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Bai mé ddu ) '
NHUNG VAN PE LY LUAN CO BAN CUA TO CHUC HACH TOAN KE TOAN
I. Péi twong ciia to chire hach toan ké toan
1. Khai niém ciia t6 chirc hach toan ké toan
% T6 chie hach toan ké toan dugc hiéu 1a nhitng mdi lién hé giita cac yéu t6 ciu
thanh ban chat cia hach toan ké toan dé 1a chimg tir ké toan, d6i img tai khoan,
tinh gia, tong hop can dbi ké toan. Do d6 ndi dung co ban cua td chirc hach toan ké
toan bao gom:
- Tb chtic chung ti.
- T6 chirc tai khoan.
- T6 chirc bd s ké toan.
- Tb chiic cong tac ké toan.
- Tb chirc bd may ké toan.
- Tb chirc hé théng bao céo.

Mbi mot t6 chirc noi trén déu chira dung nhirng yéu té co ban ctia hé thong hach
toan ké toan va déu 1a nhing mat khong thé tach roi trong t6 chirc hach toan ké toan. Béan
than moi mit lai chira dung céc yéu td co ban cdu thanh ban chat ctia hach toan ké toan va
tao thanh mot hinh thtrc vat chat hay mot nghé hoac hé théng tac nghi¢p riéng ctuia hach
toan ké toan.

2. Poi tuong cua t0 chirc hach toan ké toan

Pbi tugng cla to chtrc hach toan ké toan 1a sy lién h¢ gitra cac by phan, vi vay d6i
tuong chung cia cua to chirc hach toan ké toan 1a méi lién hé giira cac yéu td phu hop véi
ndi dung, hinh thirc va bd may ké toan.

Trong to chire thyc té mdi yéu to cua hach toan ké toan ciing can dugc chuyén hoa
tr nhan thirc thanh nhitng cong viéc cu thé véi nhirng budc cong viéc cu thé. Vi vay, cac
mdi lién hé ké trén phai dugc tao ra tir chinhh viéc to chire timg yéu t6 cta hé théng hach
toan ké toan cling nhu t6 chtrc ca chu trinh ké toan voi ddy du cac yéu té nay.

Xét vé noi dung cong tac ké toan, xuat phat tir két cau ciia dbi tuong hach toan ké
toan c6 thé chia cong tac ké toan thanh cac phan hanh riéng biét. Viéc phéan chia cac phan
hanh ké toan trude hét phai dia vao dic diém cua von trong qua trinh van dong ciing nhu
quy md (s6 lugng ) nghiép vu ¢ timg don vi ké todn co so. Tir d6 cac phan hanh ké toan
dugc phan chia mot cach logic tir xay dung co ban dén mua sam va thanh Iy TSCP; Tur
thu mua dén dy trit va st dung nguyén vat li¢u ; Tt hach toan chi phi tryc tiép kinh doanh
cho ting loai hoat dong cu thé cho dén phén chia chi phi chung cho ting loai hoat dong ;
Tir dy trit cho dén tiéu thu san pham hang héa dé c6 loi nhuan va phan phéi loi nhuén do.

Xét vé hinh thtre ké toan, viéc to chire bd sd ké toan tir ban ching tur dén ban téng
hop la quy trinh c6 tinh nguyén tic, song viéc két hop cac hinh thirc riéng biét trén timg
mAu biéu cu thé lai hét strc da dang.

Xét vé bd may ké toan, mdi con ngudi lam nghé ké toan clng nhu moi loai may
moc dung trong ké toan phai thue hanh dugc qui trinh tur chung tur dén tong hop - can dbi
ké toan. Tuy nhién, s6 luong ciing nhu két cdu cia timg bo may cu thé lai hét strc da dang
tly thudc vao qui md cong tac ké toan, hinh thirc ké toan, trinh do cta nhan vién lam
cong tac ké toan va nhu cau str dung thong tin do ké toan cung cép.

3. Nhiém vu ciia t6 chirc hach toan ké toan

- Ban hanh céc van ban phap 1y phéap 1y vé ké toan: Bao gom ca phap luat vé ké
toan va cac van ban dudi luat, ciia qudc té va qudc gia.

- Nghé thuét to chirc dua cic van ban d6 vao thuc té hoat dong ké toan: Théng qua
hé thong cac cap va mbi lién hé giira cac cp trong hé thong.
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IL. Nhirng nguyén tic co ban ciia té chirc hach toan ké toan

Hach toan ké toan 1a hoat dong quan ly dac biét san Xuat ra cac thong tin ¢6 ich vé
vbn phuc vu cho quan 1y nén hi€u qua cua t6 chirc hach toan ké toan can phai nhin nhén
mot cach toan dién. Do vay td chirc hach toan ké toan can phai ton trong cic nguyén tic
sau.

1. Pam bao tinh thong nhit giira ké toan va quan Iy

Ké toan 1a mot phan hé trong hé thong quan 1y véi chtre nang thong tin va kiém tra
vé hoat dong tai chinh ctia don vi hach toan. Vi vay nguyén tic to chtrc hach toan ké toan
phai dam bao tinh théng nhat chung trong ca hé théng quan 1y, dugc thé hién:

- Bao dam tinh théng nhét giira don vi hach toan ké toan vé6i don vi quan 1y.

- Ton trong tinh hoat ddng lién tuc cua don vi quan ly.

- Thong nhat mé hinh t6 chirc ké toan vi mé hinh t6 chirc kinh doanh va t6 chirc
quan 1y (trude hét can di sat hoat dong kinh doanh va dap tmg yéu cau thong tin cho cac
bo phan quan 1y khac).

- Tang tinh hip din cta thong tin ké toan voi quan 1y, trén co so d6 ting dan qui
md thong tin va sy hai hoa giita ké toan va quan 1y.

- Bao dam hoat dong quan 1y phai gan voi ké toan va khong duoc tach roi hoat
dong ké toan va doanh nghiép khong dugc hoat dong néu khong c6 bd phan ké toan.

2. Pam bio tinh thong nhit trong hé thong ké toan (giira ddi twong véi phwong
phap, hinh thic va b phan ké toan) trong don vi.

Cac tinh théng nhat d6 duoc thé hién nhu sau:

- Trong mdi phan hanh ké toan can t6 chirc khép kin qui trinh ké todn.Liic d6 cac
phuong phap riéng biét va mdi quan hé giira ching phai cu thé héa thich hop véi timg
phan hanh cuy thé.

- Tuy tinh phitc tap cia déi twong dé dinh cdc buéc ciia qui trinh ké todn va chon
hinh thirc ké todn thich hop (cdc don vi khéong theo déi nguon von thi khéng can ké todn
kép, cdac don vi nhé khéng can tach nhé quy trinh hach todn)

- Tuy tinh phurc tap cua d6i tugng, phuong phap ké toan dé lua chon hinh thuc ké
toan va bd may ké toan va nguoc lai khi trinh d6 can bo ké toan duoc nang cao co thé
tang thém tuwong tmg mirc do khoa hoc cua phuong phap va hinh thirc ké toan.

3. Pam bao tinh qudc té ciia nghé nghiép ké toan nhw mét nganh k¥ thuit - quéan
ly chuyén sau:

— Céac van ban phép 1y va tac nghiép ké toan ciling nhu trang bi k¥ thuat phai hudéng dén
cac chuan muc ké toan qudc té.
— Phai ton trong cac qui udc va chuan muc ké toan quéc té: don vi hach toan, gia hach
toan, tinh than trong, nguyén tac hach toan lién tuc...
IV. Co s& to chire hach toan ké toan

T chtrc hach toan ké toan duoc dua trén cic co s sau:

— Dic diém cuia ddi twong va phuong phap ké toan - ngudn gbc ciia moi nguyén 1y to
chirc hach toan ké toan.

— Ly ludn vé td chure can duoc ung dung cu thé trong td chirc hach toan ké toan.

— Céc chuan muc quéc té vé ké toan - chd dua truc tiép cta to chuc ké toan & timg quc

gia.
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Chuong 1

TO CHUC HE THONG CHUNG TU KE TOAN TRONG
DOANH NGHIEP

I. Y nghia, nguyén tic té chirc chirng tir ké toan
1. Y nghia:

Chung tur ké toan 1a phuong phap thong tin va kiém tra vé trang thai va sy bién
dong cua ddi tugng hach toan ké toan cu thé nham phuc vu kip thoi cho 1anh dao nghiép
vu va 1am cin ctr phan loai tong hop ké toan.

Dbi tuong cua ké toan rat da dang va thudng xuyén bién dong do hoat dong kinh
doanh mang lai, cac nghiép vu kinh té phat sinh dugc phan anh trén cac chung tur ké toan.
S6 luong nghiép vu phat sinh nhiéu nén sb lwong ching tir ciing 16n turong tng. Vi vy,
1ap chung tur ke toan theo mau qui dinh ctia doanh nghiép 14 giai doan dau tién quan trong
clia cong tac td chuc ké toan. Sau khi chung tir duoc 1ap, phai duoc kiém tra, luan chuyén,
sir dung cung cap thong tin cho lanh dao, ghi s6 va cudi cung 1a luu giit ching tir. D6
chinh 13 duong day van dong cia chimg tir ké toan.

T6 chirc chig tir ké toan 1a to chirc viéc ban hanh, ghi chép chimng tir, kiém tra,
luan chuyén va luu trir chig tir sir dung trong don vi nham dam bao tinh chinh xac cua
thong tin, kiém tra thong tin d6 phuc vu cho ghi sO ké toan va tong hop ké toan.

Y nghia cua viéc t6 chirc chirng tir ké toan:

- Vé mit quan ly: Viéc ghi chép kip thoi cac ching tir ké toan giup cho viéc cung
cap thong tin ké toan mot cach nhanh chéng cho lanh dao dé ra dugc cac quyét dinh quan
ly. Vi vy, to chirc tot cong tac ching tir ké toan vira cung cip thong tin nhanh chong cho
quan 1y, dong thoi rat ngan thoi gian luan chuyén ching tir 1a tao diéu kién tot cho hoat
dong kinh doanh cua doanh nghiép.

- Vé ké toan: Chung tir 1a co s¢ dé ghi s6 ké toan, chi c¢6 cac chimg tir hop 1 hop
phap méi co gia tri ghi s0, dong thoi t6 chire tot cong tac chimg tir tao diéu kién ma hoa
thong tin va 4p dung tin hoc trong cong tac ké toan.

- vé phap ly: Chumg tir 1a co s¢ xac minh trach nhiém phap Iy cta nhitng nguoi c6
lién quan dén nghiép vu kinh té phat sinh, la can cur dé kiém tra ké toén, can cur de trong
tai kinh té giai quyet cac tranh chap trong hoat dong kinh doanh. Vi vay t6 chirc tot cong
tac chung tir ké toan s& nang cao tinh chat phap 1y va kiém tra cua thong tin ké toan ngay
tir giai doan dau ctia cong tac ké toan.

2. Nguyén tic to chirc ching tir ké toan
— T6 chtrc chimg tir ké toan pha1 can clr vao dic diém san xuét kinh doanh cua timg
doanh nghiép (qui mé san xuét, trinh d6 t6 chirc quan 1y...) dé xac dinh sd luong
chung loai chtng tir thich hop. Thong thudng nd ty 1é thuan véi qui mo san xuét,
trinh d§ quan ly.
— Can cr vao yéu cau quan 1y vé tai san va cac thong tin vé tinh hinh bién dong cia tai
san, ngudn hinh thanh va cic qua trinh.
— Can cr vao ndi dung va dic diém cua timg loai ching tir ciing nhu yéu cau phai quan
ly tai san khac nhau ma c6 qui trinh luan chuyén ching tir khic nhau.
— Can ctt vao huéng dan ché do chtng tir do Nha nude ban hanh vé biéu miu ching ti.
— Can ctr vao trang thiét bi phuc vu cong tac ké toan.
— Cian ctr vao sb lugng va trinh d6 nhan vién lam cong tac ké toan, théng ké.
— Cin ctr vao hiéu qua cong tac ké toan.
I1. N§i dung té chirc chirng tir ké toan
1. Lwra chon chiing loai va s6 lwgng chirng tir
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M&i nghiép vu kinh té phét sinh déu duoc phan 4anh trén cac ching tur ké toan. Do

vay phai lya chon ching tir phu hop de ghi chép dap ng yéu cau quan ly tai san. Do tinh
da dang cua su van dong tai san nén can thiét nhiéu loai ching tur dé dap tmg yéu ciu nay.
Tap hop cac ching loai chimg tir sir dung trong don vi 13 hé thong ban chimg tir ké toan.

Khi lya chon cac chung tw trong don vi phdi can cwr vao cdac yéu cdu sau
Phai c6 ddy du cac yéu td co ban can thiét cho chuan ching tir: Tén ching tir, tén don
vi c6 nghiép vu phat sinh, cac ca nhan lién quan dén nghiép vu, ngay thang nim, sd
chung tir, ndi dung kinh té cua chimg tir, don vi tinh, chit ky cta nhirng ngudi c6 lién
quan dén nghiép vu va cac yéu t6 can thiét bo sung ctia ching tir.
Phai thé hién duoc cac thong tin can thiét cho quan 1y va ghi sb ké toan sau nay. Thuc
té cac ching tir néu chwa phan anh hét cac thong tin can cho yéu cau quan 1y s& kho
khan cho viéc ghi s6 ké toan (Panh sd, mi ching tir).
Dua trén biéu mau qui dinh do Nha nuéc ban hanh néu don vi chua ban hanh dugc hé
thong chimg tir.
Phai dam bao yéu cau ghi chép bang tay hodc bang mdy tiy theo yéu cau ciia don vi.
Tom lai trong giai doan nay phai xac dinh dugc danh muc cac chimg tir ké toan sir

dung trong vi¢c ghi chép céc nghiép vu kinh té phat sinh.

DANH MUC CHUNG TU SU DUNG CHO DOANH NGHIEP

STT Tén S6 hiéu S6 | Noi | Luan chuyén Ghi s0 Bao quan

lién | lap | 1 | 2 3 1123

2. To chirc qua trinh 1ap ching tir.

T6 chitc qué trinh 1ap ching tir 13 sir dung cac chimg tir hoan thién, nhit 13 viéc lya

chon cac phuong thirc hop 1y ghi chimng tur, d6ng thoi 14 viée tuan tha theo qui dinh cua
doanh nghi¢p v€ str dung cac ching tur ké toan.

