
in accordance with thc Plan of Operations vhen global authorization has
been made by Headquarters in the form of an allotment or other authorizing
‘document provided that such authority is limited to property costing less
than $1,000,00, This authority is subject to the United Nations Financial
Regulations with spceific reference to Financizl Regulation 110,22,
Yritten contracts or purchese orders'must be issucd to effect individual
purcheses of $100,00 or more, Specific prior Headéuarters approval is

required in all ¢ases involving purchascs of $1,000,00 or more,

Project ldanagers shall preparc a 1écal requisition for all iteoms
of property locaelly purchased, One copy of this requisition must be sent
to Headguarters tc permit the recording of such property cn the IBM
Listing which will be prepared periodically, The second copy of the
requisition should be attached to the disbursement voucher along with
gppropriate invoices, VWhen the property is delivered, it must be teken
on charge by tho project and accounted for in the same manner as property

purchased out of funds contributed by the Special Fund,
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(¢) Purchase out of Funds Contributed by the Special Fund

Normally, all property acquired out of Special Fund contributions
will be purchased by Headquerters unlcss a Project Hanager is exceptionally
authorized tc¢ purchase such proporty locally. This authorization would be

in the form of an 0D granting specific authorization,

The Projcct Manager must requisition such property on Form SF. 9,
"Requisition for Equipment/Supplics/Contractual Services", 4ll property
will be identified for the life of a project by the requisition and itenm
number., It is, therefore, essential thet the requisition be completed with
the utmost care. The upper portion should include the local requisition
number, datc, title of project and the Project MHanager's signature,
thenever possible, tho roguisition should be prepared in English to
expedite its processing at Hsadquarters. 4 reguisition should have no
more that ninety-nine items., Should a reguisition be required for more
than ninety-nine items in a specific category (e¢.g. chemicals required for
a laboratory), a single itcm on the requisition may be referred to as
"Various Chomicals -~ see list attached" and a completc list of all such
items appended toc the requisition, The description or specifications
should be complete in every detail including such itoms asvmodel numbers,
catalogue references, voltage, colours, sizes, etc., Since all property
wili be listed poriodically on the IBM Listing, which is limited in its
capacity to 40 spaces, thc description column of the requisition must
provide an abbreviatod description consisting of no more than 4O letters
and spaces which may then be {ollowed by the details indicated above,

This description should alwsays be typed in capital latters, Therc is
appended hereto a sample requisition which may be used as a guide by

Project ianagers,

It is essential that Project Managers conplete the column "Estimated
Cost" in ell cases, Headguarters will not be able to process reguisitions unless
this column is completed, Although it is eppreciated that a Project
Hanager nay not be~aware of the actual cost of an item tu be requisitioned,
he should normally bc able to eostimate the cost to at least the nearest
$100, The target date should also be included as a specific date, Use of

the phrase '"as soon as possible" should he avoided,
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Requisitions forApublicatiOﬂs are to be typed double space and

should include title, author, publishers and year of publication.

Sincé much of the technical equipment may not be easily
identified by all persons processing a requisition, the Project Munager
should indicate to the best of his ability if the property is to be

considered expendable or non~cxpendable,

Project Managers should arrange to have their requisitions
reach Headquarters in sufficient time to allow the property to be purchased
to be delivered by surface, Because of the vexry high freight charges
involved property will not be shipped by air, except in very special

circumstances,

Reguisition are forwerded to the O0ffice of Speciel Fund

Operations, “hen an order is placed, this office will forvard to the
Project Manager & copy of ths Purchese Order, %hen the properiy is
shipped, several copies of Form PT, 27, the Shipping Authorization, will
be forwarded to tho project and one copy must be returned to the Traffic
Scetion to indicate the dete and thet the material was rcceived in good

condition,

In casc of loss or damage of vroperty in transit, paragraphs 4,
5 and 6 of the revorse gide of the Shipping Authorization should be strictly

adhered to. Sce attachment,

For items costing more than $1,000, (20,000 baht) Hoedquarters
is roguired to follow strict procurement procedures including the need in
certein cases to -solicit international bids, unless special circumstances
warrant an exception to the rules,

IV, ACCOUNTIHNG PROCEDURES Iil THE FIRLD OFFICES

The Project Manager is required to maintein up-to-date records
of all project preperty. 411 proverty received either in kind from the
Government, through local purchase, or fron Headquarters shall be recorded

and shall include the source (govermient contributicn in kind, local
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counterpart cash purchase or Headouarters purchase -~ sce appendix - Property
Record Card). The Property Record Ce:1 lists the follewing bacic information:
item, source of acquisition and item number and velue., %here the project
only acQuires lipited property, a ledger or list of equipment containing

this basic information may be used,

The purpcse of such cards or lists is to permit ready access to
all basic information concerning project equipment, Such records will also
provide the Project Maneger with ready information as to the actual
location of property for which he is accountable and will easist in the taking

of physical inventories and periodic-audits of equipment.

