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Executive Summary

In assisting CECO to set up a management financial control and reporting system,
Bourne Griffiths have completed stage two of this project and submit the following
report of our findings. As outlined in our contract No: 95/026 (Project No
DP/VIE/87/016) Activity 3, (1.2.3) and Activity 4, (1.2.4) have now been completed
in consultation with CECO staff. Further training has been completed to the
accounting department in relation to the development and practical use of the capacity
and charge out rate model of the twelve departments of CECO. The pro forma
timesheet has been devised and the cost codes, job numbers have been finalised for this
purpose. Discussions have taken place with CECO management regarding the
assignment of responsibilities for the ongoing collection and implementation of the
timesheet recording system. The financial statements, based on the information
provided by CECO have been finalised utilising the accounting software previously
installed . With the above activities finished, our contract 95/026 (Amendment No.1)
is now complete.
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Introduction

All activities relating to contract 95/026/VK (Amendment 1) are now complete. A
meeting to discuss the finalisation of our consultancy took place on Thursday 16 May
with Dr Bysyuk, Chief of Petrochemical Unit, Industrial Sectors and Environmental
Division UNIDO, Mr Alan Sinclair, UNIDO Consultant, Mr Matthew Facey, Resident
Manager, Bourne Griffiths Vietnam and Miss Fiona Johns, Accounting and Training
Manage, Bpune Griffiths, Vietnam.

Outline of our Preliminary Brief
Our preliminary brief and outline of our proposal as per the details in the project
document was to undertake the following items :

1.1

Activity 3 (1.2.3) Set up a system of registering and recording worktime of all
personnel on time sheets for internal monitoring of all manhours
spent on projects and proposals to enable the proper allocation
of these manhours and their eventual cost recovery.

Activity 4 (1.2.4) Set up a system of manhour workload charts and database of
individual departments and projects.

These items have now been completed.

1.2

Our proposal also covered supplementary activities which will support the ongoing
implementation of activities already undertaken by Bourne Griffiths. These
supplementary activities can be described as follows:

1.2.1 Review for completeness and accuracy the ongoing processing
of financial transactions via the computerised accounting and
management reporting system.

1.2.2 Supervise the production of monthly reports generated from the
computerised accounting and management system and ensure
proper dissemination of information to general managers and
appropriate departments and project managers.

Due to the resignation of the CECQ bookkeeper who had initially been trained by
Bourne Griffiths and the consequent delays in conducting these supplementary
activities it was agreed after consultation with Mr Paul Osborne, Mr Alan Sinclair
and CECO management that the 1995 financial statements would actually be
prepared by Boune Griffiths staff from the source documents and other information
made available by CECO management (in particular the Chief Accountant, Mr
Lam). This activity included the training of the assistant accountant Mr Bo in the
operations of the financial accounting system. This item has now been completed.



Actual time spent in preparing these statements was 2 months working in conjunction
with the CECO Chief Accountant and relying on the financial information and
documentation supplied by CECO. Preparation of the CECO 1995 financial statements
will from this point onwards be referred to as item 1.2.

Description of our Activities

Activity 3

Meetings were conducted between Mr Ngoc ( Manager of Project Management and
Project Engineering Department), Mr Cu ( Manager of Training Department), Miss
Fiona Johns (Accounting and Training Manager, BGV) and Mr Dinh Quang Huu
(Local Accountant , BGV) to discuss the implementation and practical plan of the
timesheet recording system.

As a result of these discussions, an appropriate timesheet (see appendix) was designed
by Bourne Griffiths and reviewed and approved by CECO, which will in the future be
filled out at the end of each week by CECO employees of the principal six (6)
chargeable departments. The job , project and activity codes have been designed by
CECO in line with the applications of the software.(see appendix)

Practical Issues were discussed such as:

e  Who will collect the timesheets weekly?

e  Who will input the information into the computer?

e Which department is responsible for the ongoing functioning of the timesheet
recording system?

It was decided by Mr Ngoc that the Personnel department will be responsible for the
maintaining of the Handyman Timesheet recording system.

Activity 4

Further training was provided to the accountant Mr Bo to explain the flexibility of the
CECO capacity model and the adaptability of the charge out rates across employees
and departments. Explanations of the Excel spreadsheet system was further enhanced
as a result of our training.



