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CIRCULAR
ON THE PROCESS OF ROTATION, VERIFICATION, COLLATION, AND COLLECTION OF ACCOUNTING DOCUMENTS IN THE SYSTEM OF “CORE BANKING, ACCOUNTING, BUDGETING AND SYSTEM INTEGRATION” AT THE STATE BANK OF VIETNAM
Circular No. 25/2020/TT-NHNN dated December 31, 2020 on the Process of rotation, verification, collation, and collection of accounting documents in the system of “Core banking, accounting, budgeting, and system integration” at the State Bank of Vietnam, effective from March 1, 2021, amended by:
Circular No. 12/2023/TT-NHNN dated October 12, 2023 of the Governor of the State Bank of Vietnam on amendments to legal documents on implementation of tasks of state foreign exchange reserves, effective from November 27, 2023.
Pursuant to the Law on the State Bank of Vietnam dated June 16, 2010;
Pursuant to the Law on Accounting dated November 20, 2015;
Pursuant to the Law on Electronic Transactions dated November 29, 2005;
Pursuant to Decree No. 35/2007/ND-CP dated March 8, 2007 of the Government on electronic transactions in banking activities; 
Pursuant to Decree No. 16/2017/ND-CP dated February 17, 2017 of the Government on functions, tasks, powers, and organizational structure of the SBV;
Pursuant to Decree No. 130/2018/ND-CP dated September 27, 2018 of the Government on elaboration of digital signatures and digital certificates; the management, provision, and use of digital signatures, digital certificates, and digital signature authentication services;
Pursuant to Decision No. 08/2013/QD-TTg dated January 24, 2013 of the Prime Minister on the accounting regime applicable to the State Bank of Vietnam;
At the request of the Director of the Finance and accounting division;
The Governor of the State Bank of Vietnam promulgates a Circular on the Process of rotation, verification, collation, and collection of accounting documents in the system of “Core banking, accounting, budgeting and system integration” at the State Bank of Vietnam[1].
Chapter I
GENERAL PROVISIONS
Article 1. Scope 
This Circular provides for the Process of rotation, verification, collation, and collection of accounting documents in the system of “Core banking, accounting, budgeting and system integration” at the State Bank of Vietnam (hereinafter referred to as the SBV).
Article 2. Regulated entities
1. Units with accounting apparatus, including: Finance and accounting division, Central Banking Department, Verification Department , Information Technology Department, the Issue and Vault Department, Verification Sub-Department , Information Technology Sub-Department, the Issue and Vault Sub-Department, Banking Supervision Agency, the SBV branches in provinces and centrally-affiliated cities, and other units under the SBV with an organizational apparatus (hereinafter referred to as the SBV’s accounting units).
2. Relevant individuals and organizations.
3. This Circular does not apply to public sector entities and project management boards under the SBV that have an independent accounting apparatus.
Article 3. Interpretation of terms
For the purposes of this Circular, the following terms are understood as follows:
1. "Core banking, accounting, budgeting and system integration" system:  system: is a system that is created to send, receive, store, display, and perform processing for the purpose of management and posting entries of economic and financial operations of the SBV (hereinafter referred to as accounting software system), including: ERP software, T24 software, CSD software, AOM software, CDP software.
a) ERP software (Enterprise Resource Planning):  is the system that manages and post entries of economic and financial operations of the SBV, including the following modules:
- General Ledger, abbreviated as GL;
- Fixed Assets, abbreviated as FA;
- Account Receivable and Account Payable, abbreviated as AR, AP;
- Financial Accounting Hub, abbreviated as FAH;
- Budgeting, abbreviated as BG;
b) T24 software (Temenos T24): is the core banking system of the SBV to manage and monitor basic economic and financial operations of the SBV, including the following modules:
- Lending and Deposit, abbreviated as LD; 
- Interbank and International Foreign Exchange, abbreviated as FX;
- Derivatives, abbreviated as DX;
- Fund Transfer, abbreviated as FT;
- Securities Trading, abbreviated as SC;
- Customer, abbreviated as CUS;
- Money Market, abbreviated as MM;
- Account, abbreviated as AC;
- Limit, abbreviated as LI;
- Loans Past Dues,  abbreviated as PD;
- Teller, abbreviated as TT;
- Cash Reserve Ratio, abbreviated as CRR;
- Data Capture, abbreviated as DC;
c) CDP-TT01 software (Central Desk Portal):  is a system for managing state foreign exchange reserve operations;
d) CSD software (Central Securities Depository): is the SBV's system to manage operations related to the deposit of valuable papers;
dd) AOM software (Auction/Open Market Operation):  is a system for managing the following operations: gold auction, open market, issuance of SBV bills, government bonds, and special bonds.
2. CMO system (Currency Management Optimization): is the centralized treasury management and issuance system of the SBV.
3. Process of rotation, verification, collation, and collection of accounting documents:  is the sequential routing of accounting documents to respective divisions for processing, beginning with the preparation, reception, and examination of the documents, followed by their classification, recording; verification and collation of documents and then collection and arrangement of documents. 
4. Automatically posted transaction: is a transaction that is automatically posted by accounting software and without outside intervention.  These transactions are posted on the basis of information created by the accounting software system from data sources available in the system (for example, accrued interest posting transactions...). 
5. Participants in the process: are officers responsible for performing each step in the Process of rotation, verification, collation and collection of accounting documents, including:  operation officers, accounting officers, verification officers, officers who perform post-examination and collection of documents, Head of accounting division or person authorized by Head of accounting division (hereinafter referred to as Head of accounting division); the Head of the SBV's accounting unit or the person authorized by the Head of the SBV's accounting unit (hereinafter referred to as the Head of the SBV's accounting unit).
6. Accounting division: is the division including all accounting officers.  In particular, the accounting officer is the person who directly receives, processes, and examines accounting documents and performs accounting transactions on the accounting software system (hereinafter referred to as accountant) according to assignments by the Head of the SBV’s accounting unit. 
7. Verification division:  is the division including all verification officers.  In particular, the verification officer is the person assigned to verify accounting transactions and operation transactions and has the authority to authorize transactions performed by operation officers and accountants on the accounting software system.
8. Operation division:  Operation division: is a division that includes all operation officers, including the treasury division and other operation divisions.  particular, the operation officer is the person who directly receives, processes, examines operation documents and performs the operation steps on the accounting software system as assigned by the Head of the unit.