RECEIPT OF PROPERTY

_ A1 property received will initially be consillered as stock -
in-hand, The United Nations Traffic Section must be notificd immediately
if property is received damaged, A copy of this notification should be
sent to ASTAO, The notification should include the resultsof an investi-
gation into the circumstances of damage and recomuendaticns as to respon-
sibility. On receipt of proporty, in the field, all items shell be verifiecd
against the Purchase Order and the Shinping Auwthorization and posted to- the
records, Property should not be positcd t¢ the records unless it is received
in good condition and mects the specifications of the purchase contract,
Separate records must be meintained for damaged vroperty pending in-

structions from Headquarters as to its disposition.

Issue of Property

When stock-in-hand arc issued Yo an individusl or to « site
other than the irmediate Headguarters of the project, such information
shall be posted to the records.

as consuned, Vhere property is issued out of stocks-in-hand, Form RC 9
(Stores Issuc Docket) must be completed and used is the posting media for

all issues., These forms should be consecutively numbered., Preperty not
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expected to be consumed should bear the name of the individual %o whom
the property is issued as well as his signature acknowledging receipt and

accepting accountability for such property.

Headguarters will periodically provide the field with two cbpics
of an IBM Listing vhich will include all property purchascd by Headquarters
as well as that property acquired locally which has been reported to
Headquarters, The Project Manuger should complete the "Quantity Received"
and "Quantity‘Consumed" columns and return onc copy to.Headquarters within
ten days of receipt. Any discrepancics should be noted in the "Remarks"
column on the list, Property provided to the project by the Govermment
in kind or property which hes been ecquired through loceal purchase but
which has not been recorded on the list should be added to the list before

‘it is returned to Headquarters,

The signed copy of the IBM Listing will represent the 1isting of
property and no further feports will be required by Headquarters., Project
Managers are, nevertheless, required to make e physical inventory‘éf all
property on hand as at 31 December of each year., The IBH'Listing should be

adjusted at this time and reports of any noted discrepancies attached,

V. PRCPERTY CONSULED, LOST OR DAMAGED

The Project Manager may issue expendablc property as required,
substantiating each issue with a copy of RC 9 (Stores Issuc Docket) and

posting the quantities of the item consumed to the approoriate nroperty record,

Upon receipt of the periodic IBH Listing, the Projoct Manager
will review his'property records and indicate the quantitics of expendable
property eonsumed. When an item hes been reported as completely consumed,

it will no longer appear on the IBM Listing.

Non=expendable property may only be disposed of upon receipt
of spccific Headquarters! authority. This authority nay only be issucd
by the Heedquartcrs Property Survey Board, In thc event non-expendable
property is lost, damaged or worn out to the extent that it would requirc

repairs costing more then would be deemcd prudent, the Project Henagor
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must report to Headquarters., Thc report should include the original
requisition and itcm number, description, value, pertinent serial or modél
nunbers, and also a statement of the circumstances surrounding the lost or
demaged property and/or an estimate of the repair costs., It shculd indicats
who is responsible and recommend any action to be taken and be submitted to
ASTAO in four copics, The Héadquarters Property Survey Board is charged with
the responsibility of reviewing the circunstances which have resulted in the

loss or damage of property end making appropriate recommcndations,

) The Project Manager will receive spcecific instructions as to the
action to bec teken by him after the Hcadquarters Survey Board has reached

its decision.

In the évent & Project Hanager leaves a project beforc its
completion or before the equipment charged to the project is transferred
or otherwise disposed of, the Project lHanager shall first takec a complete
physical inventory and transfer accountability to the new officor—inr
charge or, in the absence of such officer, to the Director of Spécial
Fund Programmes for the country. Upon completion of a project, specific
instructions will be issued as to tho disposition to be made of all

property charged to the project.
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Part 5 : SUPPLIES AND PURCHASING

1, SUPPLY OFFICER'S RESPONSIBILITIES

(1)

@

The Supply Officer is respomsible for the purchasing of
611 goods and services required by the Research Corpora-
tion except books and journals, which are to be piurchased
by the library group in T.N,D.C., and the specialimed
dtems of documentation, which ars to be purchased by the
decument procurement group in the T.N.D.C. -

The Supply Officer will take action to locate likely
suppliers, to call for guotations or teniers, to place
orders, and to arrange for the delivery of the goods or
provision of services, His responsibility includes the
clearance of goods through customs and the handling off
complaints about goods or services which are not in
accordance with the purchase specificaiion,

2. REQUISITIONS

(1)

(2)

(3)

Action to initiate the supply of any goods or servicas
(including outside printing or publishing) involving

the experditure of funds sterts with the completdon of

an "Internal Requisition", Form R.C. 5 (copies of which

. are available fram the Store),

‘Form R.C. 5 is to be prepared in duplicate by the officer

requiring the goods or servieces and must be signed by the.
head of his group. Tho two copies axe to be passed. to
the Accountant, who will number both copies and return
one to the group requiring tie goods or service., This
latter copy provides the group with a reference for sub-
sequent inquiries, '

The requisition should specify as precisely as possible
any speclal aspects of the goods or services which are to
be considered when placing the order (imcluding spesisl
sizes, quality, urgercy, or specific memufacturer).

suaf2
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(4) 'm estimate of the cost involved must be included in
the requisition by the group initiating the request.
The Supply Officer can he asked for assistance in making
an estimate or obtaining prices for new items,