Cac nghiép vu kinh té phat sinh déu phai 1ap ching tir gbc theo dung biéu mau da

qui dinh, qua trinh 1ap chtng tir phai dam bao 2 diéu kién:

Phan anh duogc cac nghiép vu kinh té phat sinh va hoan thanh vao ching tur.
Bao dam tinh chinh x4c véi chi phi thoi gian it nhat cho viéc 1ap chimg tir.

Noi dung chii yéu ciia to chirc 13p chirng tir:
Lua chon cac chimg tir ban dau pht hop voi nghiép vu kinh € phat sinh,
Luya chon cac phuong tién lap chung tu: Ttr viéc xac dinh s luong nguoi c6 trach
nhi¢ém dén viéc 1ap chung tir mot cach kip thoi dung dn, n6i chung can giam bét tbi
da sb lugng nguoi tham gia 1ap ching tir dé rat ngan thoi gian 1ap ching ti.
Xac dinh thoi gian 1ap chimg tir clia timg loai nghiép vu kinh té.
Qui dinh vé ldp va ky chirng tiv
Moi nghiép vu kinh té, tai chinh phat sinh lién quan dén hoat dong ctia doanh nghiép
déu phai 1ap chung tir ké toan. Ching tir ké toan chi 1ap 1 1an cho mot nghiép vu kinh
té, tai chinh phat sinh. Noi dung ching tir ké toan phai ddy du cac chi tiéu, phai rd
rang, trung thyc véi ndi dung nghiép vu kinh té, tai chinh phat sinh. Chi viét trén
ching tir phai 16 rang, khong tay xoa, khong viét tat. SO tién viét bang chir phai khap,
dung véi so tién viét bang s6.
Chung tir ké toan phai duoc lap du s lién theo quy dinh cho mdi chung tir. i véi
chung tir 1ap nhiéu lién phai dugc 1ap mot 1an cho tit ca cac lién theo cung mot nodi
dung. Truong hop dic biét phai lap nhiéu lién nhung khong thé viét mot 1an tat ca cac
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lién ching tir thi c6 thé viét hai 1an nhung phai ddm bao thdng nhét ndi dung va tinh
phap 1y cua tat ca cac lién chung tir.
Moi ching tir ké toan phai c6 du chir ky theo chirc danh quy dinh trén chimg tir méi
co gia tri thyc hién. Riéng ching tir dién tir phai ¢6 chir ky dién tir theo quy dinh cua
phap luat. Tat ca cac chir ky trén chung tur ké toan déu phai ky bang bat bi hodc bt
muc, khong dugc ky bang muc do, bang bt chi, chit ky trén ching tir ké toan ding dé
chi tién phai ky theo tung lién. Chir ky trén chimg tur ké toan ctia mot ngudi phai
thong nhat va phai giéng véi chir ky da dang ky theo quy dinh, truong hop khong
dang ky chir ky thi chir ky 1an sau phai khop voi chir ky cac lan trude do.
Céac doanh nghiép chwa c6 chitrc danh ké toan trudng thi phai cir ngudi phy trach ké
toan dé giao dich voi khach hang, ngan hang, chit ky ké toan truéng duoc thay bang
chir ky ctia ngudi phu trach ké toan ctia don vi d6. Ngudi phu trach ké toan phai thyc
hién dung nhiém vy, trach nhiém va quyén quy dinh cho ké toan truong.
Chtr ky cua nguoi dung dau doanh nghiép (Tong Giam dbc, Giam ddc hoic ngudi
dugc uy quyén), cua ké toan truong (hodc nguoi dugce uy quyén) va ddu dong trén
chung tir phai phu hop véi mau dau va chir ky con gia tri da dang ky tai ngan hang.
Chir ky ctia ké toan vién trén chung tir phai gidng chit ky di ding ky véi ké toan
truong.
Ké toan truong (hodc ngudi dugc uy quyén) khong duoc ky “thira uy quyén” cua
ngudi dimg dau doanh nghiép. Ngudi dugc uy quyén khong duoc uy quyén lai cho
nguoi khéc.
Céac doanh nghiép phai md s6 ding ky mau chit ky cua thit quy, thi kho, cac nhan
vién ké toan, ké toan truong (va nguoi dugc uy quyén) Toéng Giam ddc (va ngudi
dugc uy quyén). S6 dang ky mau chir ky phai danh s0 trang, dong dau giap lai do Thu
truong don vi (hodc nguoi duge uy quyén) quan ly dé tién kiém tra khi can. Mdi
nguoi phai ky ba chir ky mau trong s6 dang ky
Nhirng ¢4 nhan c6 quyén hoac dugc uy quyén ky chung tir, khong dugce ky chiung tir
ké toan khi chua ghi hodc chua ghi du ndi dung chiing tir theo trach nhiém cia ngudi
ky.
Viéc phan cip ky trén chimg tir ké toan do Téng Giam déc (Giam ddc) doanh nghiép
quy dinh phu hop véi ludt phap, yéu cau quan 1y, dam bao kiém soat chit ché, an toan
tai san.
Chirng tir ké toan phai ¢ cac ndi dung chii yéu sau day (diéu 17 Luit ké toan):
Tén va s6 hiéu ctia chtng tir ké toan;
Ngay, thang, nam lap chung tir ké toan;
Tén, dia chi ctia don vi hoac ca nhan 13p chung tu ké toan;
Tén, dia chi cua don vi hodc ca nhan nhén chimg tur ké toan;
Noi dung nghiép vu kinh te tai chinh phat sinh;
S6 luong, don gia va s tién clia nghi¢p vu kinh té, tai chinh ghi bang so; tong s tién
ctia chimg tir ké toan dung dé thu, chi tién ghi bang sb va bang chi;
Chit k¥, ho va tén ctia ngudi 1ap, ngudi duyét va nhitng ngudi ¢ lién quan dén chimg
tir ké toan.

Ngodi nhitng néi dung chii yéu cia chimg tir ké todn quy dinh, chitng tir ké todn c6 thé cé
thém nhitng noi dung khac theo tung logi chirng tir.
3. To chirc qua trinh kiém tra chirng tur.

Viéc kiém tra chimg tir nham dam bao tinh chinh xé4c ciia thong tin ké toan va co

thé phat hién cac sai s6t hoac cac dau hi€u lgi dung ching tir. No1 dung cia qua trinh
kiém tra chung tir can xem xét cac khia canh sau:
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— Kiém tra tinh rd rang, trung thuc, day du cta cic chi tiéu, cac yéu t6 ghi chép trén
chung tir ké toan; dic biét cac yéu t6: Noi dung cua nghiép vu kinh té, chit ky cua
nhitng ngudi c6 lién quan, con diu, chit sb.... Néu 1a ching tir tong hop phai kiém tra
cac chung tir gbe dinh kém.

— Kiém tra tinh hop phap cua nghi€p vy kinh té, tai chinh phét sinh da ghi trén chung tu
ké toan, ddi chiéu chung tir ke toan voi cac tai liéu khac c6 lién quan; Cu the kiém tra
viée 1ap chung tir theo cac yéu td co ban cua chimg tir va tuan thil cac yéu cau. Kiém
tra ndi dung kinh té cua cac nghiép vu c6 dung vé6i su that hodc c6 hop phap hay
khong. Can d6i chiéu kiém tra ndi dung cua nghiép vu voi ché do thé 1¢ tai chinh hién
hanh. Néu khong phu hop thi nghiép vu kinh té d6 sé khong duoc thyc hién. Pay 1a
ndi dung quan trong nhit trong qua trinh kiém tra ching tir, boi vi sau khi dé duge
kiém tra tinh hop phap ctia chimg tir thi n6 sé 1a can cir dé ghi s6 ké toan va cung cap
thong tin cho lanh dao.

— Kiém tra viéc dinh khoan ké toan trén ching tir, d6i chiéu voi ché do thé 16 hién hanh
dé phat hién sai sot. Viéc kiém tra dinh khoan s& 1a can c& quan trong cho viéc phan
loai tong hop cac thong tin ké toan & cac giai doan sau.

Bén canh d6 chimg tir con dugc kiém tra boi kiém toan ndi bo va kiém toan Nha
nude, kiém toan doc 1ap. Nhitng lan kiém tra niy s& bo sung cho nhau nham dam bao tinh
chinh xac cua sd liéu ké toan.

Khi kiém tra ching tir ké toan néu phat hién hanh vi vi pham chinh sach, ché d9,
cac quy dinh vé quan 1y kinh té, tai chinh cia Nha nudc, phai tir chdi thuc hién (Khong
xuat quy, thanh todn, xuét kho,...) dong thoi bao ngay cho Giam dbc doanh nghiép biét
dé xur 1y kip thoi theo phap luat hién hanh. Di v6i nhitng ching tir ké toan lap khong
ding thu tuc, ndi dung va chir $6 khong 10 rang thi nguoi chiu trdch nhiém kiém tra hodc
ghi s0 phai tra lai, yéu cau lam thém thi tyc va diéu chinh sau d6 méi 1am cin cr ghi s6.
4. T6 chirc qua trinh st dung chirng tir dé ghi so ké toan.

Noi dung cua t6 chuc sir dung chimg tir bao gdm:

— Phén loai chung tir theo tung loai nghi¢p vu phu hop véi viée quan 1y tai san cia don
vi, theo tinh chat cac khoan chi phi, theo tirng dia diém phat sinh hoac theo ddi tuong
dugc chi phi. Dwra vao su phan loai nay dé xac dinh hoic ghi s6 ké toan cho phu hop.

— Ghi kip thoi chinh xac chimg tir ké toan ding véi ndi dung cia tai khoan tong hop
hodc phan tich, d@)ng thoi ¢6 thé cung cap thong tin cho lanh dao nghiép vu hoic tich
luy nghiép vu dé tao ra thong tin tong hop cho lanh dao cua doanh nghiép.

— Két hop viéc ghi vao sb v6i viée kiém tra ching tur ké toan.

— Tan dung cdéng nghé tin hoc trong cong tac ké toan cua don vi nham lam giam thoi
gian luan chuyén chimg tir va tang nhanh tinh tong hop cua sb liéu ké toan.

5. To chirc bao qiian, lwu trir chirng tir

Tai liéu bao quan cta ké toan bao gém Chung tur ké toan, s6 sach ké toan, bao céo
ké toan va cac tai liéu khac c6 lién quan dén ké toan. Trong nam, khi cac chung tur da
dugc ghi vao so ké toan thi ching tir dugc bao quan tai noi nguoi gitr 50, boi vi con co
the sir dung lai dé tién hanh d6i chiéu kiém tra gilia 50 ké toan tong hop va so ké toan chi
tiét, phan tich sy sai s6t va tim nguyén nhan dan dén nham lan. Do vy nguoi gitr s6 ké
toan phai c6 trach nhiém bao quan ching tir. Khi két thuc nim, bao cdo quyét toan dugc
duyét thi luc d6 tai liéu ké toan trong d6 co chimg tir ké toan dugc dwa vao luu giir theo
ché do. Noi dung ctia to chirc bao quan, lwu giit ching tir:

— Trong nam ké toan, chimg tir do ngudi st dung ghi s6 bao quan, danh s thir tu theo
thoi gian. Nguoi d6 phai co trach nhiém bao quan trong thoi gian d6, néu c6 sy thay
d6i vé nhan sy thi phai c6 bién ban ban giao.
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— Khi bao cdo quyét toan duoc duuyét thi ching tir phai dugce dua vao luu gil: Trude
hét phai phanloai tat ca chimg tir theo ni dung kinh & dé luu giir cic chimg tir clng
loai duoc danh sb theo thoi gian nim thang, loai chimg tu. Can cir vao phuong tién
I trit ¢6 thé dé trong hom, ti c6 danh sé thir ty, loai nghiép vu, ndm thang hodc ghi
vao dia va luu trit dfa. Cudi cung phai giao cho ngudi c¢é trach nhiém bao quan va
thudng xuyén kiém tra viéc bao quuan ching tir. Néu diéu kién cho phép co thé goi
vao bdo quan ctia Nha nudec.

— Khi chimg tir d3 dwa vao luu trit, néu can st dung phai c6 sy dong ¥ cua ké toan
truong. Néu dem tai liéu ra bén ngoai don vi phai duoc ké toan trudong va thi truong
don vi ky gidy cho phép.

Bao quan, luu trir tai li¢u ké toan (diéu 40)

1. Tai liéu ké toan phai duoc don vi ké toan bao quan ddy di, an toan trong qu4 trinh st
dung va luu trir.

2. Tai liéu ké toan luu trit phai 12 ban chinh. Trudng hop tai lidu ké toan bi tam gitt, bi
tich thu thi phai cé bién ban kém theo ban sao chup c6 xac nhan; néu bi mat hoic bi
huy hoai thi phai c6 bién ban kém theo ban sao chup hoac xac nhan.

3. Tai liéu ké toan phai dwa vao luu trit trong thoi han muoi hai thang, ké tir ngay két thuc
ky ké toan nam hoic két thuc cong viée ké toan.

4. Nguoi dai dién theo phap luat cua don vi ké toan chiu trach nhiém t6 chirc bao quan,
luu trix tai liéu ké toan.

5. Tai liéu ké toan phai duoc luu trir theo thoi han sau day:

— T6i thiéu nam nam d6i vai tai liéu ké toan dung cho quan 1y, diéu hanh cta don vi ké
toan, gdm céa chimg tir ké toan khong st dung truc tiép dé ghi so ké toan va 1ap bao
cao tai chinh;

— T6i thiéu mudi nam ddi voi chimg tir ké toan sir dung truc tiép dé ghi so ké toan va
1ap bao cao tai chinh, s6 ké toan va bo cao tai chinh nim, trir truong hop phéap luat
c6 quy dinh khac;

— Luu trit vinh vién d6i véi tai liéu ké toan c6 tinh st liéu, co ¥ nghia quan trong vé
kinh té, an ninh, quoc phong.

6. Chinh phu quy dinh cu thé timg loai tai liéu ké toan phai luu trit, thoi han luu trir, thoi

diém tinh thoi han luu trit quy dinh tai khoan 5, noi luu trit va tha tuc ti€u huy tai li¢u ké

toan luu tri.