Activity 1.2

These financial statements have now been finalised and a full Balance Sheet and
Profit and Loss Statement have been prepared for the calendar year end 1995 based
on the financial information provided by CECO. Notes to explain key items form
an attachment to the financial statements. We wish to stress that in preparing these
financial statements, we believe that, not all the financial data and source
documents were made available which to an extent affects the final financial
statements prepared.

Since March 12 1996, financial transactions for CECO have been processed for the
financial year ended 31 December 1995 which included the following activities:

e Input of Opening balances from 1994 as prepared under the Vietnamese
Accounting system

e Preparation of a Chart of Accounts including Asset, Laibility, Proprietorship,
Revenue and Expense Accounts. Assets are divided into Cash and Cash at Bank,
Inventory, Advance to Staff, Accounts Receivable, Inter-Company Accounts,
Capitalised Expense and Fixed Assets. Liabilities include Trade Creditors,
Insurance Payable, Tax Payable, Prepayment from Customer, Salary Payable.
Expenses include direct expenses and administrative expenses which were further
broken down into salary, insurance for employee, travelling etc.

e Process Financial Transactions for 1995 using QuickBooks Computer program

o These financial statements (Balance Sheet and Profit and Loss) were prepared in a
draft form for review and discussion with Mr Paul Osborne and further adjustments
were required to be done by Miss Dung from Bourne Griffiths.

e In preparing a draft of the financial statements, Bourne Griffiths have encountered
difficulties in receiving information from the accounting department and source
documents for all expenditures.

Conclusion

The final stage of implementation of the above three activities in line with the
requirements of Contract 95/026/VK (Amendment No.1) has set the foundation for
correct recording of employees time at CECO, calculations of employees capacity and
preparation of the financial statements. The implementation of the timesheet recording
system, timesheet design, assignment of responsibility for the ongoing recording of this
information and finalisation of the 1995 Financial Statements is now complete. The
staff at CECO have been trained to utilise the software packages (Quickbooks,
Handyman) for timesheet recording and financial statement data. However, an ongoing
committment by CECO Accounting and Personnel Departments is required to produce
financial statement reports and timesheet reports for future periods.
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NOTES TO THE FINANCIAL STATEMENTS:

Small working tools

The small working tools are means of labour which do not meet the criteria in
value and usage duration stipulated for fixed assets.

Prepayments to staff

Prepayments to individual staff in order to execute their work assignments, job
or specific expenses is the common practice at CECO.

The prepayments to staff represent the advance to CECO employees for
provision of payment of expenses incurred during the work performance.

After completion of the work assignment, job or specific expenses related to
the work, the worker or employee has to present all source documents to the

accounting department and to settle any balance outstanding.

Capitalized expenses:

Building Renovation expenses 13,167.68
Other expenses 22,714.43
Total 35,882.11

We were unable to get the breakdown of opening balance of other expenses
from the CECO accounting department. But according to Mr. Bo- the
accountant, these expenses are related to future benefits, and are thus able to
be capitalized.

Payment on behalf of State

This item relates to payments made by CECO for various projects, made on
behalf of the State.

Inter - company account

The inter - company account represents amount owing to and from CECO and
its branch and subsidiaries. We could not get a breakdown of the account.



6. Fixed Assets

Plant, Building

Equipment

Office Equipment,
Furniture

Motor Vehicles

7. Net income (loss)

Cost
372,938.18
42.070.79
3,706.15
37,746.82

456,461.94

Dep. Rate

1,2,4,5
6,8,9
5,6,8,9

b B}

9,11

2

Net Value
232,394.58
16,877.71
2,628.89
14,989.07

266,890.25

The net loss of § 92,254.83 has been calculated without any adjusting entries,
which allocate prepayments from customers to the income account. At this
point we are unable to get any further information to identify to what stage the
projects have been completed. Therefore the true net income should be
adjusted later on, based on this information. The accounting department of
CECO is still obtaining this information.