(5) The lccountent will examine the availability of funds
and if funds are available will endorse the second copy
of the regquisition to that effect and enter budget
details in the appropriate columns, If' funds arc not
avallable the officer who submitted the reguisition
will be consulted and, if necessary the matter will be
submitted to the Hanager of jdninistrative Services,

{6) TWhen funds are available the .iccountent will submit
the requisition to a meabgr of the Board (or other
person) who holds delegated authority to approve cx-
penciiture., :

(7) The @poroved requisition will then be passed to the
Supply Officer to proceed with action for procurenment,

3. PURCHASES FROM FETTY CASH

(1) The extensive use of petty cash for the purchase of
goods is to be aveided, Purchases from petty cash
should normally not exceed 50 baht and should never
excead 100 beht,

2) The procedure for obtsining petty cash is dealt with
in Part 3 of this ianusl,

(3) Cash purchases for higher anounts arc dealt with in the
next succeeding paragreph,

4. PURCHASES FOR CASH

(1) An oftticial order is to be issued for all purchases
other than those from petty cash.

(2) TWherever possible payment for gouds and services will be
by cheque following submission of an account by the
supplicr of the goods or serwvicos,

/3
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(3} In exceptionsl circumstances (e.g. whers the nature of
- the business of the supplier does not permit the sub-
mission of accounta or whers the goads are to be selected
in the market and cesh on delivery is required), the
Supply Officer may decide that cash (or a cheque for cash)
is to eccempany the order, ' In these circumstances the
order will be endorsed: "Bearer will pay cash",

(4) The Accountant will on submission of the endorsed ordoxr

provide the necessary cash, If the order is takem to

the Accountant by the Supply O0fficer or one of his regular
‘assistents, the Supply Officert's signeturse on the order

- will be a sufficient request to the Accountant to dissue
the cagh. In all other cases a cash sub~advance form

 (R.C. 30) signed Ly the head of the group requestm,g cash
with the crder, must eccompany the ordex,

{(5) Where the anount of cash required exceeds 1000 baht, the
Accountent shall obtain the prior approval of a mesmber
of the Hoard (or other person) who holds delegated autho-
rity to approve an advance exceeding 1000 baht,

5. QUOPATIONS, BIDS AHD TINDERS

(1) In this Part -

Quotation means an off'er to supply geods or to perform
a service al a stated price, made in response to either
& written or oral invitation to quote.

Bid means un offer in writing to supply goods oxr %o
perform a sorvice st a stated price and on stated fterms
and conditions, mede in response to either a written ox
oral invitation to hid.

Tender means an offer in writing 1;0 supply goods oxr to
pexforn a service at a stated price and on stated terms
and conditions, made in response to & publicly advertised
invitation to tendex.

(2) Quotations, bids and tenders will be invited by the
Supply 0fficer in accordence with this sub-paragraph.
Yhere the cust of each item ox group of similar itemsi-

o Does not exceed 1000 baht ~ at least
three telephoned quotations are required,

o RBroeeds 1600 bsht but dees not

axaeed HOOO baht - at least

three written gquotations are
required,

woo/h-
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0 Hxceads 5000 baht but does not
exceed 20,000 baht «~ bids are
reguired from at least three
suppliers,

0 Xxeceeds 20,000 baht but does not
exceed 50,000 baht - bids are required
from at least five suppliers.

"o Exceeds 50,000 baht -~ ‘enders
are to ve invited hy public advertiss-
ment, :

'(3) Writton quotations may be invited for items below 1000
baht, bids may be invited for items below 5000 baht,
and tenders invited for items below 50,000 baht if the
Supply 0f'ficer considers that the likely saving Justi-
flies the extra cost and delays involved,

{4) Vhere there are good reasons why it is not practicable
or expedient to ohtain quotations or bids or tenders
as ppecified in subparegraph (2] of this Parsgraph, a
cortificate to this effect shall be prepared by the
Supply OfMicer and retainsd on the file, & certificate
concerning feilure to invite bids must be approved hy
the Hanager of Admdrdstrative Services and a certificats
concerning failure to invite tenders must be apnroved
by the Board hefore formal action to procure the goodse
or service by other means is commenced,

(5) Where quotations are obtained by telephone, wrdtten
notes recording the dates, the firms comtacted and prices
quoted are to be prepared and filed in the Registry with
a copy of the omder, Written quotaticns will be filed
in the same way. Where the successful quotetion is nat
the lowest of those receiwved, a note will be pleced om
the file stating the reason for non~acceptavce,

(6) The Supply Officer in consultation with the head of the
group regquixing the goods or service will decide whom to
invite to bid but the prineciple to be followed in arriving
at a decision is that any firm which might be interested
should be given e reasonable opportunity to bid, Vherwmver
tenders are to be invited an sdvertisement shall be
inserted in at least one Bangkok newspaper having adequete
circulation., The number of times the advertisement appears
and the number of newspapers involved will be determined
by the Supply Officer in comsultation with the head of
the group requiring the goods or service. The principle

veolB
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to be folloved in arriving at a decision is thet any fimm
which might be interested in submitting a tender must be
given a reasonable opportunity to do so.