Céc giai doan trén cua chung tir ké toan c6 mdi lién hé mat thiét nhau tao ra mot
duong diy ma tit ca cac ching tir déu phai van dong qua, va do d6 dit ra van dé lap
chuong trinh luin chuyén ching tu. Chuong trinh luan chuyén chtng tir phai duogc lap
trude cho qua trinh van dong nham phat huy day da chirc nang thong tin va kiém tra cia
chtng tir ké toan.

Lap chwong trinh ludn chuyén chirng tiv la qud trinh:

— Xac dinh mdi quan hé giita cac bo ‘phén co lién quan dén lap chung tir, kiém tra ghi
50, bao quan va luu trir chimg tir ké toan: phong vat tu, ké toan tai vy, ké hoach kinh
doanh, k¥ thuat, thi truong. ..

— Xac dinh 16 trach nhiém vt chat ctia nhitng ngudi tham gia thyc hién va xac minh
nghiép vu kinh té. Vi du: Ké toan vién lap chimg tir ; ké toan trudng; thu kho; thi
quy; nguoi nhan tién; vat tu; tai san; thi truong don vi..

— Xac dinh trinh ty van dong cua chung tur ké toan tur kh1 xudt phat (lap chung tur) den
khi két thuc (lwu trit chung tir ké toan), do vay gitp nguoi t6 churc ké toan rat ngin
thoi gian van dong cua ching tir, thic day t6t cho hoat dong kinh doanh cua don vi.

- Gop phan td chirc thong tin ndi bd don vi duoc tdt, tranh trung lap gitra cac bd phan
va tang tinh chinh x4c, kip thoi cua thong tin ké toan.
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IIL. T4 chirc lap, luan chuyén mét s6 loai chirng tir chii yéu
1. Chirng tir tién mit

Chtng tir tién mit bao gém: Phiéu thu, phiéu chi, bién lai thu tién, gidy dé& nghi
tam g, bién ban kiém ké ... trong d6 chu yeu 1a cac phiéu thu, phiéu chi, né phan anh
cac nghiép vu lién quan dén viéc ting giam tlen mat cua don vi

a. Phleu thu: Dung dé xac dinh s tién mit thue té nhap quy, 1a can cur dé thu quy
thu tién, ghi sd quy va chuyén giao cho ké toan ghi sd ké toan. Moi khoan tién nhap quy
déu phai co6 phiéu thu.

Don Vit MAus6: 01- TT
Pia chi:............. (Ban hanh theo Thong tir 22 ngay 22/12/2014 cuia BTC)
PHIEU THU QuYén SO...vvevereann.
Ngay....thang....nam200..
L
A\
COvvrvvreiecirn,
HO 181 NGUGT NOP HBML ..ot
DA Ch o e a e e e e s naaanes
| 5 (O30 116 ) T PSP OPPR PRI
SO BN v, (Viét DANE ChTE)..ov.vveveeeeeceesee e,
Kem the0.. .o Chung tur goc.............

Ngay....thang....nam....
Giam doc K& toan trwong  Nguwoi nop tién Nguoi lap phiéu  Thi quy
(Ky, ho tén) (KYy, hg tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
D3 nhan d $6 tién ( VIEt BANG ChTE).......ovveveeeeeeeeeeeeee e
Ty gia ngoai t& (vang bac, da quy).........coovviniiiiiiiiii,
SO BN QUI BOL- vt r ettt ettt
( Lién givi ra ngodi phdi dong ddu)

Phuong phap lap:

— Phiéu thu phai dong thinh quyén va ghi s thir tu ting quyén & ngoai bia dé tién cho
viéc doi chiéu, kiém tra, luu trir.

— Ghi sd thur ty, ngay thang ndm lap phiéu. S6 thr ty cua phiéu thu duoc danh s lién
tuc trong mdt quyén va mgt nam de tranh trung lap.

— Ghi 10 ho tén, dia chi nguol nop tién hodc bo phan cong tac nao cua don vi.

— Ghi 16 ndi dung nop tién vao quy: Thu tién ban hang, thu tam Gng......

— Ghi dong thoi sd tién ca bang s6 va bang chir va phai phit hop nhau.

— Ghi s6 lugng ching tir goc dinh kém. Thong thuong day la ching tir ménh 1énh

Phirong phap luan chuyen kiém tra, ghi sé:

— Phiéu thu do ké toan thanh toan ( ngudi 14p phiéu ) ghi thanh 3 lién dit gidy than viét
1 1an, ké toan thanh toan k}'l.(Néu don vi thuc hién ké toan may thi do may in ra) hodc
mot s6 don vi sir dung word dé danh may.

— Chuyén phiéu thu cho ké toan trudng soét xét va giam dbc ky duyét.

— Ngudi ndp tién chuyén phiéu thu cho thu quy dé ndp tién va ky vao phiéu thu.

— Tha quy nhan tién, ghi s6 tién da nhan bang chit va ky vao phiéu thu.

— Ba lién cua phiéu thu dugc luan chuyén nhu sau:

Mot lién Iuu tai cuéng; mot lién ngudi ndp tién gifr: néu la nguoi ngoai don vi thi lién
nay 1a cin cir chimg minh da ndp tién, néu 1a nguoi don vi thi lién nay duoc trao cho
bd phan ké toan cua don vi do la can clr chimg minh da ndp tién theo dung phiéu chi ;

mdt lién thu quy dé lai ghi s6 quy cudi ngdy tap hop cac phiéu thu cing chimng tir goc
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kém theo cho ké toan dé ghi s6 ké toan. Sau khi ghi s6 xong phiéu thu duoc bao quan
trong nam va hét nam dugc chuyén sang luu trit.
b. Phiéu chi
Dung dé xac dinh sb tién mat thyc t& xuat khoi quy, 1a cin cir dé thu quy chi tién,
ghi s6 qu¥ va ké toan ghi s6 ké todn. Moi khoan chi tién khoi qity déu phai c¢6 phiéu chi.

Ponvi:............... MAu sé: 01-TT
Pia chi:............ (Ban hanh theo Thong tw 22 ngay 22/12/2014 ciia BTC)
PHIEU CHI Quyén SO...c.vvvreena,
Ngay....thang....nam....
SOrererererrrinans
NO.ooviin.
COvvvvveiecrin,
Ho tén nguoi nhan BIBTL. ettt ettt ettt ettt ettt ettt n et ae e
D 1 111 | SRR
Yo [o X T OSSR
SO M. (Viét DANE ChT).vvvoeeeeeceeeceee e
KM theo....ceeieii e Chtng tur goc.............
Ngay....thdng....nam..
Giam doc Kétoan trwong  Thi quy Nguwoi 1ap phleu Ngwoinhan
tién
(Ky, ho tén)  (KYy, ho tén) (Ky, ho tén) (Ky, ho tén) (KY, ho tén)
Pa nhan du s6 tién ( viét bang chit).........ccovovveveeveeeennne. N

Ty gia ngoai t& (vang bac, da qUy).........cooeveiniiniiniiniiiii
S6 tién qui d01 ..............................................................................
( Lién gui ra ngoai phai dong dau)

Phwong phdp ldp phiéu chi tién mdt (Gidng phiéu thu va phai dugc ké toan trudng va tha
truong don vi ky duyét ).
Phwong phdp ludn chuyén:
— Phiéu chi do ké toan thanh toan lap thanh 3 lién va ky.
— Chuyén phiéu chi cho ké toan truong va thu truong don vi ky duyét.
— Thu quy xuat quy va ky vao phleu chi.
— Nguoi nhén tién nhan tién, kiém tra lai va ky vao phiéu chi.
— Ba lién phiéu chi duoc luan chuyén nhu sau:
+ Mot lién luu tai cudng.
+ Mot lién thi quy dung dé xuat quy va ghi so quy sau do cubi ngay lién nay chuyen
cho ké toan kém theo chimg tir géc dé ghi s6 ké toan. Sau khi ghi s6 xong phiéu chi
dugc dua vao bao quan.
+ Lién 3 giao cho ngudi nhan tién.
2. Chirng tir ké toan vt tw
a. Phiéu nhip kho:

Dung dé xac dinh sd lugng, gid tri vat liéu, san phrflm hang hoa nhép kho 1am cén
ctr dé thu kho ghi vao thé kho va ké toan ghi vao sb ké toan. Tét ca cac loai vat tu khi
nhap kho déu phai c6 phiéu nhap kho.

— Mau phiéu nhap kho.
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Do ... (PHIEU NHAP KO
Bo phan........... Y SO |\ [P
COlvre,
Ho tén ngurdi giao hang:..........o.o o
Theo.....s0...... ngdy.... thang...... NAM...... COAL...ce.ueeeeeeeeeilee e
Nhap taikho:... ... diadi€m................ccocii
o A pn . 2 So luong
Tén nhan hi¢u, qui cach, pham ~ | Pon
ST LA , 2 . Ma : bon oA
chat vat tu (San pham, hang X vi .. |Thanh tién
T . sO ] Theo gia
hoa) tinh . Thuce
ching nha
tir ap
Cong
Tong s0 ti€n (Viet bang chit ).
SO chlirng tir g0c dinh KeM........ooiiiiiiii e
Ngay..... thang..... nam.....
Nguwoi 1ap phieu Nguwoi giao hang Thu kho Ke toan truwéng

(Hodc bd phan cé nhu cﬁu)

(Ky, ho tén) (Ky, ho tén)

Phuong phap lap phleu nhdp kho:

(Ky, ho tén)

(Ky, ho tén)

— Can clr vao mau phiéu nhap kho dé lap phiéu nhap kho. Ngoai bia ghi s6 quyén, thir

tir trong quyén danh tir du nim dén cubi nam.
— Ghi ngay thang nam 1ap phiéu nhap kho, ho tén, dia chi ctia ngudi nhap kho.
— Ghi r6 nhép vao kho nao: vat li€u, san phém, hang hoa.
— Ghi 13 s6 luong don gia cia timg loai. S6 lugng nhap kho theo ching tir do nguoi

viét phiéu ghi; s6 luong nhap kho thuc té do thu kho ghi.
— Dong cudi cung: Cong cot thanh tién ghi ca bang s va bang chir, hai s6 nay phai

khép nhau.

- Phwong phdp ludn chuyén, kiém tra ghi so phiéu nhdp kho
— Phiéu nhap kho do bd phan ké toan hang hoéa, by phan vat tu cia don vi lap thanh 3
lién. Sau d6 ngudi 1ap phiéu ky. Trong budc nay nguoi lap phiu phai cin ct vao
ching tir bén ban (hda don ban hang hodc cac chiung tir hop 1€) va bién ban kiém
nghiém vat tu, san pham, hang hoa dé viét phleu nhap kho. Néu bo qua budc nay co
thé tao ra k& ho trong quan 1y vat tw, san phdm, hang hoa.

— Chuyén phiéu nhap kho cho ngudi phu trach hodc thu truéng don vi ky.

Nguoi giao hang, mang hang dé nhap kho - ky vao phiéu nhap kho.

— Thu kho cin cir vao s lwong thuc té nhap kho ghi vao cot thuc nhap va ky vao phiéu

nhap kho.

— Ba lién cua phiéu nhap kho duoc luan chuyén nhu sau:

+ Lién 1 luu.
+ Lién 2 giao nguoi nhap.
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+ Lién 3 giao cho thu kho ghi vao thé kho cubi ngay hoac dinh ky tap hop phiéu nhap
kho giao cho ké toan vat tu, san pham hang hoa dé ghi vao sb ké toan ( so chi tiét vat
tur, san pham, hang hoa )sau d6 ké toan bao quan va luu trir phiéu nhap kho.
b. Phiéu xuit kho:
Dung dé xac dinh sb lugng, gia tri vat li€u, san phém, hang hoa xudt kho lam cén
ctr dé thi kho ghi vao thé kho va ké toan ghi vao so ké toan.
- Phirong phap lap phiéu xudt kho:

Phiéu xudt kho do cdc bé phdn xin lanh hodc do phong cung ung ldp (tly theo 16
chire quan Iy va qui dinh cia tig don vi) thanh 3 lién. Sau khi ldp phiéu xong phu trdch
bo phan siwr dung, phu trach cung vng ky va ghi ro ho va tén giao cho nguoi cam phiéu
xuong kho dé nhén. Sau khi xudt kho thi kho ghi vao cot s6 thue té xudt kho, ngay thang
xudt kho ciing ngwoi nhdn hang ky tén vao phiéu xudt kho.

Lién 1 luu.