9. Treasury division: includes treasury officers, is a person who is assigned to verify and have authority to authorize outbound, inbound, and treasury transactions executed on the CMO system.
10. Post-examination division: is a part of the accounting division, including all officers performing post-examination and collection of documents (hereinafter referred to as post-examination officers).  In particular, the post-examination officer is the officer who receives and collects documents processed and posted by operation officers and accountants; re-verify transactions performed by operation officers, accountants, and automatically posted transactions on the basis of relevant documents; and collect and archive accounting documents of all SBV’s accounting units according to established regulations.
11. End of working day:  is the end of a working cycle on the accounting software system, the daily accounting closing procedures have been completed. After this point, no more economic or financial transactions will be processed or posted in the accounting books of that working day, except for rectification transactions according to regulations.
12. User code: is the user identification number on the accounting software system used to log into the system and perform operations. The user codes include user identification numbers issued by the Information Technology Department at the request of the SBV’s accounting units and identification numbers pre-created in the accounting software system to integrate transactions between software in the accounting software system (hereinafter referred to as system user code).  User codes are issued to operation officers and accountants at each SBV accounting unit and are automatically created by the system according to the SBV’s accounting unit.
13. Operation mechanisms and processes:  is a system of guiding documents and procedures regulating the implementation of economic and financial operations within the operations of the SBV to ensure that all economic and financial operations are tightly verified, accurately reflect their true nature, and strictly adhere to applicable laws and regulations.
Article 4. Principles of rotation, verification, collation, and collection of accounting documents 
1. Principles of rotation of accounting documents
a) All accounting documents prepared by the SBV’s accounting unit or received from customers must be examined and verified for the validity and legality of the documents before being use to record in accounting books;
b) For documents related to payment and receipt of cash: if it is a cash payment document, after the treasury division collects enough money, the accountant will record it in the accounting books; if it is a cash receipt, the accountant must record it in the accounting books first and then transfer it to the treasury division to pay the money;
c) For documents used in non-cash payments (fund transfer), only credit the beneficiary's account after debiting the payer's account (unless otherwise prescribed by law);
d) Documents rotated between divisions in the SBV’s accounting unit must be made by officers in that unit and cannot be transferred to customers. Payment documents outside the SBV’s accounting unit such as fund transfer, payment clearing, etc. are rotated via the internal network, interbank network, post office or direct delivery and receipt of documents between relevant SBV’s accounting units.
2. Principles of verification and collation of accounting documents 
a) All bank accounting documents must be examined for legality, validity and strictly verified before performing operations (posting, payment, revenue, expenditure, etc.), and the following matters shall be checked:
- For paper documents
+ Examine the clarity, completeness, and accuracy of indicators, data, and elements recorded on accounting documents; 
+ Check if economic and financial operations recorded on accounting documents comply with the provisions of the Accounting Law, conduct a thorough collation of the information contained in the accounting documents with the relevant supporting documents and records;
+ Check if required documents have confidentiality marks as mandated;
+ Examine if people who prepare, check, and authorize each economic and financial operations comply with the process stated in this Circular;
+ Examine if the seals (if any) and signatures on documents (including signatures of customers and relevant officers in the SBV’s accounting unit) match with the seals and signatures registered at the SBV’s accounting unit.
- For electronic documents
The verification of electronic documents entails a two-step process, commencing with the verification of technical aspects, followed by the review of operation contents.
Step 1: Verification of technical aspects, including:
+ Examine if the digital signatures of the preparer and verifier at the previous stage, the confidentiality mark and the security key codes (identification codes) on the documents match the prescribed code format; if the codes on the documents match the prescribed codes;
+ File names must adhere to the prescribed naming and information format;
Step 2: Verification of operation contents: 
+ Examine the content of documents;
+ Examine the name, account number, value date on documents and other information on documents;
+ Examine the deposit account balance to ensure it is enough to pay the amount on the document;
b) Post-examination officers are not allowed to re-verify transactions that they themselves have verified or processed on the accounting software system;
c) Examining and collation of verification reports (hereinafter referred to as reports) of the transaction day must be completed on the next working day.
3. Conditions for collection and storage of reports by electronic means
a) The content of that data message can be accessed, searched, and used for reference when necessary;
b) The content of that data message is stored in the same format in which it was created, sent, received or in a format that allows the exact content of that data to be represented;
c) The data message is stored in a manner that facilitates the identification of its origin, destination, and the date and time of its transmission or receipt.
4. Application of digital signatures to verification reports 
a) Digital signatures must be attached to reports to serve the verification and collation of documents after digital signing. Digitally signed reports shall maintain their authenticity and integrity throughout the entire process of transmission over the computer network, processing, and storage; 
b) The head of SBV’s accounting unit that conduct digital signing is responsible for safely preserving the secret key and secret key storage device of the personal digital certificate;
c) Operation officers, accountants, verifiers, and post-examination officers responsible for signing on reports must sign with digital signatures on verification reports immediately after completing their assigned work.
5. Process for digitally signing reports 
When the application of information technology is sufficient to meet the conditions for storing reports as prescribed in Clause 3 of this Article, operation officers, accountants, verifiers, and post-examination officers do not have to print reports into paper copies, but digitally sign each report in accordance with the principle of order of each step in the process of rotation, verification, and collation of documents, which is as similar as the process of rotation, verification, and collation of paper documents.
6. Principles for collection and arrangement of documents
Accounting documents for the day are fully collected, systematically arranged, and readily accessible for retrieval and archival purposes.
a) Documents of one (1) posting transaction must be arranged in the following order:  Bookkeeping documents; original documents and other supporting documents (supporting documents shall be arranged in chronological order of the corresponding primary documents).