(7) In addition to edvertising in newspapers, the Supply

Officer may draw the attention of likely suppliers to the
invitation to tender,

6. CONSIDERATION OF BIDS /Z’D TENDERS

(1) Before inviting bids or tenders a Specification covering
the goods or services required will be prepared setting
out the scope, the Specification covers, a description
of the goods or services required, the requirements (if
any) as to date of delivery, and any special conditions.
Rach Specification shall be allotted a Specification
Number in consecutive order and recorded in a Register
of Specifications kept by the Supply Officer with columns
for Specification Number, Title, Date on which invitations
to bid or tender were invited, Closing Date, and Remarks.

(2) Tenders must be submitted on the Tender Form (Form R.C. 31),
which includes on to reverse side the Conditions of Tender-
ing, No special form is required for bids.

(3) Before inviting bids or tenders the Supply Officer will
ensure that copies of the Specification, Tender Form, and
any General Conditions of Contract, are available for
distribution immediately to eny enquirer, An envelope
marked "Bid, Specification Number ~ " or "Tender. Specifi-
cation Number - " will be disbributed with each copy of
the Specification.

(4) The closing date and time for receiving bids and tenders
will be determined in accordance with the urgency of ti~
requirement, having regard to the complexity of the
Specification end the time needed for the preparation of
bids and tenders. Except in special circumstances the
closing time for the receipt of bids and tenders shell
be set at 14,00 hours on a Tuesday.

0../6
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(2)

(6)

(7)

(8)

(9)

There will be & 3ids and Tenders Committee consisting
of the ilanager of Administrative Services, the Supply
Officer, and the /ccountant., In the absence of any of
these threc, the next most senior accounting officer
will join the Committee. The Committee will meet under
the chairmanship of the Manager of Administrative Services
ard the Supply Officer will be its ececutive officer to
arrange meetings and implement decisions., Wherever
possible the Committee will mect at 14.30 hours on the
Tuesday on which bids and tenders close for the purpose
of exemining the bids and tenders received,’

Where the cost of the goods or services are likely to

cost more than 10Q000 beht, the invitation to tender

will state that tenders must be delivered by the repre~
sentative of the tenderer to the Bids and Tenders Committee
at a spcecified place and time, The Committee will open

the tenders in the presence of representatives of all of
the tenderers and announce the prices guoted by each
ternderer, ’

In all other cases bids and tenders must be placed un-
opened in the Bids and Tenders Box in the entrance hall
of the Corporation's building at Bangkhen., When delivored
by hand, the representative of the bidder or tenderer
must himself place the sealed envelope in the box, If
the Registry Officer opens an envelope containing a bid
or tender which is not marked on the outside to indicate
that it conteins a bid or tender, the Registry Officer
will immediately place the bid or tender in an envelope,
seal it, mark the Bid or Tender Specification Number on
the envelope together with the date and time of receipt
and the circumstances of the opening, and place the
envelope in the box,

The Bids and Tenders Box will have two separate locks,
each with two Xeys only. The Supply O0fficer and the
Accountant will each hold one Key for different locks,
The spare Keys will be held by two of the members of
the Board.

A5 soon as possible after the c¢losing time the Bids and

Tenders Box will be oponed in the presence of all three
menbers of the Bids and Tenders Committee.

sunf il
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(10) Each page of every bid and tender and any alterations
appearing in the bid and tender will be inmitialled by the
Chairman of the Committee. Hach bid and tender will be
allotted a Bid or Tender Mumber marked in tiie top right
hand corner of its first page and will be ontered in a
Register of Bids and Tenders with columns for Specifica-
tion Ifumber, Bid or Tender Number, the name of the bid=
der or tenderer, the date the bid or tender was opened,
and remarks, All members of the Committee will inditial
each bid or tender beside its Bid or Tender Mumber and
also ths entry or group of entries in the Registor of
Bids and Tenders,

(11) Bids and Tenders received after the time tenders close
: will be rejected,

(12) After the meeting of the Committee, the Supply Officer
will prepare a comperative statement listing the bidders
and tenders in consecutive number and with the lowest

- price offered by each bidder or tenderer after deducting
any discounts offered, The list will include any remarks
the Supply Officer considers relevant and the lowest bid
or tender listed will be underlined in red, The bids and
tenders and the stetement will then be discussed by the
Supply Officer with the head of the group requiring the
goods or service and a recommendation as to the bid or
tender to be accepted noted on the statement and signed
by the Supply O0fficer and the head of the group.

(13) The decision on acceptance of bids shall be made by an
Ascceptance Comnittes consisting of a member of the Board,
the Menager of Administrative Services and the Supply
Officer, If this committee disagrees with the recommenda-
tion mado by the head of the group requiring the goods or
services, he shall be consulted beforc a final decision on
acceptance is nade,

(14) The ficceptance Committee shall consider recormendations

for acceptance of tenders and report to the Board, The
Board will made the finel decision on acceptance of tenders,

«su/8
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(15) Before the successful bidder or tenderer is notified of
acceptance, the iccountant will be asked to confimm that
the terms of payment proposed are acceptable to the
Research Corporation.,

(16) The Supply Officer will sond a purchase order to the
successful bidder or tenderer, and will note im the
Register of Bids andTenders the name of the successful
bidder or tenderer and the order number,

7. GOODS REQUIRED FROM ABROAD

(1) The requirements of paragraphs 5 and 6 of this Part will
not apply strictly to the purchase of goods from abroad
since meny of the procedures set out in those paragraphs
could not be carried into effect.