CECO
CASH FLOW STATEMENT

For the year ended 31 December 1995

1 Cash flows from operating activities

Cash receipt from customers

Cash paid to suppliers, employees, government
2 Cash flows from investing activities

Proceeds from sale of fixed assets
3 Cash flows from financing activities

Net decrease in cash

Cash at begining of period

Cash at the end of period

Page 1

CAMMSOFFICE\EXCELL\CECO-CFS

$ 494,640.46

(568,476.31)

(73,835.85)

35,345.45

35,345.45

(38,490.40)

52,033.28

$ 13,542.88




CECO

05/18/96 : Profit and Loss
January through December 1995

Jan - Dec '85
Net Other Income 1,118.03

Net Income -92,2564.83
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05/18/96

CECO
Profit and Loss

January through December 1995

Jan - Dec '95
Ordinary Income/Expense
Income
Fees 494,640.46
Total Income 494,640 46
Cost of Goods Sold -
Conference 3,325.03
Depreciation 7,577.62
Design Fee 4,090.91
Direct Expense 430,339.34
Gifts 132,46
Insurance Expence 9,725.38
Others 69.91
Printing 1,763.75
Receiving guest 2,267.60
Salary Expence 17,447.06
Supplies 161.50
Traveling Allowance 16,561.67
Workers 455
Total COGS 493,466.78
Gross Profit 1,173.68
Expense
Adminitration Expenses
Trading License Tax 59.09
Advertising Expense 1,374.45
-Allowances, gifts 1,360.05
Bank fee -637.64
Bonus 90.91
Capital Use Right 300.00
Cleaning Fee 104.53
Conference 309.09
Depreciation 8,154.78
Electricity 4,256.98
Land Tax 583.22
Legal Fee 7455
Mail 17.10
Medical Fee 191.36
Other Insurance 26.82
Others 872.94
Repairs and Maintenance 1,011.66
Receiving guest 7,144.84
Petrol, Qil 2,374.49
Trade Union Fee 116.15
Management Fee 909.09
Salary 24,973.74
Supplies 83.41
Staff Training 185.45
Stationery 526.42
Sercurities 140.35
Telephaone, Fax Fee 7,525.12
Traveling 6,124.97
Turnover Tax 25,382.77
Water 909.85
Total Adminitration Expenses 94,546.54
Total Expense 94,546.54
Net Ordinary Income -93,372.86
Other Income/Expense
Other Incorne
Waste Sold . 1,14522
Gain on Fixed Asset Disposa 5,800.00
Gain/Loss on F.E.R. : 39.10
Total Other Income 6,984.32
Other Expense
Loss on Foreign Ex. Rate 1,193.06
Profit Tax 4,673.23
Total Other Expense 5,866.29
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CECO

05/18/96 Balance Sheet
As of December 31, 1995

Dec 31, '86
Total Other Payables 58,850.21
Tax Payable
Profit Tax 1,764.06
Turnover Tax N 24,050.87
Total Tax Payable 25,814.93
Fund from State Budget 22,373.64
Total Other Current Liabilities 646,803.62
Total Current Liabilities 646,803.62
Total Liabilities 646,803.62
Equity ’
Capital 311,543.38
Retained Earnings 4,582.31
Net income -92,254.83
Company's Funds 9,379.46
Total Equity 233,250.32

TOTAL LIABILITIES & EQUITY 880,053.94

Page 3



05/18/96

CECO

Balance Sheet
As of_ December 31, 1995

Nguyen Xuan Hop
Nguyen T Long
Nguyen Van Ha
Nguyen D Binh
Pham M Duc
Pham V Thang
Pham T. May
Pham V Chuoc
Pham L Huong
Pham Huu Khac
Pham T Hoa
Phan H. Thanh
Pham Van Vinh
Phan Q Nghia
Phan V Hoang
Ta T Han

Tran V Thang
Tran N Dat

Tran Huu Liem
Tran D Lam
Tran D Thang
Tran M Tien
Trinh M Cuong
Vu H Chuong
VuD.Tin
Prepayments to Staff - Other

Total Prepayments to Staff

Payment on behalf of State
Inter-company account

. Total Other Current Assets

Total Current Assets

Fixed Assets
Fixed Assets
Acc. Dept.

'Total Fixed Assets

Other Assets
Capitalized Expenses

Total Other Assets

TOTAL ASSETS
LIABILITIES & EQUITY

Current Liabilities
Other Current Liabilities

Prepayments from Customers
Salary Payable
Social Insurance Payabie
Other Payables

Nguyen T Thuc

Nguyen N Vi

Dinh D Bo

Pham M Duc

TranQCu

Danang Steel Jointventure

Chemical Construction Comp.