Documents of rectification transactions are arranged in order: rectification documents which clearly state the transaction being adjusted or copies of original documents (in case the original documents are not kept in the same set of documents);
b) In case one (1) original document is related to two (2) or more different posting transactions but are not placed next to each other in the same (1) set of documents, the accountant shall:
- If the transactions belong to the same (1) set of documents:  The original documents are arranged in the document set corresponding to the first posting transaction.  On the posting document of the next transaction, clearly state "the original document is kept in document number..."  on the original document, clearly state "the original document of document number...";
- If the transactions belong to different document sets of the same working day: The original documents are arranged in the document set corresponding to the first posting transaction.  In the next transaction, depending on the information requirements of each transaction, it is possible to do the following: On the posting document of the document set, clearly state "original documents kept in the document set... document number ...”; or at the next posting transaction, save the second copy or a scan of the original document (clearly state "original document kept in the document set... document number...");
- If transactions are posted on different transaction days: Original documents are arranged in the document set of the first transaction date, and in the document set of the following transaction days, save the second copy or a scan of the original document (clearly state "original document kept on date... document set... document number...").
7. Principles for rectifying errors detected during the process of rotation, verification, and collation of documents 
a) Upon verification of accounting documents, if a violation of relevant legal provisions is detected, the operation officer or accountant must refuse to execute transactions (such as payments, disbursements, inventory releases, etc. ), and immediately report it to the Head of the SBV's accounting unit to take timely actions in accordance with applicable law;
b) Operation documents and accounting documents that do not comply with validity and legality requirements must be returned to the customer or brought to the attention of the document preparer so that they can be re-prepared or adjusted to ensure accuracy before being used as the basis for accounting records;
c) Errors shall be rectified in compliance with operation mechanisms and processes, operating instructions on accounting software, accounting laws, and relevant laws.
Article 5. Responsibilities of participants in the process
1. For Heads of SBV’s accounting units
a) Lead, assign, direct, and supervise implementation of this Circular;
b) Coordinate with relevant SBV’s accounting units to promptly address detected errors;
c) Be held accountable to the Governor of the SBV and the law when errors occur due to their unit’s failure to properly comply with Circular and relevant accounting laws.
2. For Head of accounting division 
a) Advise the Head of the SBV’s accounting unit on implementation, and guide relevant divisions and officers to comply with this Circular;
b) Directly supervise the compliance with process and implementation of documentation regulations at the SBV’s accounting unit;
c) Assign and direct officers in the accounting division to follow the procedures specified in this Circular;
d) Examine and verify daily account consolidation reports, daily account balance sheets, detailed accounting documents if there is any doubt or error, and monthly, quarterly, and yearly accounting reports; bear responsibility for the timeliness, accuracy, completeness, and truthfulness of data in the report;  
dd) Promptly report to the Head of the SBV’s accounting unit any cases of errors or violations of regulations in transaction processing that misrepresent the true nature of economic and financial operations; 
e) Provide recommendations or directly make decisions on corrective measures for errors within the scope of authority of the Head of the SBV’s accounting unit.
3. For operation officers
a) Examine, verify, and ensure the accuracy, validity, and legality of documents used to enter relevant data on the accounting software system;
b) Accurately enter the information from source documents into the accounting software system as prescribed;
c) Coordinate with accountants to examine, collate data, supplement any missing documents related to transactions performed on the accounting software system. 
4. For accountants
a) Examine the accuracy, validity, and legality of accounting documents. For documents that must be signed and authorized by the Head of the SBV's accounting unit before implementation, the accountant will submit them to the Head of the accounting division for signing; then, submit it to the Head of the SBV's accounting unit for authorization before implementation on the accounting software system;
b) Enter accurate and complete data of economic and financial operations into the accounting software system according to the entries on documents and the operation mechanisms and processes of each module;
c) Post entries of economic and financial operations in accordance with applicable regulations;
d) Check, collate, and ensure the accuracy of transaction details on the Transaction list against the accounting documents that they processed on the accounting software system within the day;  
dd) Directly rectify errors that arise after reporting and are authorized by the Head of the SBV's accounting unit or the Head of accounting division; 
e) Comply with Clause 6 of this Article if they are assigned to perform part or all of the post-examination tasks. 
5. For verification officers
a) Examine the validity and legality of accounting documents and operation documents processed by accountants and operation officers and entered into the accounting software system;
b) Verify the accuracy of transactions entered into the accounting software system by accountants and operation officers, and the accuracy of transactions against accounting documents and supporting documents related to economic and financial operations; authorize transactions, sign for verify and take responsibility for their errors in the process of verification and authorization of transactions;
c) Verification officers are not allowed to enter data into the accounting software system. If errors are detected, they must return documents to accountants and operation officers for processing.
6. For post-examination officers
a) Collect, examine, and ensure the adequate number of accounting documents of economic and financial operations performed during the day by all SBV’s accounting units;
b) Re-examine the accuracy of transactions performed to update system data and general ledger accounts (including automatically posted transactions);
c) Examine the accuracy of the list of automatically posted transactions, promptly detect errors due to system processing and promptly report to verification officers for reporting to the Head of the SBV’s accounting unit;
d) Verify and collate the data between accounting reports to ensure data accuracy and consistency, promptly detect discrepancies in data and promptly report to verification officers to report to the Head of the SBV’s accounting unit for further actions;
dd) Coordinate with participants in the process and other operation divisions in determining the cause of errors and proposing corrective measures when detecting discrepancies between the module and general ledger accounts;
e) Collect and bind documents for storage according to regulations on archival of accounting documents.
Chapter II
SPECIFIC PROVISIONS
Section 1. ROTATION, ADMINISTRATION, COLLATION, AND COLLECTION OF ACCOUNTING DOCUMENTS AT THE SBV’S ACCOUNTING UNITS
Article 6. At the operation division 
1. At the treasury division
a) Receipt of documents, processing of transactions
- Carry out transactions according to operation mechanisms and processes 
+ For cash receipt transactions:
Upon receiving cash receipt documents (transfer orders, payment documents made by customers, etc.), the operation officer in the treasury division shall examine the validity and legality of these documents, process the cash receipts, record the type, denomination, quantity of currency according to the correct operation mechanisms and processes and operating instructions on the CMO system;
+ For cash disbursement transactions:
Upon receiving the set of documents that the accountant has debited the customer’s account, cash disbursement documents and related documents, the operation officer in the treasury division shall examine the validity and legality of these documents, process the cash disbursements, record the type, denomination, quantity of currency according to the correct operation mechanisms and processes and operating instructions on the CMO system;
- Print, sign documents, and examine transactions
The operation officer in the treasury division shall print documents on the CMO system according to the order specified in the operation mechanisms and processes; collate the printed documents from the CMO system with their original documents. The operation officer must sign and verify the authenticity of documents, send them to the verification officer for authorization in accordance with the regulations on the operation mechanisms and processes. Upon completion, the operation officer must forward the duly signed and validated documents to the accountant for further processing in accordance with established regulations; 
b) Print end-of-day reports and perform examination and collation
After the end of the working day, the operation officer in the treasury division shall print reports at the CMO system to perform examination and collation in accordance with the regulations in the operation mechanisms and processes and operation instructions on the CMO system to ensure that economic and financial operations are fully and accurately posted in the CMO system; reconcile the physical inventory count in the treasury with the corresponding accounting and tracking data in the accounting software system. 