Lién 2: Thu kho giit dé ghi vao thé kho va sau d6 chuyén cho ké toan dé ké toan
ghi cot don gia va ghi vao s6 ké toan

Lién 3: Ngudi nhan giit dé ghi s6 ké toan bo phan sir dung

PHIEU XUAT KHO
Ngay.....thdng.... nam.......
N 1O J NOooeeeeeee
(010 UTIITITR
Ho tén nguroi nhén hang. S S Dia chi ( bd phan) ....................
Ly do xuat kho...
Xuat tai KOt . oe veeee e dla dlem .................................
Tén nhan hiéu, qui cach, bon S6 luong
ST X £ A 5 X ~ A . Pon \ <A
T pham chat vat tu (San pham, | Ma s6 Vi R Thue gid Thanh tién
hang hoa) tinh | Yeucau | y oo
Cong

-TOng SO tien (Viet DANG CHIT ).vovvveeeevevceeee ettt
- SO ching tir 8¢ ANN KEM.....cvocvvevieeeiceeeeseeevee et
Ngay..... thang..... nam.....
Nguoi lap phiéu Nguwoinhan hang Thi kho K& toan truéng Giam déc
(Hodc bd phan c6 nhu ciu)

(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

IV.Danh muc chirng tir ké toan ] L ]
DANH MUC CHUNG TU KE TOAN

TT | TEN CHUNG TU SO HIEU

A/CHUNG TU KE TOAN BAN HANH THEO THONG TU 200

I. Lao dong tién lwong

1 | Bang cham cong 01a-LDTL

N

Bang chdm cong lam thém gio 01b-LDTL

3 Bang thanh toan tién luong 02-LDTL
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4 Bang thanh toan tién thudng 03-LDTL
5 | Giay di dudng 04-LDTL
6 Phiéu x4c nhan san phém hodc cong viéc hoan thanh 05-LDBTL
7 Bang thanh toan tién lam thém giod 06-LDTL
8 Bang thanh toan tién thué ngoai 07-LDTL
9 Hop dong giao khoan 08-LDBTL
10 | Bién ban thanh 1y (nghiém thu) hgp dong giao khoan 09-LDTL
11 | Bang ké trich ndp cac khoan theo luong 10-LDTL
12 | Bang phan bo tién luong va bao hiém xa hoi 11-LDTL
II/ Hang ton kho
1 | Phiéu nhép kho 01-VT
2 | Phiéu xuat kho 02-VT
3 Bién ban kiém nghiém vat tu, cong cu, san pham, hang hoa 03-VT
4 | Phiéu bao vat tu con lai cudi ky 04-VT
5 Bién ban kiém ké vat tu, cong cu, san pham, hang hod 05-vT
6 Béang ké mua hang 06-VT
7 Béang phan bo nguyén li¢u, vat li€u, cong cy, dung cu 07-VT
111/ Ban hang
1 Béng thanh toan hang dai ly, ky gui 01-BH
2 | Thé quay hang 02-BH
IV/ Tién té
1 | Phicu thu 01-TT
2 | Phicu chi 02-TT
3 | Gidy dé nghi tam tng 03-TT
4 Giay thanh toan tién tam ung 04-TT
5 | Gidy dé nghi thanh toan 05-TT
6 | Bién lai thu tien 06-TT
7 Béng ké vang, bac, kim khi quy, da quy O7-TT
8 | Bang kiém ké quy (dung cho VND) 08a-TT
9 Bang kiém ké quy (dung cho ngoai té, vang bac...) 08b-TT
10 | Bang ké chi tién 09-TT
V/ Tai sin c6 dinh
1 Bién ban giao nhan TSCD 01-TSCb
2 Bién ban thanh ly TSCD 02-TSCb
3 Bién ban ban giao TSCD stra chira 16n hoan thanh 03-TSCb
4 Bién ban danh gia lai TSCD 04-TSCDH
5 | Bién ban kiém ké TSCD 05-TSCP
6 | Bang tinh va phan bo khau hao TSCH 06-TSCD
B/ CHUNG TU BAN HANH THEO CAC VAN BAN KHAC
1 Gidy chirng nhan nghi 6m huéng BHXH
2 Danh sach ngudi nghi hudng trg cap 6m dau, thai san
3 Hoa don Gia tri gia tang 01GTKT-3LL
4 Hod don ban hang 02GTGT-3LL
5 | Phiéu xuat kho kiém van chuyén ndi bo 03 PXK-3LL
6 Phiéu xuat kho hang giri dai ly 04 HDL-3LL
7 Hoa don dich vu cho thué tai chinh 05 TTC-LL
8 Bang ké thu mua hang hoa mua vao khong c6 hoa don 04/GTGT
9
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Don vi:............. Mau so: Ola- LDTL
B¢ phan:........... (Ban hanh theo Thong tw 22 ngay 22/12/2014 cua BTC)
BANG CHAM CONG
Thang nam
S | Ho [Ngachbac | Ngay trong thang Qui ra cong
T va | hoic cip
T tén | béc chuc
vu
1 31 SO cong SO cong SO cong S cong SO
hudng hudng nghi viéc | nghi viéc cobng
lvong san | lvong thoi |  hudng hudng.... hudng
pham gian 100% lwong BHXH
luong
Cong
Ngay.......... thang.............. nam.........
Nguoi chdm cong Phu trach b§ phan Nguwoi duyét
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
Ky hiéu chim cong
-Luong san pham SP - Thaisan TS - Nghibu NB
- Luong thoi gian + - Tai nan T - Nghi viéc khong an luong KL
- Om, diéu dudng o) - Nghi phép P - Ngimng viéc N
- Con 6m Co - Hoi nghi, hoc tép H - Lao dong nghia vu Lb
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Pon Vii....o........... MAu sé: 01b- LPTL
B¢ phan:............. (Ban hanh theo Thong tw 22 ngay 22/12/2014 cua BTC)
BANG CHAM CONG LAM THEM GIO
Thang.....cceeeeeneee nim................
STT | Hova Ngay trong Cong lam thém gio
tén thang
2 31 | Ngay lam Ngay thur Ngay 1, | Lam dém
viéc bay, chu nhat tét
A B 2 31 32 33 34 35
CONG
Ky hiéu chim céng:
NT: Lam thém ngay lam viéc (TU gi0.eveereeerennes dén gio.....ovvreerinnnn. )
NN: Lam thém ngay th bay, chi nhat (Tu gio................... dén gio.....oovveeenn. )
NL: Lam thém ngay 18, tét (T gi0..eeveereeneen. dén gid....oooeveeennn. )
P: Lam thém ngay budi dém (T gi0.eeeveereeneen. dén gid....ovoeveeenn. )
Ngay............ thang.............. NAM....cvvne.

Xac nhan caa by phan (c6 ngwoi lam thém)
(K¥, ho tén)

Ngudi cham congNguoi duyét
(K, ho tén)

(Ky, ho tén)

Pon vi:............... Mau so: 02- LDTL
B¢ phan:.............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua
BTC)
BANG THANH TOAN TIEN LUONG
Thang............ nam.............
S| Ho Bac | H | Luong Luong TG Nghi viéc, Phu Phu Tél} tam | Cac khoan khau trir vao Ky 2 dugc
T| va luvo | ¢ | SP ngung viéc | cap cap | gso | ung | quiluong linh
T|tn | ng s huong..% | thuoc | khd ky 1
0 luong qui c
S6 S0 | So BO S6 N luong BHX . | Thue [ong | SO [Ky
SP tié bng f[ién  [cdng | tién H 'NCN tién pnhan
n hai ndp
Al B 1 2 |3 4 45 b 7 8 9 10 11 12 13 14 |15 16 17 C
Con
9

Nguwoi

1ap biéu

(Ky, ho tén)

K¢ toan truomg

(K, ho tén)

Giam dbc
(Ky, ho tén)
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Pon Vii....o........... MAu sé: 03- LPTL
B¢ phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua
BTC)
BANG THANH TOAN TIEN THUONG
Quy.....nam
N —
Chure Mirc tién thuong
STT Ho va tén vu Bic luong | Xép loai XA Ky nhan | Ghi chu
. So tién
thudng
A B C 1 2 3 D E
Cong
TOng 80 tien (Viet DANG CHTE )..e.veveeeeeeeeeeeeeeeee e

Ngudi lap biéu

(Ky, ho

PHIEU XAC NHAN SAN PHAM HOAC CONG VIEC HOAN THANH
Ngay....thang....nam....

tén)

Tén don vi ( hodc ca

Ké toan truomg
(Ky, ho tén)

Miu s6: 05- LDTL
(Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua

Giam doc
(Ky, ho tén)

nhan):......... eennese s

Theo hgp AONZ SO.....ccvvviviiiiiiiiiieiicceee e ngay.......... thang......... nam.............
STT TenA san p}}am an V| sé luong | Don gia Thiinh Ghi chu

(cong viéc) tinh tién
A B C 1 2 3 D
Cong
Tong s6 tien (VIEt bang Chil):.......ccoecvieeiieeiie e
Nguwoi giao viée  Nguwoi nhan viec  Nguwoi kiém tra chat lwong Nguoi duyét

(Ky, ho

tén)

(Ky, ho tén) (Ky, ho tén)

(Ky, ho
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Pon Vi:..oererne. CONG HOA XA HOI CHU NGHIA VIET NAM  Mau s6:04-
LPTL
B¢ phan:........... Poc 1ap - Tw do - Hanh phic
(Ban hanh theo ODP 15 ngay 20/03/2006 cua BTC)
GIAY PI PUONG
i R
CAP ChO ettt st s st ansensesen st anenes
L0511 (oI 721 SO RTRSRPP
DPUuoc el di CONEG tAC T1 . uuviiiiiii it
Theo cong 1énh (hodc theo gidy gidi thiéu) sb.......... ngay......... thang......... nam.......
Tu ngay......thang............... nam.......dén ngay.......thang........ nam........
Ngay.............. thang.......... NAM....ccvverireireene,
Nguwoi duyét

(ky, ho tén, dong dau)
Tién Ung trudc
Luong....cocovveeviieennnen. d.
Cong tac phi:................ d.
CONG..oovvveeieeea, d

Noidi | Ngay | Phuwong D dai S6ngay | Lydo | Ching nhén caa

Noi dén tién s ching cong tac | luu tra €O’ quan

dung duong ( Ky tén, dong diu)

1 2 3 4 5 6 7

Noi di’
Noi1 dén

Noi di

Noi dén
Vé

Duyét 56 tién dwec thanh toOANIA..........ccecueeeereerercrersereesessesessessssessssesesessesessesees d.
Nguoi di cong tac Phu trach b phan Ke
truéng

toan

(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)




20

Pon Vii....o........... MAu sé: 06- LPTL
B¢ phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua
BTC)
BANG THANH TOAN TIEN LAM THEM GIO
(Thang....cccceeueeee nim................. )
S| Ho | H¢ | Hé | CO |Tién | Mic lam lam Lam lam  [Tong | Songdy | SO [Ngu
T| va | s6 | s6 | ng |luon | Iluong thém thém thém thém  |cong | nghibu | tién | oi
T| tn | luo | phu | hé | g ngay ngay thir | ngay lé buoi thuc |nhan
ng | cap | s6 |than lam viéc | bay, chu tet dém dugc | ky
chur g nhat thanh | tén
c NGiy [ |[S8 TS5 [ 5[ TS5 [ TS6 | S5 S5 | toan
vu gio | tién | gio | tién | gio | tién | gio | tién Gty tién
A B 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 |16 17 18 C
Cong
TONg 86 tHen (VIEt DANG CHTE)....e.veveeeceeeeeeeeeee et
(Kem theo............... chirng tir géc: Bang cham cong lam thém gio thang....ndm.....)
Ngay............ thang............... AAM....oooveareannen,
Ngudi dé nghi thanh toan Ké toan trwong  Ngudi duyét
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
Pon Vii.....ooo....... MAu s6: 07- LPTL
B¢ phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua
BTC)
BANG THANH TOAN TIEN THUE NGOAI
( Dung cho thué nhan cong, thué khoan viéc )
T O
Ho va t€n ngudi thU:.........ooiiii e
B6 phan (hodc d1a chi)i......oooiiiiiii e
D3 thué nhitng cong viéc sau dé.......tai dia diém........ tir ngdy.../.../..dén ngay../.../....
S | Hovatén | Piachi | Noidung | SO cong Pon | Than | Tién | Sotién | Ky
T nguoi hodc s6 | hodctén | hodc khdi gid |htién| thué | conlai | nhan
T | dugcthué | CMND | cong viéc | luong cong | thanh khau duoc
viéc da lam | toan trur nhan
A | B C D 1 2 3 4 5=3-4 |E
CONG
D& nghi....ooveveeeeee.. cho thanh t0An SO teN........ccccvevvvveeveveeeeeieeeeeee,
SO 1N (VIEt DANG CHTE)...cvovevceeceeceeee et
(Kém theo.......cooe....... chitng tir ké toan khac )
Nguoi dé nghi K¢ toan truomg Ngudi duyét

(Ky, ho tén)

(Ky, ho tén)

(Ky, ho tén)
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Pon Vii....o........... MAu sé: 08- LPTL
B¢ phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua
BTC)

HQP PONG GIAO KHOAN

Ngay...thdang.... nam.....
SO,

Hovatén: ....oooooiiiiiiiiiiiii Chicvu.......cvvveiiiiinne,
Dai dién cho........cooovvviviiiii e, bén giao khoan............ccceeeviiiieennenn
Hotén: ........ooiiiiiiiii i, ChliC VU,
Dai dién cho....cccocoveveviieiii e, bén nhan KhOANn............cccovviviei i,

Cung ky két hop dong giao khéan nhu sau:
|. Piéu khoan chung
- Phuong thtrc giao khoan:
- Piéu kién thyc hién hop dong:
- Thoi gian thyc hién hop dong:
- Céc diéu kién khac:
I.I. Piéu khoan cu thé:
1. N6i dung cac cong viéc giao khoan

Dai dién bén nhan khoan Dai dién bén giao khoan
(Ky, ho tén) (Ky, ho tén)
Nguwroi 1ap K¢ toan truwéng bén giao khoan

(Ky, ho tén) (Ky, ho tén)
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Miu s6: 09- LDTL
(Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua

Don vi:................
B6 phan:.............
BTC)
Ngay
Hovatén: ............. Chucvu............
Hovatén: ............. Chucwvu............

Cung thanh Iy hop dong giao khoan sf)..
Noi dung cong viée (Ghi trong hop dong) da dugc thue hién.
Gia tr1 Hop dong da dugc thuc hién:.

...da thanh toan cho bén

S tién bi phat do bén

LLnam....,

S tién beén........... con phai thanh téan cho bén

.sOtién la.......... dong (Viét bang chir )..
vi pham hop dong.......... dong (Viet bang chir )..
la...dong (Viét bang chit )

Pon Vii....coo....... MAu s6: 10- LPTL
B0 phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua
BTC)
BANG KE TRICH NOP CAC KHOAN THEO LUONG
Thang.............. nam...........
Pon vi tinh:................
STT | Tong S6 BHXH, Kinh phi cong doan
quy | thang BHYT,BHTN
luong trich | Tong Trong do6 Tong Trong do S6 S6
trich | BHXH, | s& | Trich [ tru s | Trich | trr |phaindp | dugc
BHXH, | BHYT, vao | vao vao | Vvao cong dé lai
BHYT, | BHTN chi | luong chi | lwong | doan | chitai
BHTN | KPCP phi phi cap trén | don vi
KPCDb
A B 1 2 3 4 5 6 7 8 9
Cong

Ngudi 1ap biéu
(Ky, ho tén)

K¢ toan trudng

(Ky, ho tén)

Ngay... thang.... nam....