~ (2) Vhen it has been decided to purchase goods from abroad,
wherever possible action should be taken to secure at
least three quotations from likely suppliers,

(3) Whercver possible quotations for goods or services from
outside Thailand will be obtained on a cost, insurance
aend freight basis in the form of a pro-forma invoice
stating the supplier's terms of payment,

(4) Vhere the supplier does not insist on a Lobtter of Credit
being arranged, the Accountant will be consulted to
determine the method of peyment most suitable to the
Resecarch Corporation, Where a Letter of Credit is
needed, the Accountant will take action to obtain the
Letter of Credit and will advise the Supply Officer
imnediately that this has been obtained, Correspondence
conoarning financial aspects of Letters of Credit, as
for oxample, extensions of time, will be dealt with by
the Accountant, but the Supply Officer will be kept in-
formed, : ‘

0ee/9
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8. ORDERS (other than Library Orders)

(1) official orders for the purchase of goods or services
required by the Research Corporation (except the special
items for T.N,D.C, specified in Paragraph 1 of this
Part) will be prepared and the original and duplicate
will be signed by the Supply Officer. '

(2) Such orders will not be signed by the Supply Officer
unless he has received an Internal Requisition endorsed
by the .iccount that funds are available and approved
by a person authorized by the Board to approve expendi-
ture, and unless the requirements of the preceding
paragraphs of this Part in regard to quotations and
tenders have been complied with,

(3) If the order involves the expenditure of funds in ex-
00ss of the funds approved in the reguisition, the Supply
Office will inform the Accountant who will take action
to obtain the relcase of additional funds. The Supply
Officer will not sign the officisl order until he receives
notification of the release of the additional funds,

(4) Form R.C. 1, "Purchase Order", will be used for purchases
in Thailand, Those orders will be numbered consccutively,
the order number being prefixed with the symbols 1/,

(5) Form R.C, 2, "Overseas Order", will be used for purchases
outside Thailand, These orders will be numbered consecu-
t}vely, the order number being prefixed with the symbols
2/ -

(6) The Supply Officer will maintain two Registers of Orders,
one for local and one for overseas orders, with columns
for Date, Order Number, Internal Requisition Number,
Supplier, and Brief Details of Goods or Services. Thesec
Registers will be used to allot order numbers and will
be entered from the Internal Requisition before the order
is typed., The order number or numbers will be entercd
in the extreme righthand column of the Internal Requi~
sition at the time the entry is made in the Register,

(7) Six copies of orders will be typed (using Form R.C. 1
or R.C. 2). The number of the Internal Requisition and
the name of the officer requiring the goods will be
typed in the block provided on the order form for this
purpose, A Peyment Voucher (Form R.C, 12) will be
attached to the original of local orders,

ess/10
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(8) The six copies of cach order will be distributed by the
Supply Officer in accordsnce with the note at the botton
of each copy, namely:-

l. To Supplier, with Payment Voucher attached,

2, To Accountant, with Internel Requisition attached,
3. To Stores Accounting 0fficer,

4, To Stores Accounting Officer, for issue to Storeman.
5. Retained by Supply Officer,

6. To Registry, with quotatlons and any other relevant
documents,

LIBRARY ORDERS

(1) official orders for the purchase of books and journals
required by the Research Corporation {other than. the
specialized items of documentation handled by the
document procurement group in the T.N.D.C,) will be pre~
pared and signed (original and dupllcaue) by the appropriate
officer of the T.N.D.C., designated for this purpose.

(2) Form R.C. 22, "Library Order", will be used for this
purpose., These orders will be numbered consecutively,
the order number being prefixed with the symbols 6/.

(3) The llbrary group in T.N,D.C, will meintain a Register
of Library Orders, with columns for Date, Order Number,
Supplier, and Brief Details of the Order. This register

> will be used to allot order numbers and will be entered
before the order is signed and passed to the ALccountant,

(4) Four copies of library orders will be typed (using form
R.C, 22) and this formm will be regaerded as a combined
requlsitlon and order,

(5) The four copies of library orders will be passed to the
Accountant who will examine the availabllity of funds
and endorse the second copy tc that effect and enter
-budget details in the appropriate columns,

ssafdl
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(6) Then funds are available, if the cost of any iten
exceeds 200 baht, the lccountant will submit the library
order to a member of the Board (or other person) who
holds delegated authority to approve expenditure,

(7) The approved library order will thom be distriduted by
the fccountant in accordance with the note at the botton
of each copy, namely:- '

1., To Supplier, with outward letter prepared by T.,¥.D,C.
and with UNESCO coupon, bank draft or other means of
paynent, or with Payment Voucher attached,

2. Rotained by Accountant
3. To T.N.D.C,
L4, To Registry, with any relevant documents.
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10, ACCEPTANCE OF GOODS AND FIRED SERVICES

1. Purchased goods or hired service when delivered to the
Corporation if the cost is not more than 1000 baht can be
accepted by the storeman alone. In this case he must
respond for the quantity and specification in accordance

with each order,

2., Purchased goods or hired service with the cost of more
than 1000 baht must have to be accepted by the ZLcceptance

committee, which consists of the following officers:

(1) Manager of Administrative Services as
chairman.