 
And also forward one (1) report in providing evidence to support the reconciliation of the physical inventory count in the treasury with the corresponding accounting data of the accounting division;
 
 
 
c) Collect, arrange, store documents and reports
The collection, arrangement, and storage of documents at the treasury division are carried out according to the operation mechanisms and processes of treasury management on the CMO system and the provisions of Clause 1 of this Article 6 Article 4 of this Circular.
2. In other operation divisions
a) Receipt of documents, processing of transactions
Upon receipt of documents for transactions on the accounting software system, the operation officer shall examine them to ensure the validity, legality, and completeness of relevant documents, and carry out transactions on the accounting software system in accordance with operation mechanisms and processes.
The operation officer must sign and verify the authenticity of documents, send them to the verification officer for authorization in accordance with the regulations on the operation mechanisms and processes. Upon completion, the operation officer must forward the duly signed and validated documents to the accountant for further processing in accordance with established regulations; 
b) Print reports after the end of the working day and carry out examination and collation
After the end of the working day, the operation officer shall print reports at the operation software/module to perform examination and collation in accordance with the regulations in the operation mechanisms and processes and operation instructions on the operation software/module to ensure that economic and financial operations are fully and accurately posted into the accounting software system;
c) Collect, arrange, store documents and reports
The collection, arrangement, and storage of documents at the operation division are carried out according to the operation mechanisms and processes of treasury management on the accounting software system and the provisions of Clause 6 Article 4 of this Circular.
Article 7. At the accounting division
Based on accounting documents according to applicable regulations, accountants perform transactions on the accounting software system to ensure the principle of debit before credit, in specific:
1. Upon receipt of documents, processing of transactions:
a) Examine the completeness, validity, and legality of documents according to regulations.
b) Determine and properly follow operation mechanism and processes and operating instructions on the accounting software system to ensure the accuracy and completeness of information and data of economic and financial operations that are recorded in the accounting software system on the basis of original documents;
c) The accountant examines to ensure the correct match of the posting transactions on the accounting software system with the original documents, transfers the documents to the verification officer to check and authorize the transactions in accordance with Clause 1, Article 8 of this Circular.  In case an error is detected, the accountant shall address it according to Clause 7, Article 4 and Article 11 of this Circular.
2. Print reports and perform examination and collation
After the end of the working day, accountants print reports in operation software/modules for further examination and collation as follows:
a) At each operation software/module 
- Perform examination and collation in accordance with the regulations in the operation mechanisms and processes and instructions on each operation software/module to ensure that economic and financial operations are fully and accurately posted into the accounting software system;
- Examine the status of the transactions that the accountant entered into the accounting software system to ensure: 
+ On ERP software:  In the APR and FA modules, all transactions of the day have the status "Posted"; and also examine that these transactions have the status "Posted" on the GL module; 
+ On T24 software, all transactions of the day have the status "Authorized";
- Examine and collate to ensure the correct match between transactions of receipt/disbursement of valuable papers on CSD software with the GL module, between transactions on deposits, payments for purchase, sale, and bidding of valuable papers, gold on T24 software and on CSD and AOM software;
- For automatically posted transactions from operations assigned for management and monitoring (if any) such as deposit contracts, loans, etc., accountants perform examination and collation after the end of the working day;
- For the FT module, accountants perform additional examination on the following matters:
+ Examine and collate to ensure correct match between outgoing/incoming interbank payment transactions via the Centralized Interbank Transfer Accounting System (CITAD) that were posted on T24 software during the day (form No. DC 01 and form No. DC 02) with reports on successful payment transactions on the CITAD system;
+ Examine and collate to ensure correct match between incoming/outgoing inter-branch payment transactions during the day (form No. DC 03 and No. DC 04) with the Transaction list (form no. BCLC 01);
b) At the GL module of ERP software
After the end of the working day, to ensure accurate, complete, and timely reflection of all economic and financial transactions in accounting books and compliance with accounting document regulations, accountants must collect documents that have been posted during the day, print a Transaction list (form No. BCLC 01) to perform examination and collation, in specific:
- Examine the status of the transactions that accountants entered into the accounting software system, ensuring all transactions have the status "Posted" on the GL module. For transactions with other statuses, accountants must coordinate with verification officers to take actions in accordance with operating instructions on the accounting software system and accounting laws;
- Re-examine the completeness and accuracy of the entries on the document (transaction amount, currency, detailed accounting items, transaction name, accounting account, etc.) against the Transaction list (form no. BCLC 01);
- Re-examine to ensure the legality of accounting documents according to each type of operation such as specimen seals, customer signatures, accountant signatures, verifier’s signatures and authorization signatures of competent authorities, seals,...;
- Re-examine if the transactions that have been entered according to the correct functions of the accounting software system, ensure completeness and correct operations, avoiding duplication in performing transactions;
- Examine and collate to ensure the correct match of the total number of transactions and total revenue generated between the List of detailed transactions (item 1, form No. BCLC 01) with the List of accounts ( item 2, form No. BCLC 01);
- Examine and collate to ensure data on the total number of Debit transactions, total number of Credit transactions and Debit and expense transactions of each general ledger account for economic and financial operations according to List of accounts (item 2, form No. BCLC 01) have been fully and accurately updated according to the List of detailed transactions (item 1, form No. BCLC 01);
- When transactions involve system intermediate accounts, accountants must re-examine the accuracy of postings of entries to these intermediate accounts.  In case any error is detected, accountants must coordinate with verification officers to take actions in accordance with operating instructions on the accounting software system and accounting laws.