Giam doc

(Ky, ho tén)
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Pon Vii....o........... MAu sé: 11- LPTL
B¢ phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua
BTC)
BANG PHAN BO LUONG VA BAO HIEM XA HOI
S TK 334-Phai tra nguoi TK338- Phai tra, phai np TK | Tong
T lao dong khac 335- | cong
T Luong cac | Cong |Kinh | bao | Bao Bao [Ong Chi
khoan | ¢6 | phi | hiém | hiém | hiém |c6 phi
kndc | 334 |cong | xa | yté | that |338 | phai
doan | hoi nghiep | (2,3, | tra
4,6)
A B
1 TK 622- CPNCTT
- Phéan xudéng ( SP)
- Phén xudéng ( SP)
2 | TK623 -CPSD MTC
3 | TK627- CP SX chung
- Phan xudng ( SP)
- Phéan xudéng ( SP)
4 | TK 641-CP ban hang
5 | TK642-CPQLDN
6 | TK 242- CP tra trudc
DH
7 TK 335
8 TK 241
9 TK 334
1 TK 338
0
R
1
Cong
Ngay....... thang........ nam........

Ngudi 1ap biéu
(Ky, ho tén)

2. Tai nan xay ra hoi... gio.....
Sau khi bat dau lam viéc duoc.......

K¢ toan trudng

(Ky, ho tén)

BIEN BAN PIEU TRA TAI NAN LAO PONG
1.Ly lich nguoi bi tai nan

- Ho va tén:
- Nghe nghi¢p
- Hg¢ s0 luong:

- Pon vi cong tac:

3. Noi xay ra tai nan.
4. Truong hoap xay ra tai nan:

5. Nguyén nhan xay ra tai nan

6. Tinh trang thuong tich nguoi bi nan
7. Két luan vé viée xay ra tai nan

8. Pé nghi xtr Iy

Phu trach don vi
(K3, ho tén)

phut... ngay.....
gio.

Ngay

.... thang.... nam....

Ngudi diéu tra




24

Pon Vii....o........... MAu sé: 01- VT
B¢ phan:............. (Ban hanh theo Thong tuw 200 ngay 22 thang 12 nam 2014 cua BTC)
PHIEU NHAP KHO
Ngay.....thdng.... nam.......
S8, N[
COlvre,
Ho t€n ngudi gilao hang:. ... ...
Theo.....s0...... ngdy.... thang...... NAM...... CUA.......eeen veeeie e
Nhap tai Kho:. ... diadiém...............
ST TénA’nhﬁAn hiéu, vqui ciich, Rhélm M3 an S6 luong Bon | Thanh
T chat vat tu (Sfm pham, hang " vi gié tidn
ho6a) tinh Theo Thuc
chung tr | nhép
Cong
TONg 86 tiEN (VIEt DANG CHT )..vvvveeeeeeeeee ettt
S6 chimng tlr g0¢ NN KEML......vvvevceceeeese et
Ngay..... thang..... nam.....
Nguoi lap phiéu  Nguoi giao hang Thu kho K¢ toan truwdng
(Hoac b phan c6 nhu cau)
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
Pon vii............... Mau sb: 02- VT
B¢ phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua
BTC)
PHIEU XUAT KHO
Ngay.....thang.... nam.......
SOt NOooeeeeeee
COlvrreie,
Ho tén nguoi nhan hang:........................ Piachi (bdphan)...............c.o.ooiii
LY d0 XUAL KNO. ... e e e
XUAL 121 KNIttt dia di€m.........ooooeiieeins
ST Téninhein hiéu, qqui C?,Ch, p‘hém M3 an Sb lugng Pon ‘ .
chat vat tu (San pham, hang X V1 .. |Thanh tién
T . sO ’ gla
hoa) tinh Yeéu i Thyc
éu cau o
Xuat
Cong
TONE SO tieN (VIEt DANG CHIT)...v.vvereevereececeeeseeeeeeeeieeeesees e eseessess st ensenessee s
S6 chimng tlr g0¢ NN KEM.......cvoeeevecececeecee et
Ngay..... thang..... nam.....

Nguoi lap phiéu  Ngudi nhian hang Thii kho Ké toan truomg  Giam ddc
(Ho#c bo phan c6 nhu cau)

(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Pon Vii................ MAu sé: 04- VT
B6 phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua BTC)

Boéphanstadung: ............................

PHIEU BAO VAT TU CON LAI CUOI KY

STT Tén nhan hiéu, qui Mas6 | Ponvitinh | SO lugng | Ly do con stir dung
cach, pham chat vat hay tra lai
tu
A B C E
Phu trach b phan st dung
(Ky, ho tén)
Pon vii............... Mau so: 03- VT
B¢ phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua BTC)
BIEN BAN KIEM NGHIEM VAT TU,SAN PHAM, HANG HOA
Nody.....thdang.... nam.......
Y7
Cancu........... SOuveean. ngay............ thang.............. Nam............... Cua...............
Ban kiém nghiém gdom
ONg, Do, Chic VU....oeeeeeeen DPai din....coovveiiieiiiveiee, Trudng ban
ONg, DA, Chic VUu...ovveeeeeeee Pai dién......ccooovvvviiinn Uy vién
ONg, DA, Chic Vu...ooveeeecveee, Pai dién.....cccooovvvvviiiiiinnn Uy vién
D3 kiém nghiém cac loai
Mé Phuong bon P n
Tén nhan hiéu, qui| s§ | thic kiém | vi < Két qua kiém nghiém
. X £ A . ) S6 lugng Lo,
STT | cach, pham chat vat tu nghiém tinh | theo chim 7 7 Ghi cha
(San pham, hang hoa) °0 chumg | So 1“(-’“9 86 luong
tur ding qui | khong dung
cach qui cach
A B ¢ D E 1 2 3 F
Cong

Y kién cia ban ki€ém nghiém: ............

Pai dién ky thuat
(Ky, ho tén)

(Ky, ho tén)

Thi kho

Trwéng ban

(Ky tén)




26

Pon Vii....o........... MAu sé: 05- VT
B¢ phan:............. (Ban hanh theo Thong tuw 200 ngay 22 thang 12 nam 2014 cua BTC)
- BANBANKIEM KE (VAT TU, SAN PHAM, HANG HOA)
Thoi diém kiem ké.................. IO NQAY....oeereenas thang............ NAM...cverenne
Ban kiém ké gom:
Qng, [o7: TR Chirc VUi, Pai di€n.....ooovevvvviiiiiinn. Trudng ban
Qng, [o7: TR Chlirc Vu...eeevveeeeeeenen, Pai di€n.....ooovevviiiiiiiie, Uy vién
Ong, bya .............................. Chirc VUu...uveeeeeeee, Pai dién......ccooovvvvvveinenenn. Uy vién
ba kiém ké kho c6 nhitng mat hang duérj day: 7 i i
ST | Tén Mﬁ} Pon |Pon | Theo s6 sach | Theo kiém Chénh léch Pham chat
T |nha@n | s6 | vi gia ké i
hiéu, tinh SL [Thanh | SL [Thanh | Thua | Thiéu | COn | Kém | Mat
qui tién tién tot | pha | pham
cach, 100 | m chat
phﬁ,m % chat
chat
vat tu
SL | ST |SL |ST
Al B | C D 1 2 3 4 5 |5 |7 |8 9 8 9
Ngay.............. thang........... NAM.....o......
Giam doc K¢ toan truéng Thu kho Truéng ban kiém ké
(Y kién giai quyét chénh léch)
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
Pon Vii....coo....... MAu so: 06- VT
Bo phan:.............. (Ban hanh theo Théng tw 200 ngay 22 thang 12 nam 2014 ciua
BTC)
BAN KE MUA HANG
Ngay.............. thang........... nam.............
Quyén sO:....c.un.....
R
- Ho vatén ngudi mua hang:.........ccooiiiiiiiii e No:.
- B0 phan ( phong, Dan)........ccccciiiiiiiiiiiiiicc s Co
STT | Tén, qui cach, pham chat | Piachi | Pon S6 Pon gia | Thanh tién
hang hoa( vat tu, ) mua \%! lugng
hang tinh
A B C D 1 2 3
Cong
TONg 6 tieN (VIEt DANG CHIT):...vecveceeeeieciceeee et
G CRU s
Ngudi mua K¢ toan truomg Ngudi duyét mua

(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Pon Vii....o........... MAu sé: 07- VT
B¢ phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua
BTC)
BANG PHAN BO NGUYEN LIEU, VAT LIEU, CONG CU, DUNG CU
Ngay.............. thang........... nam.............
SO,
STT [ Ghi c6 cac TK Tai khoan 152 Tai khoan 153 Tai
Dbi tuong sir dung Gidhach | Giad | Giahach | Giathuc | khodn
(Ghi ng cac TK) toan thyc t& | toan té 242
A B 1 2 3 4 6
1 TK 621
- Phan xuong( SP)
- Phan xuong( SP)
2 TK 623
3 TK 627
- Phan xudng( SP)
- Phan xudng( SP)
4 TK 641
5 TK 642
6 TK 242
Cong

Ngudi lap biéu
(K¥, ho tén)

K¢ toan truéng
(K, ho tén)



BTC)

BAN THANH TOAN HANG PAI LY, KY GUI
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MAiu s6: 01- BH

(Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua

NOaY....ccoene. thang........... nam.............
Quyén s&:..ennn.n.
SO,
NO,
COlviieee
Can ctr Hop ddng sd......ngay.....thang...... nam.... vé viécban hang dai 1y ( ky giri).Chung t6i
gom:
ONg, Da....oveceeeeereee. Ch{IC VU...veeeeeeeeee... Pai dién................. ¢ hang dai 1y ( ky giri)
Ong, ba....ooevveeeeerann, ChUiC VU, Dai difN.....ovveeeeeeeeeeeeee e,
Ong, ba...eeeeeeeeee. Churc vU.....eveeevenee. bai dién....... nhan ban hang dai ly ( ky gui)
Ong, ba....oooveveeerene, ChUiC VU, Pai difN.....ovovceeeeeeeeeeeee e
I. Thanh quyét toan sd hang dai 1y tir ngay.../.../.... &én ngay.../..../.... nhu sau:
S Tén, qui cach, Pon | S6 luong | S6 lugng | Téng | SO hang da ban trong ky Sb
T | phim chat hang vi tdn dau nhan s6 So Pon | Thanh luong
T hoa( vat tu, ) tinh ky trong ky lugng | gia tién con ton
cudi ky
A B C 1 2 3=1+2 4 5 6 7=3-4
Cong

I1. S tién con no ciia cac ky trude
III. S6 tién con phai thanh toan dén ky nay:(IITI=II + cot 6)

V. S6 tién thanh toan ky nay:

+ Chi phi ( néu c6)

A O ITIEE e+t e et en e e s e eee et e e e et eeeeee et ee s e s et es et eneee et eeeeseeeeeesen et en e eseneens

Giam doc don vi

guri hang dai ly( ky giri)

(Ky, ho tén)

Ké toan truéng

guri hang dai ly( ky guri)

(Ky, ho tén)

Nguoi 1ap bang

thanh toan
(Ky, ho tén)

Giam doc don vi

Ké toan truéng

nhin ban hang dai ly

(Ky, ho tén)

nhan ban hang dai ly
(Ky, ho tén)
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Pon Vii....o........... MAu sé: 02- BH
Pia chi:........... (Ban hanh theo Théng tur 200 ngay 22 thang 12 nam 2014 cua BTC)
THE QUAY HANG
Ngay lap thé.........cccneen. T SO
- TENhaNG....cccoiiieece e Qui céch.
- DPonvitinh.......ccccoeeeiiiiiiiiiiie, Don gia
Ngay | Tén | Toén | Nhap | Nhap | Cong ton dau Xuat ban Xuat khac | Ton
thang | nguoi | dau | trkho | khac | ngay (ca)va | Luong | Tién | Luong | Tién | cudi
ban | ngay | trong | trong nhép trong ngay
hang | (ca) ngay | ngay ngay (ca) (ca)
(ca) | (ca)
A B 1 2 3 4 5} 6 7 8 9
Cong
Ngudi lap biéu
(Ky, ho tén)
Pon vi:............... MAuso: 01-TT
Pia chi:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua BTC)
PHIEU THU QUYEN SO...vrererreenns
Ngay....thang....nam......
SOuvereereereenee
NOooriii,
COvvrvvreiecirn,
HO 810 NZUOT NOP TEIN. .ot eee e
35 3¢l 1| S PRERRR
LY O DOP .-t
SO M. v, (Viét bANE Chil)..ov.vveveeeceeieeee e,
KM the0.. .o Chimg tir gc.............

Giam doc

(K, ho

Pi nhan du s6 tién ( viét bang chi)
Ty gia ngoai t¢ ( vang bac, da quy)
So6 tién qui doi

tén)

Ké toan truémg

(Ky, ho tén)

Ngudi ndp tién
(Ky, ho tén)

( Lién giti ra ngodi phai déng ddu)

Ngay....thang....nam....

Nguoi lap phiéu  Tha quy
(Ky, ho tén) (Ky, ho tén)
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Pon Vii....o........... MAusé: 02-TT
Pia chi:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua BTC)
PHIEU CHI QuYén SO...vvevereann.
Ngay....thang....nam.......
A
NO.ooieen,
COvvvvrieiie,
Ho tén nguo1 nhan LR L)) TRV
D 1 ;11§ SRR
Y [ 1o o OSSPSR
SO M. e, (Viét DANE CHTE)..cvovoeeeeeeeee e,
KBIM €O, Chung tir goc.............
Ngay....thang....nam....
Giam doc K& toan trwong  Thii quy Nguoi Iap phiéu  Nguwdinhin
tién
(Ky, ho tén)  (Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
D3 nhan di $6 tién ( VIEt BANG ChTE).......ovveveeeeeeeeeeeeeeeee e
Ty gid ngoai t€ ( vang bac, G4 qUY).....eereeerieeiieeie et
SO BN QUI BOL- e n ettt ettt
( Lién givi ra ngodi phdi déng ddu)
Pon Vii.....ooo....... MAauso: 03-TT
B¢ phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua BTC)
GIAY PE NGHI TAM UNG
Ngay....thang....nam....
Y/
KINR @O0ttt
I TR G N - USSP
5 I 11§ FO USSR
Pé nghi cho tam ng s6 tién.............cocven.e.., ( Viét bang chil)......cccovvvvevererrrinennns
LY dO tam TINE.c...eeeeeiiie ettt ettt et e e e e e e eta e e esbaeennaraeenes
Thot han thanh tOAN...........c.eeeii e
Giam doc Ké toan trwomg Phu trach bd phan Nguoi dé nghi tam ng

(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Pon Vii....o........... MAu sé: 04-TT
B¢ phan:............. (Ban hanh theo Thong tuw 200 ngay 22 thang 12 nam 2014 cua BTC)
GIAY THANH TOAN TAM UNG
Ngay....thang....nam....