Employees

Capital Rasing
_Professional Department
Living Quarter

CAM Center

Branch

Project VIE

Trade Union

Detergent Department
Technology Department
Project Management
Construction Department

Dec 31, '95

181.82

90.91
22.73
297.87
4,552.88
90.91
7,555.16
63.64
90.91
181.82
- 3,363.64
943.58
26.88
90.91
364.31
45455
90.91
90.91
90.91
2,072.74
50.82
272.73
17273
427274
2273

100.00

86,407 .48

21,064.97
316,885.09

-563,738.70

577,281.58

456,461.94
-189,571.69

266,890.25

35,882.11
35,882.11

880,053.94

532,840.15
718.93
6,205.76

173.91
41.86
19.45
909.09
54.44
2,038.38
2,181.82
11,572.10
2,142.47
4,862.59
361.06
1.80
22,620.80
2,016.86
18.07
782.34
7,013.59

350.91

1,688.67

Page 2



05/18/96

ASSETS

Current Assets

CECO

Balance Sheet
As of December 31, 1995

Dec 31, 95

Checking/Savings
Petty Cash - VND
Cash at Bank -USD
Cash at Bank - VND

Total Checking/Savings

Other Current Assets
Other Receivables

Retiers and Kintergarden

Dang X Toan

Equipment Department
Research Department

Ms. Nghi

Quang Ngai Chemical
Research Project

Others
Nguyen K Lien
Qil Project
Nguyen H Chi
TranQCu

Total Other Receivahles

Small Labour Tools
Material

Finished Goods
Work in Progress

Prepayments to Staff

Bui N Quang
Bui N Cuong
Dao Dung
Dang T Hoi
Dinh Bich Van

Doan Manh Hung

Chu Manh Ngoc
Dao K Tuong
Dang Q. Khiem
Dang X Toan
Dao Kim Ngoc
Dinh Nhu Toan
Dinh V. Du

Do Duy Phi
Duong D Nhan
Ha Thua Nghiep
HaV. Lac
Hoang Giap
Hoang K Hue
Kieu C Nguyen
Lai T Dao

Le C Huong

Le Minh Duc
Le Minh Duong
Le M Quoc

Le T Triem

Le The Huyen
Le M Hung

Luu V. Giang
Ngo T Duc
Nguyen T Tron
Nguyen D Nghi
Nguyen Q Tuan
Nguyen B Hop
Nguyen C Tu
Nguyen C Tien

Nguyen H. Luong
Nguyen Kim Lien
Nguyen Manh Hung
Nguyen T Son
Nguyen Thieu
Nguyen V Bang
Nguyen V Thanh
Nguyen X Son

1,858.40
8,979.89
2,704.59

13,542.88

78552
1,500.00
11,199.62
4,545.45
1,972.80
59.23
909.09
3,927.27
535.67
2,885.01
2,909.09
36.36

31,2651

940.95
220.48
2,471.99
104,482.63

14.39
27273
54545 -

90.91

90.91
181.82
427.27

72.73

11,400.00
745.45
953.18

15,205.09

1,654.55

90.91

945.44
1,078.77
117.89

15.91
454.55
102.97

65.90

1,454.54
24545
449.71

88.06

84.18
981.82

5,027.27
365.88
27273

18.18
449.05

4413

68.18

90.91

53.09

8,243.07
454.55
90.91
3,363.64
90.91
1,975.22
191.71
2,167.73

Page 1



1995 CECO FINANCIAL STATEMENTS
Balance Sheet -
Profit and Loss
Cash Flow
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Dang cong viéc: Lap du roin

Nam 1994
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Loai cong viéc - Ky thuat (E)
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 03(cong doan sav)
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1. Qua trinh cong ugh
1. Chit nhiém dé an
6.3.
- 0. Duong ong
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" EXAMPLES

1. Job Code 3.4.5.2.205

Number 3:  Type - Working on Estimates
4. the year 1994
5. Project No. 5 (to be carried out in 1994)
2. Nature - Engineering
205: Actual job - Technological Procedures

2. Project Item: composed of 4 digits

Digit 1 2 3 4

Production Phase

Project Iltem ( as indicated in the
drawing of the whole plant site)