3. Sign to verify, arrange, and submit documents
a) Upon verifying the accuracy of the transaction details as per Clause 2 of this Article, the accountant shall sign the Transaction List and submit all supporting documents along with the Transaction List to the control officer. The submission of documents must ensure the signing and receipt procedures between the two parties;
b) Documents must be collected and arranged in accordance with Clause 6, Article 4 of this Circular, in order of transactions on the Transaction list (form number BCLC 01) and examined to ensure they match the Transaction list.
In case the SBV’s accounting unit has a large number of transactions of the same nature during the day as cash fee transactions, one-time payment fees, high-value and low-value interbank electronic payment fees; ... which are transferred from other modules to GL, the Head of the SBV’s accounting unit shall decide the method of arranging documents according to transaction type, ensuring consistency throughout the SBV’s accounting unit; 
c) Documents and reports, after being arranged into volumes, must be numbered within each volume. For easy reference during future inspections and archiving, accountants will number all documents with blue ink and clearly write the total number of pages on the first page's right corner.
Article 8. At the verification division
1. Examine and authorize transactions of the day
The verification officer receives operation documents and accounting documents from operation officers and accountants in accordance with Point a, Clause 1, Clause 2, Article 6, Clause 1, Article 7 of this Circular, and then examines their validity and legality according to regulations and collate to ensure they match the transactions that operation officers and accountants have posted on the accounting software system; and then authorize the transactions and sign accounting documents for verifications; transfer documents to the Head of the SBV’s accounting unit if these documents require his/her signature for authorization before further process on the accounting software system. After that, the verification officer returns the set of documents to the operation officers and accountants for further processing as prescribed in Point b, Clause 1, Clause 2, Article 6 and Clause 2, Article 7 of this Circular.
Verification officers must clearly understand the procedures, processing steps and posting of transactions in each module to promptly detect data entry errors and ensure that all transactions are fully, accurately, and promptly posted (especially for complex transactions or those involving high risks, such as outgoing and incoming payments, etc.).
In case an error is detected, the verification officer shall return it to the operation officers and accountants to make timely adjustments according to Clause 7, Article 4 and Article 11 of this Circular.
2. Receive, collect documents and verify after the end of the working day
a) Receive a Transaction list with all documents arranged in accordance with Point c, Clause 1, Point c, Clause 2, Article 6 and Clause 3, Article 7 of this Circular from operation officers and accountants in charge; 
b) Re-examine all documents and the Transaction list received according to Point a of this Clause; collate documents and the Transaction list sent by the operation officer or accountant with the Transaction list that operation officers or accountants posted on the system after the end of the working day to ensure the legality of posted accounting documents and ensure that all transactions have been updated on the system accurately and completely according to original documents. If any error is detected, the verification officer notifies the operation officers and accountants to re-examine and make adjustments in accordance with Clause 7, Article 4 and Article 11 of this Circular and relevant laws;
c) At the end of the working day, once all transactions have been processed, the verification officer shall review the List of uncompleted transactions (form No. BCLC 02), List of detailed transaction errors (form No. BCLC 03), Automatic error verification report (form No. BCLC 09) according to their assigned tasks, determine the cause of error of each transaction, coordinate with operation officers, accountants and technical officers for timely actions according to the proper operation mechanism and processes and instructions for rectifying errors on the accounting software system and provisions of accounting law to promptly detect and rectify errors withing the working day. 
At the end of the working day, once all transactions have been processed, if no uncompleted transaction or error is identified in the report forms No. BCLC 02, BCLC 03, BCLC 09, printing these reports is not required.
3. Sign to verify and submit documents
Upon verifying the accuracy of the reports as per Clause 2 of this Article, the verification officer shall sign to verify report forms No. BCLC 01, BCLC 02, BCLC 03, BCLC 09 (if any uncompleted transaction or error is identified) and forward all documents and signed lists to post-examination officers for further processing. 
The submission of documents must ensure the signing and receipt procedures between the two parties.
Article 9. At the post-examination division 
1. Receive documents and reports
The post-examination division, upon receiving the set of documents and reports from the verification officer, shall:
a) Examine the number of documents processed by each accountant during the day, if they match, record the acknowledgment date and obtain signatures from both parties. All cases of missing documents must clearly state the cause and be certified by the verification officer who performed the verification;
b) Examine the completeness and accuracy of the required signatures on the documents. If any signatures are missing, request the relevant operation officer or accountant to supplement all signatures;
c) Examine the numbering and arrangement of the documents by accountants;
d) Examine if the signatures of operation officers, accountants, and verification officers on the reports match their registered specimen signatures;
dd) Examine that the number of transaction documents collected from all users participating in transactions during the day of all SBV’s accounting units matches the totals reflected in the Transaction consolidation report printed from the accounting software system and sign for confirmation on this report. 
2. Print and verify documents, and report after the end of the working day
a) Print reports: 
- Transaction list (form No. BCLC 01) of system user codes and of operation officers and accountants of other SBV’s accounting units; 
- List of uncompleted transactions (form No. BCLC 02); 
- List of detailed transaction errors (form No. BCLC 03);
- List of reversed posting transactions (form No. BCLC 04); 
- List of backdate posting transactions (form No. BCLC 05); 
- Transaction consolidation report (form No. BCLC 06); 
- Consolidation report by accounts (form No. BCLC 07);
- Integrated data comparison report (form No. BCLC 08);
- Automatic error verification report (form No. BCLC 09);
- Daily account balance sheet (form No. BCLC 10).
If there is no data for reports BCLC 02, BCLC 03, BCLC 04, and BCLC 09, these reports do not need to be printed;
b) Examine and verify documents and Transaction list 
- Verify and collate to ensure the correct match between accounting documents and the List of detailed transactions (item 1, form No. BCLC 01) and compliance with legal regulations on accounting documents; cross-check the user codes, verification officers on the accounting software system against the signatures of the relevant operation officer, accountant, and verification officer on the paper documents to ensure that the individuals who signed the paper documents are the same as those who authorized the transactions in the accounting software system; verify the conformity between documents and transactions on the List of detailed transactions (item 1, form No. BCLC 01) in terms of operation nature and module.
For transactions that the post-examination officer identifies as suspicious, such as unusually large transaction amounts, unreasonable transaction times (e.g., transactions on holidays), incorrect posting to modules (e.g., unrecorded and untracked loans in the lending and deposit module, etc.), the post-examination must re-examine and cross-check with accounting documents and related documentation to verify the transactions. In case an error is detected, the post-examination officer shall address it according to Clause 7, Article 4 and Article 11 of this Circular.