A
NO.ooieen,
COvvvvrieiie,
Ho tén nguoi thanh t0AN.........cocceviiiiiiii
3 3 o] o | ORI
S tién tam tmg dugc thanh toan theo bang dwdi dAY..........covveveveveeveveeereeeeeeee..
Dién giai Sb tién
A 1
1. S6 tién tam Ung
1.86 tam tmg dot trudc chua chi hét
2. Sb tam ung ky nay:
- Phiéu chi sé..... ngay......
- Phiéu chi sé..... ngay......
I1. Sé tién da chi
1. Chung tir sb.....ngay....
2.
[1. Chénh l1éch
1. S6 tam ung chi khong hét (I- 11)
2. Chi qua s tam tng (11-1)
Giam doc Ké toan truéng  Phu trach by phan Nguoi dé nghi tam tng
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
Pon Vi:................ MAu s6: 05- TT
Pia chi:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua BTC)
GIAY PE NGHI THANH TOAN
Ngay....thang....nam....
KINI QU .
-Ho tén ngudi d& nghi thanh t0AN. .............co.oveiueeeeeeeeeee e
= BO phan (D12 Chi)....cccueieiiii e
- NO1 dung thanh tOAN:...........ooiiiii e
= SO HEN. covvrere e, (VI BANG CH ).ovoveeeveeeeeeeese s
(kem theo........ccoeevveuvennnnne. chung tir gbe).
Nguwdi dé nghij thanh toan K¢ toan truwéng Nguoi duyét

(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Pon Vii....o........... MAu sé: 06-TT
Pia chi:............. (Ban hanh theo Thong tu 200 ngay 22 thang 12 nam 2014 cua BTC)
BIEN LAI THU TIEN
Ngay....thang....nam....
QUYEN SO...vverererreenns
SO uererriererernieiens
HO 81 NGUGT NOP HBM. ...ttt en e en s,
85 3 o] o | SRR
INOT AUNE thUL ettt e et e et e e e e e s nn e e e snnreeeas
S BN U ( Viét bang chit)......coovvvrverrrerenn.
Ngudi ndp tién Ngudi thu tién
(Ky, ho tén) (Ky, ho tén)
Pon Vi:................ MAiu s6: 08a- TT
B¢ phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua BTC)
BANG KIEM KE QUi
( Dung cho VND)
HOm nay, vao.... gio.....ngay....thang....nam....
Chung t6i gdm co: SO
ONG TDA.eeeeeeee e, Pai dién ké toan
ONQG /DA Dai dién thu qui
ONQG /DA Dai dién..................
Cung tién hanh kiém ké quy, két qua kiém ké nhusau..............
STT Dién giai S6 lugng (t0) S6 tién
A B 1 2
I S6 du theo quy
I S6 tién kiém ké thyc té
1 Trong do6: - Loai
2 - Loai
3 - Loai
4 - Loai
Il Chénh léch (ITI=I-11)
Yo (o 1 U SRR
- TRIEUL vt
K&t Tuan sau Khi KIM K& QU .......veeeeeeeeeeeeeeeee et
K¢ toan truwéng Thu quy Ngudi chiu trach nhiém kiém ké quy

(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Pon Vii....o........... MAusé: 07-TT
B¢ phan:............. (Ban hanh theo Thong tuw 200 ngay 22 thang 12 nam 2014 cua BTC)
BANG KE VANG TIEN TE
Pinh kém phiéu.... Quyén s:.....
Ngay....thdang....nam....... SO,
STT Tén, loai, qui | Pon | S6luong | Pongia | Thanh Ghi
cach, pham | vi tinh tién chu
chat
A B C 1 2 3 D
Cong
K¢ toan truomg Ngudi nop (nhan) Thu qui Ngudi kiém nghiém
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
Pon Vii....coo....... MAu s6: 08b- TT
B¢ phan:.............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua BTC)
BANG KIEM KE QUi
(Dung cho ngoai té, vang tién té)
HOm nay, vao.... gio.....ngay....thang....nam....
Chung toi gdm co: SO
ONG T3 Dai dién ké toan
ONQG /DA bai dién thu qui
ONQG /DA Pai dién..................
Cung tién hanh kiém ké quy, két qua kiém ké nhu sau..............
STT Don vi S6 Don | TinhraVND | Ghi
Dién giai tinh luong (to) | gia chd
Ty gia | VND
A B C 1 2 3 4 D
I S6 du theo s6 quy
I S6 ki€ém ké thuc té
1 - Loai
2 - Loai
3 - Loai
Il Chénh l&ch(I11=I-11)
Y [0 TR 1 4 1 SOOI
A TRIEU et
Két 1uan sau Khi KiGm K& QU ........coeeveeeeeeeeeeeeeeeeeee et eeessesees st s st enessenee e
K¢ toan truwéng Thu quy Ngudi chiu trach nhiém kiém ké quy

(Ky, ho tén) (Ky, ho tén) (K, ho tén)




- Ho va tén nguoi chi:
- B0 phéan ( hoac dia chi):.
- Chi cho cong viéc

34

MAiu s6: 09-TT

STT Chtng tir Noi dung chi S6 tién
S6 hiéu Ngay, thang
A B C D 1
Cong
SO AN DANG CHIT ..ottt
(Kém theo................. chung tir gbc).
Nguwoi 1ap bang ké K¢ toan truéng Nguwoi duyét

(Ky, ho tén)

(Ky, ho tén)

(Ky, ho tén)

(Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua

Pon vii............... M4iu sb: 01- TSCD
B¢ phan:.............
BTC)

BIEN BAN GIAO NHAN TSCP

Ngay............ thang................ nam

-Can ctr quyét dinh so........ ngay............. thang......... nam........
ban giao TSCD.
|.Ban giao nhan TSCP gom:
ONg, Ao Churc VU...cooouvveeeene Dai dién bén giao
Ong, o T Chlirc VU.....cooerrvne Pai dién bén nhan
Ong, ba......ccovvveviiieeiieens Chuc vu..........eeee bai dién........

Xac nhan viéc giao nhan TSCD nhu sau:

S | Tén, ky hiéu, | SO hiéu | Nuéc | Nam | Nam | Cong tinh nguyén gia TSCD
T | quicach,cap | TSCD san san | dwa | suat | Gia | Chiphi | Chi |.Nguyé | Tailigu
T | hang TSCD xudt | xudt | vao | (dién | mua | van phi | .| ngid | ky thuat
(XD) st | tich) | (Zsx) | chuyén | chay | .|TSCD | kem theo
dung thir | .
A B C D 1 2 3 4 5 6 |7 8 E
Cong
DUNG CU PHU TUNG KEM THEO
STT Tén, qui cach dung Don vi tinh S6 luong Gia tri
cy, phu tung
A B C 1 2

Giam doc bén nhan KEe toan truéng bén nhan

(Ky, ho tén)

(Ky, ho tén)

Nguwoi nhan

(Ky, ho tén)

Nguwoi giao
(Ky, ho tén)
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Pon Vii................ MAu sé: 02- TSCP
B6 phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua
BTC)
BIEN BAN THANH LY TSCD
Ngay............ thang................ AM.......ccoeenee.
S
NO.oovin,
COvvvvveiecrin,
-Can ctr quyét dinh sb........ ngay............. thang......... nam............... CUQ.eveeeeereeeneien. vé viée
thanh ly TSCPB.
I.Ban thanh 1y gdm:
C)ng, [ o: T Chlrc VU.....cooeerrvnne bai dién...................... Trudng ban
ONG, DA Chtirc VU..ooovvveeeeeennn, Pai dién.......cccouveeee.n. uy vién
Ong, ba......ccovvveeiieeiieens Chic vu...........oee Pai dién...................... uy vién
IL. Tién hanh thanh Iy TSCP
- Tén,ky mi hiéu, quicach (cAp hang ) TSCH:..c.ocovvvvivererireeeeiereiereeseean,
SO IBU TSCD ettt ettt ettt ettt
- NUGC SaN XUAL ( XAY AUNZ )irvrereerreseeeeeeseseeieeeesessessessesseseeses s
= INE SAN XUAL ..ttt ettt en st sttt
= NEAM AUA VAO ST AUNE ..o S6 thé TSCP:...
- Nguyen gid TSCD ..o
- Gia tri hao mon di trich dén thoi diém thanh 1y:......c.ccvvvevcceveeiennee,
- Giatricon 1ai cia TSCD ..o
I11. Két luin ciia ban thanh Iy TSCP:
Ngay............ thang................. nam............
Truwdéng ban thanh ly

(Ky, ho tén)

- Chi phi thanh Iy TSCPD:..eveeeeeeeeeee. ( viét bang chid)..............
- Giatri thu hoi TSCP e ( viét bang chif)..............
- Dai ghi giam s6 TSCP ngay............. thang.......ccceevvenenee. NaM...............
Ngay............ thang................. naAM............
Giam doc K¢ toan truéng

(Ky, ho tén) (Ky, ho tén)
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Pon Vii....o........... MAu sé: 03- TSCP
Bo phan:.............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua BTC)
BIEN BAN BAN GIAO TSCD SUA CHUA LON HOAN THANH
Ngay............ thang................ AM.....ooeeennennn.
L
NO.ooieen,
COvvvvrieiie,
-Can ctr quyét dinh so........ ngay............. thang......... nam............... (310 F: TR
Chiing tbi gom:
C)ng, [ o: T Chlrc VU.....coovnrnvnne bai dién...................... don vi stra chira
C)ng, [ o: T Chlrc VU.....cooeerrvnne bai dién...................... don vi c6 TSCb
Pi tién hanh kiém nhén viéc sira chira TSCPD nhw sau:
- Tén, ky ma hiéu, qui cach (cap hang ) TSCD:.....cccovvvvvveeenann,
= SO iU TSCD: e, SO thé TSCD..oveeeeeevee.
- BOphan quan Iy st dung:........ccoeviiiiiiiiiii
- Thoi gian sua chira tr ngdy.../..../..... dén ngay.....[....1......

Céc bd phén stra chit gdbm c6:

Tén bo phan | Noi dung (muc d6) | Gid du | Chiphithucté |Két qua kiém
stra chira cong viéc stra chira toan tra
A B 1 2 3
Cong
KB TUAI ettt ettt e e e e e e et eeeeeeeseeeeeeeeeneens
K¢ toan truéng Pai dién don vi nhian Pai dién don vi giao
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
Pon vii............... M4iu sb: 04- TSCD
B6 phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua BTC)
BIEN BAN PANH GIA LAI TSCP
Ngay............ thang................ AM.......ceven..
SOueereenrereeene
NO.ooieiinn.
COovvveiecin,
-Cian ctt quyét dinh s6........ ngay......... thang.....nam........ clia.....Vé viéc danh gia lai TSCD
ONg, Ao ChUIC VU Pai dién.......ccoccueeeee Chu tich hoi dong
Ong, ba......ccovveeciiieiieens Chuc vu...........oee Pai dién...................... uy vién
ONg, ba....oveeeeeeee, Ch{IC VU....vveieeeeeann, Pai dién.......ccccovee.n uy vién.
ba thuc hién danh gia lai gia tri cac TSCD sau day:
STT | Tén, ky hiéu, qui | SO hiéu | So6 thé Gia tri dang ghi s6 Gia tri con Chénh léch
cach, cap hang TSCDb | TSCD | Nguyén Hao Giatri | laitheo danh | tang | giam
TSCDH gia mon con lai gia lai
A B C D 1 2 3 4 5 6
Cong

Ghi ch(: cot 4 “Gia tri con lai theo danh gia lai”néu danh gia lai ca hao mon thi cot 4 ciing
phai tach ra 3 cot tuong ung.

Uy vién/ngudi lap K¢ toan trudng Chii tich hdi dong
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Don Vit Miu s6: 05- TSCD
B¢ phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua BTC)
BIEN BAN KIEM KE TSCD
Ngay............ thang................ NAM...........e.......
Thoi diém kiém ké............... gi0.......... NZAY...ccvuvennne thang............ NAM.....ccouurennne
Ban kiém ké gom:
Ong, ba......cccvveeeiiieiens Churc vU....ccvveeee. Pai dién...................... Trudng ban
Ong, ba.....ccccveveiiieiiens Chic vu...........oooee bai dién...................... uy vién
Ong, ba......cccvveeiiieiiens Chic vu...........oooee Pai dién...................... uy vién
ba tién hanh kiém ké TSCD két qua nhu sau:
ST | Tén mad | Noi Theo s6 ké toan Theo kiém ké Chénh 1éch G
T |TSCD |sé |su hi
dung ] i ] ch
) Nguyén | Gia s Nguyén | Gia ) Nguyén | Gid | (
lugng | gié tri luong | gid tri lugng | gid tri
con con con
lai lai lai
A B C D 1 2 3 4 5 6 8 9 10
Cong
Ngay............ thang................ NAM...........e......
Giam doc Ke toan truéng Truwéng ban kiém ké
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
Pon vii............... Mau so: 06- TSCD
B0 phan:............. (Ban hanh theo Thong tw 200 ngay 22 thang 12 nam 2014 cua
BTC)
BIEN TINH VA PHAN BO KHAU HAO TSCD
STT Chi tiéu TK | TK | TK | TK | TK
641 | 642 | 241 | 242 | 335
thoi | NG |Sokhdu | PX- | PX-
gian s | TSCP | hao SP
dung
A B 1 2 3 4 6 7 8 9 11 12 13
1 S0 khau hao trich
thang trudc
2 8o khau hao tang
trong thang
3 S6 khau hao giam
trong thang
4 S6 KH trich thing
nay
Ngay............ thang................ HAM......cevn..
Nguwoi 1ap bang Ke toan truéng

(KY, ho tén)

(Ky, ho tén)
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TEN CUC THUE:.......cevvee.. Mau s6: 01GTKT3/001

HOA PON GIA TRI GIA TANG
, Ky hiéu: 01 AA/14P
Lién 1: Luu Sé: 0000001

DA CRLceeeceee e et e e b e e et e e e e be e e a—e e e a—eeeateeaateeeaeeeabeeeaatteeaaareearaeas
SO TAT KRNOAN. .......eiiiiiiiieiie ettt e et e et e et e et e et e et e en abaeeabaeeareeearbeeaaatee e e aatas

STT | Tén hang hoa, dich vu Pon vi tinh SO lugng Don gia Thanh tién

1 2 3 4 5 6=4x5

Congtiénhang: e,

Thué suit GTGT........... %, Tiénthué GTGT: e

TOng cONG tieN thanh tOAN ...........coiiiiieie oo

Nguodi mua hang Nguoi ban hang
(Ky, ghi 13 ho, tén) (Ky, dong dau, ghi rd ho, tén)

(Can kiém tra, doi chiéu khi ldp, giao, nhin héa don)

Ghi chu:
- Lién 1: Luu
- Lién 2: Giao nguoi mua
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. Méu tham khao Hoa don Gi4 tri gia ting

Mau s6: 01GTKT3/001
HOA PON GIA TRI GIA TANG
Ky hiéu: AA/14P

Lién 1: Luu S6: 0000001
Ngay........ thang.......ndm 20....