Example: Code 07.03 refers to Item 7 (Drying & Grinding
Workshop), Phase 03 (drying)

3. Job Code 11
1. Technological Procedure
2. Project Director

6. Pipelines
5. Drawing



01

03
04

06
07

DY KIEN MA S KE ToAN
CHOCONG TY -

Nghi do cap cifu
Nghi o6m

Nghi khong 1y do
Nghi phép

Nglu dé

Hoc tap, dao tao _
Nghilé



PROPOSED ACCOUNTING CODES

01
02
03
04
05
06
o7

Emergency Leave
Sick Leave

‘Absent

Annual Leave
Maternity Leave
Training

Public Holiday



DUKIENMASOVETG o
CUA CONG TY T.K.C.N.H.C .
THED 30 PHAN QUAN LY VA PHONG CHUYZ MO

100 Gidm doc
110  Phé gidm doc dién hanh —
120 K¢ hoach - kinh doanh
130 Ky thuat - quan {v dé an
200  Cong nghé - qud wrinh
210 Duémg ong va lap (,i.::u.
220 \a\ dung/ Ket cau/ Kien tric
23 Diens do twduy
240  Thiet bi
: 250  Mady tinh
300 Kinh t¢ du todn
400  Tai chinh - Ke to;in. tai v
- 500 Hanh chinh
600  Té chitc
700 Chinhanh TP. HOM
8(;‘-() Trung tam coﬁg nabo mod reong
810  Trung tam chong an men

220 Xirong



PROPOSED CODES FOR CECO’S ORGANISATIONAL STRUCTURE
Classified under Managerial & Technical Departments

100 Director

110 Executive Deputy Director

120 Business Planing

130 Project Technical Management
200 Procedures - Technology

210 Pipelines & Installation

220 Construction / Structure / Design
230 Electronic / Measurement

240 Equipment

250 Computers

300 Economic Estimates

400 Finance - Accounting

500 Administrative

600 Personnel

700 Hochiminh Branch

800 Technology & Environment Centre
810 Anti-corrosion Centre

820 Workshop



11/ Ma so cfso Hrng vitri cong tae: 20m 2 chir s¢

Sothit 1 2

-

l Cwong vi/ lam. ki€m tra~~—

1 - Chii nhiém dé an
2 - Truéng phong

3 - Kiém soit

4 - Thiet ke

5-Ve

Kiem a2 chi phi cho linh vye chuyen mon

1 - Qua uinh - Cong nghe
2-Cokhi )

3 -Di¢n

4 - Do luong

5 - Xay dyng

6 - Duong ong

7 - Dy win



Il Codes for each position: 2 digits

Digit 1 Digit 2

Work position, review level

1- Project Director

2- Department Manager
3- Controller

4- Designer

5- Drawing Staff

Technical-cost Control

1- Procedures - Technology
2- Mechanic

3- Electric

4- Measurement

5- Construction

6- Pipelines

7- Estimates



- Ma s6 cho cac cong viée thuce té€ ing véi 3 so thu tu (3) (6) (7)

01 - Quan I¥ ky thuat
02 - Ky thuat may tinh .
03 - Ho tro veé k¥ thadt cho du dn
04 - Kiém tra tai lieu
035 - Cong ngheé - Qua trinh
06-Sodoquarinh - P& D
07 - Lap dat cong nghe
08 - K¥ thuat duong ong
09 - Lap dat dudmg ong
10 - Vat liéw - Dy o vat lieu duong ong
11 - Kiem tra vit lien duong o6ng
12 - Ky thuat hiet bi
'13 - Thiet bi quav {mady)
'14 - Thiet bi truyven nhiét
‘15 - Thang - Thap
'16 - Thiet bi qud trinh chuven dung
17 - Ky thuat xdy dung
‘18 - Thiet ke xav dung
'19 - K¥ thuat ket cau
'20 - Thiet ke két cau
21 - KV thuat dia cha/ khi hrong
22 - Ky thudt kién triic ‘
23 - Thiet ke noi thar
24 - Thieét ké kién tnic
25 - HVAC -/ Nhiét. thong gid. dien hoa khong khi
26 - Thiet ké hang myc phu tr¢ '
27 - Phong hoa - citu hoa
28 - K¥ thwat moéi trwdng
29 - Ky thuat chong an mon
130 - K¥ thuat bao 6n. son phi
31 - Ky thnat dién
32 - Thiét k¢ dien
33 - K¥ thuat kiém tra do wdng
34 - Thiet ke hé thong kiem tra do {wong
35 - Ky thuat san xuat / van hanh
36 - Lap du an tien kha thi. kha thi
'37 - An toan
38 - Bao dudng mayv
39 - Thong tin lien lac
40 - Kinh t&
41 - Dy todn
42 - Thu e hanh chinh theo réi chi phi du dn



