
Transportation Dis tch C rd (or Trip Card) 

1 . Control Card 

de of pastebo~ d .folded into too rts , the dispatch c rd covers the trip 

card n h accounting statement. A card is issued for each car and kept by 

the r n ort tion Accounting Section (nth a Dispatcher if nee ssary) . hen 

an em oy e p lies for transportation, the Accountant issues a disoatch card, 

inquir ::; bo t the duty, e t r ip Bl'l<lJJ if necessary, the order of the Servic 

Chief. H (the Dispatcher) fills in th leavin time and date and the rnil ge 

readin of th car. fter si~ning in th ap ropriate card section , the m loyee 

gives th disrat eh c rd to the driver who, on return to the offic will fill in 

the mile eadin"' (kilOllleters) , th~ time, and will return the c rd to the 

Dispatcher or Account nt who will si·!.?l in olumn (10) . 

At th nd of e· c month , the 'Accountant makes a total of the mileage er-

formed during the month and records it in the ppropriate section as ·ell as the 

co ts di ctJ.y involved such as: 

- Driver 's salary and allowanc s ( ) including the retirement allowance, 

- 1a... and lubricmt 

- ~ntenance 

- R p rs 

- liscellaneouo (driver ' s clottln", if any; monthly mort ization of purchase 

costs of car, in cas it is a plied immediately by 

Program Account ng - see Project 3 etc . ) 

In t: is way, it i possible to cal.cul te the cost of each kilotneter performed 

in the month . After nt r ing necessary data in books , the ansportation 

Accoun t sings and transmits the c-rd to Prag m Ac counting. 

2 . Utilization of data 

1 . On receiving dispatch cards, the ~rogram Accountant will clarify 

them and ssign to each a serial nunber for easy reference . Then he will 
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file th 1n W l t type or acco-typ binder • These files will serve as bane 

2. The Pro am Accountant calculates the number of kilometers accom-

plisbed for ch progr and activity appearing in column (ll) and enters it in 

column ( , . .lso in this column is cr.t red the transportation cost of each 

progr or ctivity by tiplying th cost for each Kilometer by the number of 

kilo ter erro ed for the pro or activity. For e ple (12) 

or ctivit No . of kilometers 

2 . Ro dv & Dridg Proj . 
ctivlty Jo . 21: New Const . 
ctivit.y Jo . 22: Repair 

150 km. 
100 

50 

30, 000 VN 
20,000 Vll 
10, 000 ,VN 

3. These sep rate items will be recorded in the Programs and 

Activit s books, .first in the a ct ·on of indirect costs of the Program, then in 

the gection of costs charged against ctivities. (See book model - Project 3 . ) 

corresn n transportation dispatch ca. ~ (voucher) .. 

SoJ if in one month the p r nr. 1 in charge of Program "A" or 

Activity "A11 have u ed three cars, in the book three separate tran port tion 

cost it will have to be r~corded after the dispatch cards for the three 

cars (with ~eference nwrlhers) . ple1 

rpgram A August 

Transportation Costs • .. .. • • • • $ • • • • • • • • .15,000 ~'VN 
- Dispatch ca.rd ~10 . at_5: 2;000 VN 

ispatch card no . 8l2; l.> 1000 VN 
i<Jp tch card no . st.D: 500 fVN 

(8 stands for Auzust, 5J 2., 10 r e r ference or serial numbers assigned 

b7 the Pro , am A countant to the di patch ds . ) 

) . R .port f or cars . 

1 . It any executing member of the personnel wants to us a car, 

he mu.st h :v a duty order from an e cutive. This orde y be a "transporta.tiion 

request" ( odel attached) indicating th employee ' s name, the agency where he 
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belonP-s, th destination and especially the duty. On seeing the executive ' s 

sign ture, the transportation Accountant or Dispatcher i sues a ~r (s e above 

process) . 

2 . In cas- tne executive himself rants a car, there is no need for a 

"tran;::> orta ... ion request" ; the executive signs in the disp tch card and gives the 

above-not. information (section 1 , ~ont ol Card) . 

.. ~ l 1 'l'he •Transportation equest11 is ltept by the Transportation 

Accountin ect · onl 'fh r ogr am • ccounting Se ction does not need to do that . 

Bl nfter each trip the c r driver mu t return 'mm diately (the 

dispatch c r ?) , bu cannot keep it about him or in the car . 

Cl The Disp t cher has to check wheth~r the facts recorded are . 

correct , speciaJ.ly tne leavi ng and r turn times and kilometer readings . 

Dir ction of Progr s 
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