(2) Store Accounting Officer.

(3) Storeman

3+ The dicceptance Committee must check or test the purchased
goods or hired services to comply with the specifications
mentioned in the order., In this connection the Acceptance
Committee may invite the officer who requires the good or

services to participate in the checkinge.

L., When the checking or testing is made, The icceptance
Committee accept those goods or services and hand over to
the storeman, while they must report to a member of the
Board (or other person) who holds delegated authority to

approve the purchase together with revelant documents.



Administrative Instruction

This notice is to be read with Administrative Notice Ho. ANO7/9.

¥#ith the increese in volume of activities in ASRCT and the considerable
growth of purchasing work, it has been decided to introduce new procecures
aimed at spreading the work of approving purchases and controlling prices,

In future the officer requesting goods to ve purshased shall hioself
ascertain the current price of the gocds by enguiry by telephone, personal
call, etec., This price will be entered in the requisition (R.C. 5) before
it is passed to the Accounting Unit,

The Accounting Unit will check the price of each item against previous
purchases of that item. The lowest price of purchase during the previous
twelve months will be *taken as the standard price for the item unless the
requisitionin; otticer's pricc is lower, in which case the latter price
will be taken as the standard price, 'The standard price will then be
entered on the requisition by the Accounting Unit.

Then the requisition is approved by a member of the 3oard that approval -
will be an approval for purchase of the various items at the standard price.
sefore any purchase is made above the standard price a fresh approval will
be needed, supported by a statement in writing of the reason for the price
increase,

In future, in the application of paragraph 5 on quotations, bids and tenders
of Part 5 (Supplies and Purchasing) of the Administrative lianual, where
telephone or written quotations are to be obtained, at lecest one of these
in ecach case must be from a supplier who has not quoted vefore. *‘hen the
list of possible suppliers has been exhausted, at least one quotation must
come from the supplier whose last quotation is the oldest in a cycle of
suppliers asked to quote on that item.

Attention is again drawn t» paragrephs 3 and 4 »f A,M. Part 5, In future
the rule that purchases from petty cash are not to exceed 100 baht will be
rigidly enforced, . :
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PART 8. CORRESPONDENCE

The Begistry Offieer

I an enclosing for your use a ecpy of Imstruotions
‘hgmmt‘)ﬂium.

mmswumummmm
~ be brought into operetion immediately.

P { i

‘ReCe MoVilly
for lnm‘or of Admindstrative Sexrvices

Prepared 21/9/6..
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Instructions Regarding Registry 0ffice Procedure
1 INWARD MAIL

All inward mail shall be opened jointly by two officees immea:'.a'te]y
it is received in the Registry Section. These officers shall open all mail
which is addressed to the Corporation, or which is addressed to an officer of
the Corporation in his official capacity, for example " R.C. McVilly, Kanager
. of Administrative Services", Where the envelope is eaddressed to an officer
"ocare of" the Corporation the envelope shall not be opened but shall be de-
livered to the particular officer. Where there is doubt as to whether the
letter is official or personal the officer to whom it is addressed shall be
asked to open the mail, and if it is official shall pass it back to the R.egis-
try Section immediately for processing in the normal way,.

All inward letters end other documents shall be stamped with the
date of receipt. Accounting documents such af Payment Vouchers, Credit Notes
etc, which are not accompanied by a letter shall be handed to the Accountant.
The Registry Officer shall read each letter, allot a file number to it, and
attach nny previous correspondence on the subject matter of the letter, The
inwa.rda letter shall b'e entered on an index card for the sender of the letter,
which shall show the name and address of the sender, the date of the letté:,
a very brief precis of the subject matter, and the file number., The Registey
Officer shall place ner initials in the upper right cormer of the stamp to
indicate that the letter has been indexed. The letter shall be marked to Mr,
Nicholls, in the top right hand corner of the letter, below the file number.
The letters and attached papers shall then be placed in a folder marked
"Mr. Nicholls - Inward Mail" and given to Mr.Nicholls. All official inward
letters shall be sent firstly to Mr. Nicholls, even if the sender has marked
the letter for the attention of another officer. If Mr. Nicholls is absent
from the Bangkhen office the letters shall be sent to Dr. Pradisth,
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The leilter or {iies scob o Mr. Nicholls or Dr. Pradisth shall be
noted in a register to record their temporary location. This register shall
show the following Cetails:

asas = e an

~ Date issued i Date, «ad rendur of Vebter File no. Issued to

|

This register shall beo used also to record any files issued tempo~.

rarily to any officer of the Corporaticn. When the file is returned to the
Registry Section the entry shall be cancelled by drawing a line through it.
The register shall be used only for official letters and files which are
temporarily located away from tho Registry Section., It must not be used for
wopened letters.