01
02
03
04
05
06
07
08
09
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31

40

CODES FOR JOBS IN PRACTICE (5

th)’ (6

Engineering management

Computer technics

Technical assistance to project
Document varification
Technology - Process

Process diagram - P & D
Technology installation
Pipeline engineering

Pipeline installation
Pipeline’s materials estimation
Pipeline’s materials control
Equipment technics

Rolling equipment (machine)
Heat-trasmission equipment

Box - Tower

Specialised process equipment
Construction technics
Construction design

Structure technics

Structure design
Geographical-Meteorological technics
Architecture technics

Interior decoration
Architecture design

HVAC - /Heat-Volatile-Air Conditioner

Fire prevention and fighting
Environmental technics
Anti-corrosion technics

Freezing - Paint covering technics
electric technics;*p2449Y

Economics



OY KiEN VE A SO (CODE)
10 CAC CONG YiEC CUA CECO

I/ Hé thong so cong viée: sein ™ $o

Sothil 2 3 4 G 7

“Cong viec thye to

e ]
}

~— (Xem bang thong
ké miso)

Loai cong viéc

- Nghién citu du én .
2- Ky thuar (E)
: 3- Mol trwong
i 4- Chong an mou
Z- EPC (Thiet ké - Citng T.bi - Xav ding
A San phdm hoa chat/ san xuat
- Cung Gog thiet bi, vat w (P)
8- Thi cong xav dyng (C)

4 . 1994
5 .1995 B
L Dang cong viéc ’ — -
- Hop dong - CECO Ha Noi
2-Chao hang - CECO Ha Néi
3-De an - CECO HaNoi
4- Hop dong - CECO T.p. H.C. Minh
3- Chaolame. - CECO T.p. H.C. Minh LT

6- De du - CECO T.p. H.C. Minh



PROPOSED JOB CODES FOR CECO

I/ Job system : 07 digits

st .. nd rd th th th th
1%'digit 2 3 4 5 6 7
jobs in practice
{see the table)
types
1-Project studyv
2-Engineering (E)
“3-Environment
4-Anti-corrosion
5-EPC (Engineering-Procurement-Construction)
6-Chemical product/production
7-Procurement (P)
8-Construction (C)
No.
Year
4.19%94
5.1995

Divisions

T~Contract - CECO Hanoi

2-Marketing - CECO Hanoi

3-Projection - CECO Hanoi

4-Contract - CECO HCMCity

5-Marketing - CECO HCMCity

6-Projection - CECO HCMCity



CHi DAN VE CACH THUC GHI CHEP CAC CHI TIET

TRONG BANG CHAM CONG

Day 12 bang chdm cong dugc 14p theo tudn.
Mbi mébi cd nhan s& 1ap mot ban.
Céc bing nay sau d6 dugc ngudi phu trach xét duyét va duge chuyén cho

vao mdy.

N6 1i co 8 d€ tinh s6 lugng vA chat lugng lao ddng cta tirng ngudi.
N6 ciing 13 co s& dé tinh chi phi thuc t& cho ting cong viéc, timg Dy 4n.

STT Chi ti¢éu Cach thuc ghi chép

1 Tén Tén cla nhan vién 14p bang chdm coéng nay

2 Phong ban | Tén ca phdng ban ma ta truc thudc

3 Tuan Ta s& ghi khoang thdi gian cta tudn nay (Tu ..... DPén ..... )

4 Thing Théang ndo trong ndm

5 Mai du an | M&i Dy 4n c6 mot tén va mot ma riéng.
Du 4n duge quan 1y trong mdy theo ma.
M3 ndy s& dugc ngudi quan 1y tao lap va thdng nhéat sit dung
Cac thanh vién déu duge thong bdo vé€ ma nay va
Tai cot ndy ta s& dién ma cta du dn vio.