- Check and collate to ensure data on the total number of Debit transactions, total number of Credit transactions, Debit revenue, Credit revenue of each general ledger account between the List of detailed transactions (item 1, form No. BCLC 01) and the List of accounts (item 2, form No. BCLC 01);
c) Verify automatically posted transactions
- Based on the general ledger accounts on the List of detailed transactions of automatically posted transactions (section 1, form No. BCLC 01), the post-examination officer re-examines the data on the number of number of Debit transactions, Credit transactions, Debit revenue, Credit revenue to ensure that any data for each account is fully and accurately updated according to the corresponding economic and financial transactions reflected in the List of accounts (item 2, form No. BCLC 01).
Perform random sampling to re-examine the accuracy of data in the accounting software system against original documents such as deposit agreements, loan agreements, etc. (select at least 10% of automatically posted transactions for daily verification, focusing on high-value transactions, high-risk transactions, suspicious transactions, etc.) 
- Examine the accuracy of data on total number of transactions, Debit revenue, Credit revenue of automatically posted transactions between the List of automatically posted transactions (Form No. BCLC 01) and Transaction consolidation report (Form No. BCLC 06);
d) Examine unfinished transactions and take actions against detailed error transactions 
The post-examination officer shall examine the List of unfinished transactions (form No. BCLC 02) and determine the cause of each transaction. 
- In case the transaction has not been authorized, the post-examination officer shall request the verification officer to handle it according to the process of the software/module.
- If the transaction has an error, based on the List of detailed error transactions (form No. BCLC 03), the post-examination officer reports to the competent authority and coordinates with the Information Technology Department/Information Technology Sub-department, and relevant units to examine and rectify erroneous transactions;
dd) Verify reversed posting transactions and backdate posting transactions
Examine and verify if reversed posting transactions (form No. BCLC 04); backdate posting transactions (form No. BCLC 05) meet the correctness, validity, and legality requirements;
e) Verify consolidation reports by each user code and by each general ledger account 
- Check and collate to ensure data on the total number of transactions, total Debit revenue and total Credit revenue of the List of detailed transactions by each accountant (item 1, form No. BCLC 01) and the Transaction consolidation list (form No. BCLC 06);
- Check and collate to ensure data on the total number of transactions, total Debit revenue and total Credit revenue of the List of detailed transactions by each user code (item 2, form No. BCLC 01) and the Transaction consolidation list (form No. BCLC 07);
- Verify opening balance, revenue generated during the period, closing balance of the Consolidation report by accounting account (form No. BCLC 07) with the Account balance sheet (form No. BCLC 10) corresponding to each general ledger account;
- Examine and collate the balances of intermediate accounts: Post-examination officers must re-examine the accuracy of posting of entries to these intermediate accounts (including system intermediate accounts) to ensure that the intermediate accounts defined in the SBV’s Chart of Accounts are used for their intended purposes and reflect their true nature; system intermediary accounts have no balance.  In case any error is detected, operation officers or accountants must coordinate with verification officers to take actions in accordance with operating instructions on the accounting software system and accounting laws;
g) Verify integrated data of the accounting software system 
Post-examination officers shall verify Integrated data comparison report (form No. BCLC 08) to ensure all transactions from the software/module have been updated correctly and completely into the general ledger (GL).
In case there is a data difference in the number of transactions, posting value between the source data and the GL module, the post-examination officer shall report it to the Head of accounting division who reports to the Head of the SBV’s accounting unit, in coordination with Information Technology Department/Information Technology Sub-department, and relevant units to examine, determine the cause, and rectify erroneous transactions;
h) Collate, examine, and verify general ledger accounts 
After the end of the working day, post-examination officers shall perform collation to ensure:
- The cash balance in the Issuance Reserve Fund and Issuance Fund matches the fund balance on the report in the CMO system (Issuance Reserve Fund Ledger (form No. DC 05), Issuance Fund Ledger (form No. DC 06) and the cashbook in T24 software; accounting units of the SBV that do not manage the Issuance Fund must ensure the correct match between the cash account balance at the fund (Fund Journal (form No. DC 07)) with the cash book at ERP software; 
- Balances of off-balance sheet accounts: Cotton money, polymer money and metal money, sample valuable papers, valuable papers, other valuable documents being preserved, ... on the GL module match exactly with data for each corresponding type of currency and valuable papers that are managed and monitored on the CMO system and CSD software;
i) Verify daily account balance sheet
- Verify general ledger accounts to ensure that currencies are posted accurately according to their nature and type through the Automatic error verification report (form No. BCLC 09);
- Verify daily accounting balance sheet (form No. BCLC 10);
- The opening balance of this period matches the closing balance of the previous period.
+ Collate that the total Debit balance (=) total Credit balance of the opening balance, revenue generated during the period, and closing balance of all accounts in the Balance sheet;
+ Reconcile and take actions against each general account that is unbalanced: Opening balance plus (+) increased revenue minus (-) decreased revenue is different from the closing balance;
+ Reconcile and take actions against accounts with improper balances (if any);
k) Upon thorough examination in accordance with Section 2 of Article 9 of this Circular and ensuring accuracy, the post-examination officer shall sign to verify reports form No. BCLC 02, BCLC 03, BCLC 04, BCLC 05, BCLC 06, BCLC 07, BCLC 08, BCLC 09, BCLC 10. 
For reports No. BCLC 06, BCLC 07, BCLC 10, the post-examination officer forwards them to the Head of accounting division for re-examination and signing for verification.
3. For the last day of the month, in addition to compliance with Clause 2 of this Article, post-examination officers shall coordinate with relevant divisions to collate and verify to ensure:
a) The total balance of deposit and loan accounts for each detailed accounting object on the operating account, such as balance, currency, contract, partner, etc. that are managed and monitored on modules of T24 software (Deposit statement form No. DC 08, Loan statement form No. DC 09) correctly matches the corresponding general ledger account balance on the GL module;
b) Total balance of accounts receivable and payable according to each detailed accounting object such as unit or individual with payment relationships, etc. on the AR and AP modules; T24 (form No. DC 10, DC 11) correctly matches the corresponding general ledger account balance on the GL module, ensuring that there are no differences in columns (8), (9) of form No. DC 10 and DC 11;
c) The total account balance of fixed assets and other assets in treasury by each group, type of fixed assets, tools and materials on the FA module (form No. DC 12) correctly matches the corresponding general ledger account balance on the GL module to ensure there are no differences in columns (8), (9) of form No. DC 12.