After reading the irt.rd meil Mr, Nicholls or DE. Pradisth will
write on certain stiters the neme of ti: officer to whom the letter.should
be given for action cr for iaformaticn, and return these letters to the Régistny
Officer. The Registry C. ficer shall amend the entry in the "mark out" register
by drawing a line through Mr. Nicholl's or Dr._Pradisth's name and entering
the name of the officer to whom the particular file is dircoted. The file
shall then be givcn to that officer., Vhere & letter relates to two or more
subjects copies shall be typed tor the appropriate files end all file numbers
shall be noted ¢n the inde.: card Each file ccpy shall be marked to indicate
the other files in which copies ol tha letters ave filad. The routing of the
letter to officers zhould not hc delayed until it can be coried. A small piece
of paper with a suitable rewinder mey be pinned firmly to the letter and the
coptes made immediately the letter is raturned to the Registry Office.

No records of inwards mail shall be kept other than those described
above, In particular it is not ncoesssery to obtain signatures for mail de~
livered to eny offic-r ol the Corporaticn; ths Corporation accepts no respon-
8ibility for private meil seat 15 itz adiress, although it will take all rea-

sonable sters to e.usure that the r.il is delivered promptly to the addresses.
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2., REMITTANCES RECEIVED BY MAIL

All moneys received, in any form, shall be entered in a remittance
book and the entries shall be signed by the two persons who opened the mail.

The remittance book shall show the following details:

T T ‘ T T

Date | Received from | Form (Cash, | Amount | Opened by | Received by | Remarks
Cheque etc)

The envelopes and accompanying letters shall be kept attached to the
remittance. After each delivery of mail has been opened and the remittances |
entered in the remittance book, the remittances, envelopes, and accoﬁpanying
letters shall be taken to the Receiver of Official Moneys (at present the
Accountant). The Receiver shall take delivery of the remittances and letters
and sign the remittance bock ageinst each_entfy as evidence that she has received
the respective amounts., The letters and envelopes shall be used by her to
identify the source of each remittance and its purpose. They shall be returned
to the Registry Office as soon as possible for processing in the normal way.

The remittances will of course remain with the Receiver of 0fficial loneys
pending subsequent banking. If not already crossed, any cheque received through
the mail shall be crossed immediately upon receipt with rubber stamp provided

for this purpose.

All moneys received in the Registry O0ffice must be paid to the Receiver of
0fficial Moneys on the day of receipt.
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3« OUTWARD MATIL

OQutwaid correspondence received in the Registry 0ff'ice should
comprise the original letter and at least two carbon copies, plus the addressed
envelope. In some cases files of previous correspondence will also be attached.
The Registry Officer shall read the letter to see that any enclosures referred
to in it are attached, and will note that the original has been signed. She
wlill also see that the file copies of letters signed "for Manager of Adminis-
trative Services" or by the Supply Officer, have been initielled by the Manager..
If not, they should be taken back to the officers who signed them. The ori-
ginal and each copy of the letter shall be numbered consecutively with a num-
bering machine used solely for this purpose. The number shall be stamped at
the top right cormer of the letter. The originagl may then be placed in the
envelope, which will be sealed and despatched by post, or in some cases by
hand. Where enclosures are sent out with the original of the letter the
Registry Officer will initial the file copy in the margin beside the reference
to the enclosure. Where the letter refers to other material being sent under
separate cover she will mark the file copy of the letter in the same way after
ensuring that the material has been sent, Where two copies only of the letter
are received with the originai, the clearer of “the two copies will become the
file copy and the other the sequenc: book copy. The Registry Officer shall
place the file number stamp on the top right corner of the letter, below the
sequence number, and enter in the stamp the file number allotted to the letter.
The file number will also be noted on the sequence book copy of the letter but
the stamp shall not be used in this case. The file copy shall be filed away
in its proper place. Sequence book copies shall be kept in a suitable binder
in strict order of the numbers previously allotted to the copies. The number
of the letter shall be entered in an index book under the name of the addressee.
It may be necessary in some cases to index the letter under the name of an
individual and also the firm, department o% other institute to which he is
attached. The index book shall be kept attached to the binder. The sequence
books shall show on the spine the earliest and latest numbers and dates of
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the copies of letters contained in each book. Numbering shall recommence at
1, in a new sequence boek,on the 1st January each year.

. Where a letter relates to two or more subjects copies shall be.
typed for the appropriate files, and all file numbers shall be noted on the
sequence book copy. Each file copy shall be marked to indicate the other
files in which copies of the letter are filed.

Where & third or additional copy of an outward leiiexr is elso received
the Registry Officer shall note the file number on it and return it to the A
writer. Th identify this copy the Registry Officer should place a circle around
the writer's initials, which should appear in the top left hand corner.