6 Hoat dong | M&i dyu dn ¢4 nhiéu loai hoat dong khdc nhau.
Céc hoat dong ndy cling déu ¢é md riéng, ma ndy s&€ khoéng dugc
qua2kyte. -
M3 nay do ngudi quan ly tao lap va cung cip cho moi thanh
vién.
Tai cOt nay ta s& dién ma hoat dong vio.

7 Cong viée | Trong mbi hoat dong c6 thé ¢ nhiéu cong viée phéi lam khéc
nhau.
Céc hoat dong duge quan 1y trong mdy theo ma.
Céc cong viec déu cé ma riéng.
Ma nay khéng duge c¢6 hon 3 ky tu.
Ma nay do ngudi quan 1y tao 1ap va cung cfip cho moi thanh
vién.
Tai cOt ndy ta s& dién ma cong viéc vio.

8 Cuong vi | Khi thyc hién mot céng viéc trong mot Dy dn, méi thanh vién s€
tham gia véi mot cuong vi nhat dinh.
Cic cuong vi ndy s& gin v4i cdc mic phi nhét dinh ma ta tinh
cho Du an.

9 Dién gidi | Mo td ngin gon va ddy di vé céng viéc ma ta tién hanh

10 O Cdc 6 O | Mbi ngdy trong tuan s€ 13 mot cot
Trong méi cot gém cic 6
MG&i 6 gém 2 phin khac nhau ngin bing dudng gach chéo
Phan trén ta ghi thdi gian ta dd bd ra dé ti€n hanh m&i hoat dong
cta Dy an trong ngay
Phan dudi ta s& ghi mic phi tinh cho Du an khi ti€n hanh cong
viéc d6 trong mot don vi thdi gian clia cuong vi dd duge chi ra.
Mitc phi ndy duoc 1ap va qui dinh chung trong toan céng ty

11 Tong Cot ndy s& duge cong tong thoi gian da lam cha cdc cot tit Thit
hai dén C. N cila tiing loai cong viéc cua timg Du 4n.

12 Téng gity Cong t6ng thoi gian trén cdc cot tir Thit hai dén Téng

13 Trong gitv | Tong thdi gian duge ti€n hanh trong giy hinh chinh (8h/ng)

14 Ngoai giv | Tong thdi gian lam vugt gidy so véi thoi gian lam viéc qui dinh

: {gi¥ hanh chinh)
15 Ky nhin Béang chdm c6ng, sau khi di 1ap xong bdi ting c4 nhan phai duge

nguoi phu trach ky nhan trude khi duge nhip vao mdy.




INTRODUCTION OF TIME SHEET PREPARATION

This Timesheet is:

1. calculated on a weekly basis.

2. prepared by employee.

3. comfirmed by responsible officers before being transfered to
computer. '

4. basis of work valuation of each employee.

5. basis of actual cost recognisation for each job, project.

No. Items Details
1 | Name Name of the individual who f£ills this
timesheet
2 | Dept. Name of the department he/she belongs to
3 [ wWeek Period (From...to...)
4 | Month Month of the year.
5 | Proj.code Every project has its own name and code,

thereby it is managed.
This code is named by the manager and used
consistently, and informed to member user.

6 |Activity Every project has various activities.
These activities have their codes
respectively. Each code has not over two
digits and is named by the manager.

7 | Job Each activity can have a number of
different jobs. Each job has its own code
which has not over three digits, is named
by the manager and managed accordingly.

8 | Position When taking part in a project,
participants have different positions with
different rates to be calculated for the
project.

9 |Description |Brief and sufficient notes about the job.

10 | Cells Each day of week is a column; each column
has a number of cells; each cell has two
parts separated by a diagonal. The upper
part is filled with time spent for jobs;
the lower part is for the rates.

11 | Total This column is total time spent on
different jobs through the week.

12 | Total hours | Total time spent through the week.

13 | Regular Total time spent within working hours (8hs
per day) . :
14 | Overtime Total extra time spent additionally to

regular working hours.

15 | Confirmed by | This timesheet is confirmed by responsible
officers, after being prepared by each
individual.
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