4. For monthly, quarterly, and annual accounting reports, the SBV’s accounting unit shall comply with applicable regulations. 
Article 10. Collection and arrangement of documents and reports of all SBV’s accounting units 
1. Collection of documents
All accounting documents of the day are collected into document sets. A set of accounting documents includes: A Transaction list by each user code accompanied by all accounting documents.
2. Arrangement and numbering of documents
a) Arrangement of documents
- For codes of users who are not operation officers or accountants of SBV’s accounting units, post-examination officers shall comply with Clause 6, Article 4 of this Circular.
- The post-examination officer shall arrange documents in the order of the user codes with all documents according to the Transaction list, bind them into sets and manage them immediately after completing the full examination, verification, and collation as specified in Clause 6, Article 4 of this Circular;
b) Numbering of documents
Documents in the Document Journal must be numbered with a red ink pen in the upper right corner of each document sheet in consecutive order from one (1) to the end to ensure management and verification of full number of accounting documents during the day; 
c) Closure of Document Journal
Accounting documents, after being arranged into sets, are arranged by the accountant to bind document journals. Depending on the number of documents of the SBV’s accounting unit, they shall be divided into document journals to suit the storage, preservation, and lookup when necessary.
The cover of the Document Journal clearly states the name of the SBV’s accounting unit, date, archive number, document file number/Total number of sets per day, total number of pages numbered from... to..., signature and name of post-examination officer.
The order of the Document Journal set is done as follows:
- Consolidation report by accounts (form No. BCLC 07);
- Transaction consolidation report (form No. BCLC 06);
- Transaction list by each user code (form No. BCLC 01) accompanied by all accounting documents;
d) Numbering of Document Journal
Document journals will be numbered and kept in order from January 1 to December 31 every year and kept according to applicable regulations on the preservation period of archived documents in the banking sector;
3. Accounting ledgers/books and reports (including the daily account balance sheet (form No. BCLC10)) must be bound into separate categories, according to each reporting period immediately after examination and signing for verification for further archival as per the law.
Article 11. Rectification of errors detected during the process of rotation, verification, and collation of documents
1. At the operation division: 
If an error is found in operation documents or from execution of transactions in modules or software, the operation officer shall report it to the verification officer, the Head of the operation division and cooperate with relevant divisions to rectify the error in compliance with operation mechanisms and processes.
2. At the accounting division:
a) If an error is found in accounting documents or from execution of transactions in modules or software, the accountant shall report it to the verification officer, the Head of the accountant division and cooperate with relevant officers and divisions to rectify the error in compliance with operation mechanisms and processes, accounting laws and other relevant laws;
b) If an erroneous transaction is found related to operation divisions, especially fund transfer transactions and cash transactions, the accountant must immediately report it to the Head of accounting division and must notify relevant divisions to request timely adjustments and take corrective actions to ensure asset safety. 
3. At the verification division: 
a) Rectify errors related to operation documents
If an error is found in operation documents forwarded by an operation officer or accountant, the verification officer shall return them to the operation officer or accountant for further actions as prescribed.
If the verification officer detects any errors related to documents or reports such as: missing items on documents; missing documents; documents do not meet all requirements for legality and validity..., the verification officer shall request relevant officers to supplement and complete the set of documents in accordance with applicable legal regulations; 
b) Rectify errors related to execution of transactions at modules or software
In case the cause of the error is due to posting in accounting, the verification officer shall report it to the Head of accounting division to determine the cause of the error and request the operation officer or accountant who made the error to correct it. Errors must be rectified within the module or software where they occur in accordance with the law on error correction, and then report it to the Head of the SBV’s accounting unit. 
In case the cause of the error is due to information declaration of automatically posted transactions, the operation officer or accountant who made the error must report it to the Head of accounting division for remedial actions according to the above instructions of the accounting software system, and then report it to the Head of the SBV’s accounting unit.
4. At the post-examination division:
a) If an error is detected, based on the error details, the post-examination division shall determine and notify the division that made the error. 
If the error is rectified on the software without changing the number or content of documents, the operation division shall proactively cooperate with the post-examination division and relevant divisions to determine the causes and corrective measures, and adopt the corrective measures within the date on which the cause is found to ensure asset safety.
If the error rectification leads to a change in number of content of documents, the post-examination division shall make a transfer record before and after the completion of the error rectification. The transfer record shall made between the post-examination division and verification officer, clearly stating the transfer time, causes and results of error rectification;
b) Verification officers are not allowed to rectify errors made by operation officers or accountants on the accounting software system. If any errors is detected, they must return documents to those accountants and operation officers for further rectification.
c) The post-examination division shall send a consolidation report to the Head of the SBV’s accounting unit upon detection of any errors at the post-examination division;
d) Rectify errors related to operation documents or execution of transactions at modules or software
In case the post-examination division detects any errors related to operation documents or execution of transactions at modules or software, the post-examination officer shall follow the procedures as prescribed in Clause 2 of this Article. 
During the post-examination process, if any unusual cases or suspicious transactions is found, the post-examination division shall promptly report it to the Head of accounting division, Head of the SBV’s accounting unit and actively coordinate with relevant divisions to confirm the transactions and ensure asset safety;
dd) Rectify errors related to the system's automatic processing 
The post-examination division shall report to the Head of accounting division to coordinate with relevant divisions to determine the cause, report to the Head of the SBV’s accounting unit, and prepare a written error notification to the Information Technology Department/Information Technology Sub-department for coordination with relevant parties for timely actions;
e) Monitor and urge the rectification and correction of errors
The post-examination division shall synthesize and monitor errors to urge the rectification and correction of errors made by accountants, operation officers, or relevant divisions as per the law.
Article 12. Rotation, verification, collation, and collection of documents at the Central Banking System and the State Foreign Exchange Reserve Management Department[2]
The Central Banking System and the State Foreign Exchange Reserve Management Department are authorized to issue internal regulations on rotation, verification, collation, collection, and binding of documents in accordance with their operational characteristics and structure as follows:
1. Rotate, verify, collate documents in compliance with Article 4 of this Circular; ensure correct match between detailed accounting and general accounting.