Don vi ban hang: CONG TY TNHH A
Mi s thué:
Dia chi: 45 phé X, quan Y, thanh phé Ha Noi
Dién thoai:........ccoovvevvveeeeeiieiciiiieieee SO AT KNOAM. ..o e e e e
HO t8N NEUOT MUA NANEZ......icviiiieiieiectee ettt stees sheete shesies eesbesbeasbanbe et e beeaaesaeaseesbeeseesbeeseeee
TEI QOT Vet e e et e e e ettt e e e et e e eeaaaae e e e e eaaaaeeee s e aaaeeeseaaae hbeeeaabaeee e e et baraeenaarraeeean
ME SO tHUG ...
D 3T e) 1} U ORI
Hinh thirc thanh t04n:........cooveeivoriesrerinennn. SO 1A KNOAN. ....eeiiiieeie e,
STT | Tén hang hoa, dich vu Pon vitinh | S6 luong Don gia Thanh tién

1 2 3 4 5 6=4x5

Cong tiénhang: .
Thué suat GTGT: .......... % , Tién thwé GTGT: .
Téng cong tién thanh toan
SO HBN VIEt DANG CHT:....v.veveeeeeeeeeeeeeee e eesees weneennens
Ngudi mua hang Ngudi ban hang
(Ky, ghi 18 ho, tén) (Ky, d6ng dau ghi rd ho, tén)

(Cdn kiém tra, doi chiéu khi ldp, giao, nhdn hoa don)

(IN 21 CONG LY 1ottt ,Masothué ..................)
Ghi chu:

- Lién 1: Luu

- Lién 2: Giao ngudi mua




Mau tham khao Hoa don ban hang 40 o
Mau sb: 02GTTT3/001
HOA PON BAN HANG
Ky hiéu: AB/14P
Lién 1: Luu S6: 0000001
Ngay........ thang......nadm 20....

Don vi ban hang: CONG TY TNHH A
Ma s6 thué: 010023400
Dia chi: 45 ph6 X, quan Y, thanh phd Ha Noi
SO TA1 KNOAN. ... e s es e e e st s e r st s st
D1 1 14 1 Lo Y-} LU T U
Ho t€n ngUOT MUA NANG......eiiiiiiiei e reare srerres eareeare e ans
TEIL QOT Vet e e ettt e e e ettt e e e e ettt e e eeaatas e e e eeasaaeeee s e aaaeeeeean A bbaeeesaaba e e e e aabbrraeenaaaraeaaean
Pia Chi..cooveiciiiieeeeeeeeee e SO AT KROAN. ¢+ et ee et ee et ee et
Hinh thire thanh toan................... 1Y I3 ST
STT Tén hang hoa, dich vu Pon vi tinh S6 luong Don gia Thanh tién

1 2 3 4 5 6=4x5
Cong tién ban hang hoa, dich vu: e
SO HEN VBt DANG CH:.....veoeeeeoeeeeeeeeeee e st e s s e sttt s s n st st

Nguoi mua hang Nguoi ban hang
(Ky, ghi rd ho, tén) (Ky, dong dau, ghi 1& ho, tén)
(Can kiém tra, ddi chiéu khi lap, giao, nhin héa don)

Mau tham khao Héa don ban hang dung cho t6 chirc, c4 nhan trong khu phi thué quan
(In tai Cong ty in........, ma so thue....... )
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HOA DON BAN HANG
(Dung cho to chirc, ca nhan trong khu phi thué quan)
Ky hiéu: AC/14P

Mau sb: 07KPT

Lién 1: Luu S6: 0000001
Ngay........ thang......nam 200....
Don vi ban hang:.Cong ty
USSR
Piachi: S6 12 LO AKCX C oo SO AT KROAN. cv..eveeeeee e
Pién thoai:.........coceevnenn. Y PSS
Ho tén nguoi mua hangTen GOM Vi.......occeeviieieiiiiieiiieeee ettt s .
Piachi...coooiiiveiiiiiieeeeee SO ta1 KNOAN.........oooviiiiiiiiiec e
Hinh thirc thanh toan..................... M ST
STT Tén hang hoa, dich vu Pon vi So Pon gia Thanh tién
tinh lugng
1 2 3 4 5 6=4x5
C@ng tién’bén‘ hang hda, dichvu: s
SO tICN VIEt DANG CRTE...ouviieiiieieiicieieete et ettt sb e et b
Ngudi mua hang Nguoi ban hang
(Ky, ghi 0 ho, tén) (Ky, dong dau, ghi rd ho, tén)

(Can kiém tra, doi chiéu khi ldp, giao, nhdn héa don)




Mau sb: 02GTTT3/001
HOA DON‘%&N HANG

Ky hiéu: 03AA/14P
Lién 1: Luu So: 0000001

DA CRceee ettt e et e et e e e ttee tearteeeaa—eeaaeeearaeeanrn
SO A1 KRNOAN. .......eeiiiiiiiiiiii ettt e et ee e et e et e et e et e eree 2eeteeeaatesenrraeeabeaaan

STT Tén hang hoa, dich vy Pon vi tinh S6 luong Don gia Thanh tién

1 2 3 4 5 6=4x5

Cong tién ban hang héa, dich vu: ..o,

Nguoi mua hang Nguoi ban hang

(C&n kiém tra, doi chiéu khi ldp, giao, nhdn hoa don)

(Ky, ghi 13 ho, tén) (Ky, dong diu, ghi rd h

D, t€n)

Ghi chu:

1- Chi dinh lién

Lién 1: Luu

Lién 2: Dung dé van chuyén hang Lién 3: ...
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MAiu s6: 04HGDL

Tén to chire, ca nhan....... Ky hi¢u
5 ) T T 1) So
A7 T 1 1 1] T

PHIEU XUAT KHO HANG GUT BAN PAILY

Lién 1: Luu

Ngay......... thang.......... nam... ... ...
Can ct hop dong kinh té s6: ............... Ngay........... thang............. nam............
(410 R v6i (t6 chirc, cA nhan).................. MST:.........
Ho tén nguoi van chuyen: ............cccccoveeeieeeeein., Hop ddng so:.....
Phuong tién VAN CRUYEN: .......oooue it
XUAL 18] KNO: e,
NQAP tal KNO: L.
Tén nhan hi¢u, qu . £ .
STT | cach, pham chit Vét}i[u M sb an Vi 56 Pon gia Thgnh
. 2 . . tinh lugng tién
(san pham, hang hoa)
Téng cong:
Nguoi nhanhang Nguoi lap Thia kho xudt  Ngudi van chuyén Thu kho nhap
(ky, ghi ro ho (ky, ghi ro ho (ky, ghiro ho  (ky, ghi ro ho tén) (ky, ghi ro ho tén)

tén) tén) tén)

(Cin kiém tra, d6i chiéu khi l@p, giao, nhin héa don)
Ghi chu: Lién 1: Luu
Lién 2: Giao cho dai ly ban hang
Lién 3: Ngi bd

BANG KE BAN LE HANG HOA, DICH VU TRUC TIEP CHO NGUOI TIEU DUNG

Ngay ......... thang......... nam.........
Tén t6 chirc cA NhAN:.....ccvuueeeeeeerriiieeeeeeeeerineeeeeeennnns
5 I 1
MA SO thue:....ooeiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieiceaee
Tén hang . £ ., Thué Thanh L
STT héa dich vu Don vitinh | SO luong | Pon gia GTGT tidn Ghi chu
Tong cong:
Nguwoi lap K& toan truéng

(Ky va ghi ré ho tén) (Ky va ghi ré ho tén)
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VL GIAI THICH NQI DUNG VA PHUONG PHAP GHI CHUNG
TU KE TOAN

I. CHI TIEU LAO PONG TIEN LUONG

1. Muc dich: Céc chtng tir thudc chi tiéu lao dong tién luong duoc 14p nhdm muc
dich theo d6i tinh hinh str dung thoi gian lao dong; theo d6i cac khoan phai thanh toan
cho nguoi lao dong trong don vi nhu: tién lwong, tién cong cac khoan phu cap, tién
thudng, tién cong tac phi, tién lam thém ngoai gi0; theo doi cac khoan thanh toan cho bén
ngoai, cho cac to chirc khac nhu: thanh toan tién thué ngoai, thanh toan cac khoan phai
trich ndp theo luwong,... va mét sé ndi dung khéac cé lién quan dén lao dong, tién luong.

2. Noi dung: Thudc chi tiéu lao dong tién lwong gdm c6 cac biéu mau sau:

Bang chdm cong Mau sb 0la- LDTL
Bang chim cong lam thém gid Mau s6 01b- LBTL
Bang thanh toan tién luong Mau s6 02- LDTL
Bang thanh toan tién thuong Mau s6 03- LDTL
Gidy di dudng Mau s6 04- LDTL
Phiéu x4c nhén san phém hodc cong viéc hoan thanh Mau s6 05- LDTL
Bang thanh toan tién 1am thém gid Mau sb 06- LBTL
Bang thanh toan tién thué ngoai Mau s6 07- LDTL
Hop ddng giao khoan Mau s6 08- LDTL
Bién ban thanh 1y (nghiém thu) hop dong giao khoan ~ Mau s6 09- LDTL
Béng ké trich ndp cac khoan theo luong Mau s6 10- LBTL
Bang phén bo tién luong va bao hiém xa hoi Maus6 11- LBTL
BANG CHAM CONG

(MAu s6 01a - LPTL)

1. Muc dich: Bang chégn cong dung dé theo doi ngay cong thue té 1am viéc, nghi
viéc, nghi huéng BHXH, ... d€ c6 can ctr tinh tra lwong, bao hi€ém xa hdi tra thay luong
cho tirng nguoi va quan 1y lao dong trong don vi.

2. Phuong phap va trach nhiém ghi
M&i bo phan (phong, ban, t6, nhom...) phai lap bang cham cong hang thang.
Cot A, B: Ghi sd th tu, ho va tén tung nguoi trong bo phéan cong tac.
Cot C: Ghi ngach bac luong hodc cp bac chirc vu cua ting nguol.
Cot 1-31: Ghi cac ngay trong thang (Tt ngay 01 dén ngay cudi cing cta thang).
Cot 32: Ghi tong s0 cong huong luong san pham cua tirng nguoi trong thang.
Cot 33: Ghi tong s6 cong hudng lwong thoi gian cia timg ngudi trong thang.
Cot 34: Ghi tong s6 cong nghi viéc va nging viéc huong 100% luong cia ting
nguoi trong thang.
Cot 35: Ghi tong sé cong nghi viéc va ngimg viée hudng cac loai % luong cua
ting nguoi trong thang.
Cot 36: Ghi tong s6 cong nghi hudng bao hiém xa hoi cua timg ngudi trong thang.
Hang ngay t6 truong (Truong ban, phong, nhom,...) hodc ngudi dugce uy quyén can
ctr vao tinh hinh thyc té ctia bo phan minh dé chim cong cho timg ngudi trong ngay, ghi
Va0 ngay tuong ng trong cac cot tir cot 1 dén cot 31 theo cac ky hiéu quy dinh trong
ching tur.
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Cudi thang, nguoi cham cong va ngudi phu trach bd phan ky vao Bang cham cong
va chuyén Bang cham cong cung cac ching tur lién quan nhu Gidy ching nhan nghi viéc
huong BHXH, glay xin nghi viéc khong huong luong,... vé bo  phén ké toan kiém tra, doi
chiéu qui ra cong dé tinh luong va bao hlem x4 hoi. Ké toan tién luvong cin clr vao cac ky
hiéu chdm cong cua timg ngudi tinh ra sé ngay coéng theo timg loai tuong tmg dé ghi vao
cac cot 32, 33, 34, 35.

Ngay cong dugc quy dinh la 8 gid. Khi tong hop quy thanh ngay cong néu con gio
1¢ thi ghi s6 gid 1& bén canh s6 cong va danh dau phay ¢ gitra.

Vi du: 22 cong 4 gio ghi 22,4

Bang chim cong duoc luu tai phong (ban, t9,...) ké toan cing cc chimg tir c6 lién
quan.

Phwong phdp chdm céng: Tuy thude vao diéu kién cong tac va trinh do ké toan tai
don vi dé st dung 1 trong céac > phuong phap cham cong sau:

- ChiAm cong ngay: M01 khi nguoi lao dong lam viéc tai don vi hodc lam viéc khac
nhu hoi nghi, hop,... thi mdi ngay ding mot ky hiéu dé chdm cong cho ngay do.

Can chii y 2 truong hop:

+ Néu trong ngdy, nguoi lao dong lam 2 vi€c c6 thoi gian khac nhau thi chdm cong
theo ky hiéu ciia cong viéc chiém nhiéu thoi gian nhat. Vi du nguoi lao dong A trong
ngay hop 5 gio lam luong thoi gian 3 gio thi ca ngay hom do cham “H” Hbi hop.

+ Néu trong ngay, nguoi lao dong lam 2 viéc ¢6 thoi gian bang nhau thi chAm céng
theo ky hiéu cuia cong viéc dién ra truéc.

- Cham cong theo gio:

Trong ngdy nguoi lao dong lam bao nhiéu coéng viéc thi chdm cong theo cac ky
hiéu da quy dinh va ghi s gio cong thuc hién cong viéc d6 bén canh ky hiéu twong tng.