4. POSTAGE AND DESPATCH

A stock of postage stamps of suitable denominatinns shall be purchased
from Petty Cash, and replenished as necessary. When the purchase ‘of stamps
becomes recessary the Registry Officer shall request the Accountant on the
official Petty Cash request fozm to make a cash subadvance for this purpose
to the officer who will actually make the purchase. A receipt should be
obtained from the Post 0ffice for the purchase. If necessary this may be the
Post Office's official stamp impression on a receipt form prepared by the
Registry 0fficer. The officer in charge of the Petty Cash Advance will count
the stamps purchased and enter the total value of the stamps on the receipts
side of the Postage Register. The entry shall be initialled by him and also
by the despatch clerk as the receiving officer., The receipt for the subadvance
will then be returned to the officer to whom the subadvance was made. Until

this is done that officer remains responsible for the cash,

The Postage Register shall be ruled as follows and entered in the

manner illustrated.
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Receipts Side (Left side of book opening)

Receipts
Date Particulars Checked Amount
1964 | Bent
Octobdr 1st Petty cash - Samsen Post Orfice ' 200,00

Payments Side (Right side of book opening)

Payments

Date ' Particulars Checked | Amount

1964
October lst Browmy—Londony—is50-Pahts

3% ¥

| s, 5 R
BRowni Lovoon  GRimm Kpnckik &ﬂfér‘onp_mﬁlﬁwﬁfﬁ

Entries on the Payments side shall be made by the despatch clerk
and the enveloped and the amounts of postage shall be checked by the Registry
Officer. It is not necessary to keep records of the number of sfamps of each
denomination purchased or used.

The Registry Officer and the despatch clerk together shall count the
atamp on hand, total the disbursements, and balance the Postage Register at
least twice weekly. At irregular intervals but at least once each month an
officer directed by the Manager of Administra.ive Services shall without notice
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examine the Postage Register and stock or stamps on hand, A certificate of the
Sxamination shall be entered in the Postage Register. Any discrepancies shall
be reported immediately to the Manager of Administretive Services.

When ever possible outward mail should be posted late in the morning, .
and as late as possible in the afternoon so that postage is not delayed until
the next day. Under no circumstances should mail which is ready for postage
be held in the office over a weekend or a holiday. '

Where articles are to be delivered by hand the despatch clerk shall
arrange delivery with the officer in charge of motor vehicles. A receipt for
each article shall be obbained from the person to whom the article is detivered,
and attached to the file copy of the outward letter, or placed on the appropriate
file if no outward letter is involved. Post Office receipts for articles sent
by registered post should be dealt with in the same way. The standard Government
type of receipt shall be used for articles delivered by hand. A register in the
following form shall be kept in the Registry Office and checked daily to see that
all receipts have been returned.

Date -Receipt No, Date of Number of Addressee Date Receipt
Despatched Letter Letter : Returned

Postage stamps held for official use must not be used for non-official

mail, and must not be sold to officerse of the Corporation or any other person,
5. FILING

Folders for files must be prepared and marked promptly. Before preparing
a new folder the Registry Officer shall ensure that a file for the particular
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subject is not already in use. It is extremely important that all new files be
entered on the appropriate index immediately a new file number is allotted to a
paper. In making up & file a backing sheet must be placed at the bottom of the
file to provide firmness and avoid damage to the letters. Letters shall be
£illed in folders so that the latest letter is always at the top of the file,
Enclosures to letters shall be kept attached to the letter and filed under

the date of the letter, even though an earlier date may appear on the enclosure.
Persongl files of officers of the Corporation shall be maintained in three
folders for each officer. One folder marked with the suffix A (eg.29/PER/1A)
shall contain documents concerning leave., Another marked B will be used for
correspondence concerning travelling., All other correspondence and documents
shall be filed in the officer's main file (eg. 29/PER/1). The purpose is to
avoid an acBumulation of formal documents such as leave forms on a file, and
at the same time to separete two routine aspects of the officer's service from
other more important features, The A and B files should be opened when the
need arises and the opening of the files should be recorded in the index to
files, to indicate their existence., The three files shall be filed together
in order of the main file, The first (lowest) document on a personal file
should be & cory of the advertisement which resulted ;h the appointment of the
officer, ‘ '

Groups of folders shall be placed between board covers in order of file
number, with the earliest folder number at the top, and fastened with a strap.
Care must taken to ensure that the folders are always filed away in strict
sequence according to the number of the file., The flap on thé top hinged cover
shall be marked to show the sequence of files contained or to be contained in
the covers. The covers shall he placed on the shelves in order of the numbers

appearing on the flaps.

The accumulation of unfiled letters and folders on tables must be avoided,
and they should be placed on the shelves in their proper place as quickly as possi-
ble. Vhere many loose papers or folders are to te filed away it is obviously
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desirable to sort them into order before commencing to place them in their appro-
priate places on the shelves.

6 GENERAL

The Registry Officer will become aware, through usage, of the types of

files handled by the different groups of staff. If she considers that any file

is being requested for a purpose not relevant to the work of the officer requesting
)it she should inform the Manager of Administrative Service at once. Partioular

care should be taken with persénal files of officers. Generally speaking they

should be issued without question only to the Govermors, the Manager of Administrative
Services, the officer in charge of the group to which the officer is attached,

and the staff of the Personnel Section, Other officers should be asked
their reasons for wanting the file and if the reasons appear unsatisfactory

the Manager of Administretive Services should be asked for a decision on
the matter. ' '

A1l files issued should be marked out in the "mark off" register
referred to in the earlier notes on Inward Mail, and the entry should be
cancelled when the papers are returned for filing.

The Registry Office should be left unattended as little as possible,
So that no delays are caused to officers requiring files.

R. C. MeVilly
for Manager of Administrative Services.
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