2. Collect, arrange, bind documents systematically to facilitate future examination and archiving and prevent loss of documents. 
Article 13. Rotation, verification, collation, and collection of documents at the Finance and Accounting Department
The Finance and Accounting Department, as an accounting unit of the SBV, carries out the process of rotation, verification, and collection of documents as prescribed in Articles 7 to 11 of this Circular.
Section 2. VERIFICATION AND COLLATION OF ACCOUNTING REPORTS OF THE ENTIRE SBV SYSTEM AT THE FINANCE AND ACCOUNTING DEPARTMENT
Article 14. Verification and collation of accounting reports of the entire SBV system
1. Examine the data on the daily account balance sheet of the entire SBV system
Every day, at the beginning of the next working day, the Finance and Accounting Department shall examine the correctness of the report in terms of arithmetic and the nature of account balances as prescribed in the SBV’s Chart of Account on the Account balance sheet.
During the examination, if any suspicious signs is detected in data, accounts, etc., the Finance and Accounting Department must coordinate with relevant SBV’s accounting units to verify and clarify the causes. If any errors is detected, the Finance and Accounting Department shall request the SBV’s accounting unit that made the error to rectify it in accordance with Article 11 of this Circular and relevant laws.
2. Examine and collate the balance sheet of the entire SBV system and monthly, quarterly and annual reports.
The Finance and Accounting Department shall examine and collate the balance sheet of the entire SBV system and monthly, quarterly and annual reports according to applicable regulations of the SBV. 
3. Confirm data of the entire SBV system, close and open accounting periods
a) Upon completing the examination, the Finance and Accounting Department shall confirm data of the entire SBV system; 
b) The Information Technology Department is the focal point to coordinate with the Finance and Accounting Department to declare periods of the fiscal year and close and open accounting periods (monthly, quarterly, annual) of the entire system on the ERP software.
Article 15. Rectification of errors detected during verification and collation of accounting reports of the entire SBV system
1. Upon detection of any errors at a SBV’s accounting unit during implementation of point b clause 2 of this Article, the Finance and Accounting Department shall report it to the SBV’s Governor to decide the time to adjust the erroneous transaction if the error materially affects the financial statements or decide the time to adjust the erroneous transaction on their own for other types of errors.
2. If the error is rectified on the next working day, the Finance and Accounting Department shall notify the SBV’s accounting unit where the error was made to take timely adjustments. The SBV’s accounting unit that has an erroneous transaction shall carry out the rotation and verification process for rectification transactions similar to the transactions specified in Article 7 of this Circular.
3. In case of backdate transaction, the SBV’s accounting unit shall send a written request to he Finance and Accounting Department and the Information Technology Department (hard copy and email) clearly stating the reason, date of rectification, module for making rectification, list of officers making rectifications of erroneous transactions, etc. And then, the Finance and Accounting Department shall coordinate with the Information Technology Department to allow the SBV’s accounting unit to rectify the erroneous transaction in compliance with accounting law and guidance of the SBV (Finance and Accounting Department).
Chapter III
IMPLEMENTATION [3]
Article 16. Responsibilities of SBV’s accounting units 
1. SBV’s accounting units 
a) Delegate authorization of users on the accounting software system at the SBV’s accounting unit and notify the SBV in writing (through the Information Technology Department);
b) Promptly communicate with the SBV (through the Finance and Accounting Department for operational problems; the Information Technology Department for technical problems) during the implementation of this Circular;
c) Confirm the completion of monthly, quarterly and annual data (especially the FA module) according to the operation mechanisms and processes as a basis for the Information Technology Department to open and close accounting periods.
2. Finance and Accounting Department
a) Take charge and coordinate with relevant units to guide, initiate, supervise, and examine the SBV's accounting units if they comply with this Circular;
b) Coordinate with relevant units in delegate authorization of users on the accounting software system;
c) Act as the focal point in receiving written petitions on the implementation of this Circular, and coordinate with relevant units to resolve these petitions;
d) Coordinate with relevant units to identify errors in the process of verification, collation of documents, propose and guide rectification of errors as prescribed.
3. Information Technology Department 
a) Open and close accounting periods as per the law; 
b) Declare periods of new fiscal years on ERP software;
c) Coordinate with relevant units to determine the causes and rectify errors due to technical errors in the accounting software system;
d) Establish principles for verification of integrated data from software, modules, and error verification principles in accordance with Points d and g, Clause 2, Article 9 of this Circular;
dd) Act as the focal point to receive requests for new user creation, user suspension, and user termination on the accounting software system; create, suspend, terminate, authorize users on the accounting software system; monitor access to the accounting software system; prevent illegal access and transactions to ensure security for the accounting software system;
e) Lead relevant units to handle technical problems. In case of a problem with the SBV's data transmission line, it is necessary to promptly notify the SBV’s accounting units and immediately take measures to fix the problem;
g) Install and guide the operation of software systems for SBV’s accounting units to transmit, receive, monitor, synthesize, utilize, examine, and verify information, data, indicators, and report forms via data transmission line of the SBV;
h) Take charge and coordinate with the Finance and Accounting Department in delegating authorization according to the SBV’s accounting unit codes and trader codes in rectifying errors as prescribed in Clause 2, Article 10 of this Circular;
i) Manage and operate the provision of digital signature services of the SBV and guide the SBV's accounting units to digitally sign verification reports in accordance with Clause 4, Article 4 of this Circular.
4. Internal Audit Department
The Internal Audit Department shall inspect the SBV’s accounting units’ compliance with this Circular.
Article 17. Entry into force
1. This Circular comes into force as of March 1, 2021.
2. Annul the Official Dispatch No. 9164/NHNN-TCKT dated December 1, 2015 of the State Bank of Vietnam on the Process of rotation, verification, collation, and collection of accounting documents in the system of “Core banking, accounting, budgeting and system integration at the State Bank of Vietnam.
Article 18. Implementation
Chief of Office, Director of Finance and Accounting Department, Director of Internal Audit Department, Director of Information Technology Department, Heads of SBV’s accounting units shall implement this Circular./.
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