- Cham cong nghi bu: Nghi bu chi 4p dung trong trudng hop lam thém gio hudng
luong thoi gian nhung khong thanh toan luong lam thém, do d6 khi nguoi lao dong nghi
bu thi chdm "NB" va van tinh tra luong thoi gian.

BANG CHAM cg‘)NG LAM THEM GIO
(MAu s6 01b - LPTL)

1. Muc dich: Theo ddi ngay cong thuc té 1am thém ngoai gio dé c6 can ct tinh
thot gian nghi bu hodc thanh todn cho ngudi lao dong trong don vi.

2. Phwong phap 1ap va trach nhiém ghi

M&i bd phan (phong, ban, to, nhém...) cb phat sinh 1am thém ngoai gio' 1am viéc
theo quy dinh thi phai 1ap bang chim cong lam thém gio.

Cot A, B: Ghi s tht tu, ho va tén tung nguoi lam viéc thém gio trong by phan
cong tac.

Cot 1 dén cot 31: Ghi s6 gio 1am thém ciia cac ngay (Tir gid...dén giod...) tir ngay

01 dén ngay cubi cung cua thang.

Cot 32: Ghi téng sé gi0 lam thém vao céc ngay thuong trong thang.

Cot 33: Ghi tong so gi0 lam thém vao cac ngay nghi thir bay, chu nhat.

Cot 34: Ghi tong sd 810 1am thém vao cac ngay 18, tét.

Cot 35: Ghi téng s6 gio 1am thém vao bubi t6i (tinh theo quy dinh cta phap lut)

khong thuc ca lam viéc ciia nguoi lao dong.

Hang ngay t6 truong (phong ban, t6 nhom...) hodc ngudi duoc uy quyen can cu
vao s6 gio 1am thém thuc té theo yéu ciu cong viéc ctia bd phan minh dé chim gid lam
thém cho tirng ngudi trong ngdy, ghi vao ngdy twong tng trong cac cot tir 1 dén 31 theo
cac ky hi¢u quy dinh trong ching ttr.
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Cubi thang, nguoi chém cong, phu trach bg phan c6 nguoi lam thém ky va gidm
dbc hodc nguoi duge uy quyén duyét vao bang chim cong lam thém gio va chuyen bang
chdm cong lam thém gid cing cac chung tir lién quan vé bo phén ké toan kiém tra, d6i
chiéu, quy ra cong dé thanh toan (truong hop thanh toan tién). K& toan cin cr vao cac ky
hiéu chim cong cua timg nguoi tinh ra s cong theo ting loai trong tmg dé ghi vao cac
cot 32, 33, 34, 35.

BANG THANH TOAN TIEN LUONG
(MAu s6 02 - LPTL)

1. Muc dich: Bang thanh toan tién lwong 1a ching tir [am can ctr dé thanh toan tién
lwong, phu cap, cac khoan thu nhap tang thém ngoai tién luong cho nguoi lao dong, kiém
tra viéc thanh toan tién luong cho ngudi lao dong lam viée trong doanh nghi¢p dong thoi
1a can ctr dé thong ké vé lao dong tién luong.

2. Phwong phap va trach nhiém ghi

Bang thanh toan tién luong duoc lap hang thang. Co s dé 1ap Bang thanh toan
tién luong 1a cac chung tir lién quan nhu: Bang cham cong, phiéu xac nhan san phiam
hodc cong viéc hoan thanh...

Cot A, B: Ghi s6 thir tu, ho tén cua nguoi lao dong duoc huong luong.

Cot 1,2: Ghi bac luong, hé 5O lwong cua nguoi lao dong.

Cot 3.4: Ghi so san pham va 80 tién tinh theo luong san pham.

Cot 5,6: Ghi s6 cong va sd tién tinh theo lwong thoi gian.

Cot 7,8: Ghi sd cong va sb tién tinh theo lwong thoi gian hodc ngimg, nghi viéc

huong cac loai % luong.

Cot 9: Ghi cac khoan phu cap thudc quy luong.

Cot 10: Ghi sb phu cap khac dugc tinh vao thu nhap cia nguoi lao dong nhung

khong nam trong quy luong, quy thuong.

Cot 11: Ghi tong sd tién lwong va cac khoan phu cidp ma ngudi lao dong duoc

huong.

Cot 12: Ghi s6 tién tam tmg ky I cia mdi ngudi.

Cot 13,14,15,16: Ghi cac khoan phai khau trir khoi lwong ciia ngudi lao dong va

tinh ra tong so tién phai khau trir trong thang.

Cot 17,18: Ghi s tién con duoc nhan ky II.

Cot C: Nguoi lao dong ky nhan khi nhan lvong ky II.

Cuéi moi thang can ctr vao chimg tr lién quan, ké toan tién luong 1ap Bang thanh
toan tién luong chuyén cho ké toan truong soat xet xong trinh cho giam dbc hodc ngudi
dugc uy quyén ky duyét, chuyén cho ké toan 1ap phiéu chi va phat luong. Bang thanh
toan tién luong duoc luu tai phong (ban) ké toan cta don Vi.

Mdi lan linh lvong, nguoi lao dong phai truc tiép ky vao cot “Ky nhan” hodc
nguoi nhan hg phai ky thay.

BANG THANH TOAN TIEN THUONG
(MAu s6 03 - LDTL)

1. Muc dich: La chung tir xac nhan sd tién thuong cho tung nguoi lao dong, lam
co s¢ dé tinh thu nhap cia mdi ngudi lao dong va ghi s6 ké toan.

2. Phuwong phap va trach nhiém ghi

Goc trén bén trai ciia Bang thanh toan tién thudong phai ghi rd tén don vi, bo phan
duoc thudng.
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Cot A,B,C: Ghi sb thir tu, ho tén, chirc vu, cla ngudi dugc thudng.
Cot 1: Ghi bac luong hién dang dugc huéng dé tinh ra lwong hang thang.
Cot 2,3: Ghi 10 loai thuong dugc binh xét, s tién duoc thuong theo mbi loai.
Cot D: Nguoi dugc thuong ky nhan tién thuong.
Bang thanh toan tién thuong do phong ké toan lap theo tung bo phan va phai co
chit ky (ho tén) ctia nguoi lap, ké toan trudng va giam doc.

GIAY PI PUONG
(Miu s6 04 - LPTL)

1. Muc dich: Gidy di duong 13 can cir dé can bo va nguoi lao dong 1am thu tuc can
thiét khi dén noi cong tac va thanh toan cong tac phi, tau xe sau khi vé doanh nghiép.

2. Phuong phap va trach nhiém ghi

Sau khi ¢6 Iénh cur can bg, ngudi lao dong di cong tac, bd phan hanh chinh lam thu
tuc cap gidy di duong. Nguoi di cong tac o6 nhu cau g tién tau xe, cong tac phi... mang
gidy di dudng dén phong ké toan 1am thii tyc tmg tién.

Cot 1: Ghi noi di, noi dén cong tac.

Cot 2: Ghi ngay di va ngay dén.

Khi dén noi cong tic, co quan dén cong tac phai xac nhan ngay, gio dén va di
(d6ng dau va chir ky xac nhan ciia ngudi c6 trach nhiém & co quan dén cong tac).

Cot 3: Phuong tién st dung: Cén ghi 10 di 6 t6 co quan, 0 t6 khéch, tau hod, may

bay ...

Cot 5: Ghi thoi gian cong tac.

Cot 6: Ghi 1y do luu tra.

Cot 7: Lay chit ky ctia ngudi ¢ thAm quyén va dong dau cta noi can bo, ngudi lao

dong dén cong tac.

Khi di cong tic vé ngudi di cong tac xuat trinh gidy di duong dé phu trach bo phan
xac nhan ngay vé va thoi gian duge hudng luu tri. Sau d6 dinh kém cac chung tir trong
dot cong tac (nhu vé tau xe, vé pha, hoa don thanh toan tién phong nghi...) vao gidy di
duong va nop cho phong ké toan dé lam thu tuc thanh toan cong tac phi, thanh toan tam
mg. Sau d6 chuyén cho ké toan truong duyét chi thanh toan.

Gidy di dudng va cac ching tir lién quan duoc luu & phong ké toan.

PHIEU XAC NHAN SAN PHAM HOAC CONG VIEC HOAN THANH
(MAiu s6 05 - LDTL)

1. Muc dich: La ching tir xac nhan sd san pham hodc cong viéc hoan thanh cua
don vi hodc ca nhan nguoi lao dong, lam co so dé 1ap bang thanh toan tién luong hoic
tién cong cho ngudi lao dong.

2. Phwong phap va trach nhiém ghi

— Phia trén goc trai ghi rd tén don vi, by phén quan ly cong viéc phai thanh toan cho
nguoi lao dong.

— Ghi 15 sb, ngay, thang, nam lap phiéu.

— Ghi 13 tén don vi (hodc c4 nhan) thyc hién sd san pham (hodc cong viéc) hoan
thanh.

— Ghi rd s6 hop dong va ngay, thang, nam ky hop dong (neu co).

— Cot A, B, C: Ghi sb thir ty, tén, don vi tinh ctia san pham (hodc cong viéc) hoan
thanh.
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— Cot 1,2, 3: Ghi s6 lugng, don gia, thanh tién ctia mdi loai san phém (hoac cong
viéc) hoan thanh.

Phiéu nay do ngudi giao viée 14p thanh 2 lién: lién 1 luu va lién 2 chuyén dén ké
toan tién lwong dé lam thu tuc thanh toan cho ngudi lao dong. Trude khi chuyén dén ké
toan phai co d?ly du chr ky cua nguoi giao viéc, nguoi nhan viéc, nguoi kiém tra chat
lugng va nguoi duyét.

BANG THANH TpAN TIEN LAM THEM GIO
(MAu s6 06 - LDTL)

1. Muc dich: Bang thanh toan tién lam thém gid nhim x4ac dinh khoan tién luong,
tién cong 1am thém gio ma ngudi lao dong duoc hudng sau khi 1am viée ngoai gid theo
yéu cau cong viéc.

2. Phuwong phap lap va trach nhiém ghi

Goc trén bén trai cua Bang thanh toan tién 1am thém gid phai ghi rd tén don vi, bd
phén lam viéc.

Dong thang ndm: Ghi rd thang va nam ma ngudi lao dong tién hanh 1am thém gid.

Cot A, B: Ghi sd thir tu, ho va tén cua nguoi lam viéc thém gio .

Cot 1: Ghi hé s6 luvong ngudi lao dong dang hudng.

Cot 2: Ghi hé s6 phu cap chirc vu ngudi lao dong dang hudng.

Cot 3: Ghi tong s6 hé s6 nguoi 1am thém duoc hudng (Cot 3 = ¢t 1 + cot 2).

Cot 4: Ghi tién luong thang dugc huong tinh bang: Luong t6i thiéu (Theo quy dinh
cua nha nudc) nhan voi (x) HE so luong cong vai (+) Phu cap chire vu.

Cot 5: Ghi muc luong ngay dugc tinh bang Luong t6i thiéu (theo quy dinh cua
Nha nuéc) x (hé s6 lwong + hé s phu cap chire vu)/ 22 ngay.

Cot 6: Ghi muc luong gio dugc tinh béng Cot 5 chia cho 8 gio.

Cot s6 gi0 lam thém ngay thuong, s6 gio' lam thém ngay thir 7, chu nhat, so gio
lam thém ngay 18 (Cot 7, 9, 11) cin ctr vao bang cham cong lam thém gio thyuc té cia
thang d6 dé ghi.

Cot thanh tién cua 1am thém ngay thuong (cot 8) = sd gio (cot 7) x mirc luong gid
(cot 6) x Hé sb 1am thém theo quy dinh hién hanh.

Cot thanh tién ctia 1am thém ngay thir 7, CN (cot 10) = s gid (cot 9) x muc luong
gior (cot 6) x Hé s6 1am thém theo quy dinh hién hanh.

Cot thanh tién cua 1am thém ngay 18, tét (cot 12) = sd gio (cot 11) x murc lwong
gid (cot 6) x Hé s6 1am thém theo quy dinh hién hanh.

Cot thanh tién 1am thém budi dém (cot 14) = s gid (cot 13) nhan (x) muc luong
gior (cot 6) x Hé s6 1am thém theo quy dinh hién hanh.

Cot 15: Ghi tong cong sd tién Cot 15 = cot 8 + cot 10 + cot 12 + cot 14.

Cot 16,17: Ghi sd gid cong nghi bu ctia nhiing ngay lam thém va s tién twong g
ctia nhitng ngay nghi bu phai trir khong dugc thanh toan tién.

Cot 17 = cot 16 x cot 6 x Hé sb 1am thém theo quy dinh hién hanh.

Cot 18: Ghi s6 tién lam thém thyc thanh toan cho ngudi lam thém.

Cot 18 =cot 15 -cot 17.

Cot C - Ky nhan: Nguoi 1am thém sau khi nhan tién phai ky vao cot nay.

Bang thanh toan tién lam thém gio phai kém theo bang chim cong lam thém gio
ctia thang d6, c6 day du chir ky cua ngudi 1ap bicu, ké toan truong, giam doc hoic nguoi
duoc uy quyén duyét. Bang thanh toan tién lam thém gio dugc 14p thanh 1 ban dé 1am cin
ctr thanh toan.
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BANG THANH~TO{§N TIEN THUE NGOAI
(MAu s6 07 - LPTL)

1. Muc dich: Bang thanh toan tién thué ngoai 1 ching tir ké toan nham xac nhan
s6 tién da thanh toan cho nguoi dugce thué dé thuc hién nhitng cong viéc khong 1ap dugc
hop ddng, nhu: Thué lao dong bbc vac, thué van chuyén thiét bi, thué lam khoan 1 cong
viéc nao do.... Ching tir dugce dung dé thanh toan cho nguoi lao dong thué ngoai.

2. Phuong phap va trach nhiém ghi

Chung tr nay do nguoi thué lao dong lap.

Ghi ho va tén nguoi thué thudc b phan (Phong, ban,...).

Ghi 15 noi dung, dia diém va thoi gian thué.

Cot A, B, C: Ghi s6 th tu, ho tén, dia chi hodc sd chtirng minh thu ctia nguoi dugce
thué.

Cot D: Ghi r0 nd1 dung hodc tén cong viéc thué.

Cot 1: Ghi s6 cong lao dong hoac khoi luong cong viéc da lam.

Cot 2: Ghi don gia phai thanh toan cho 1 cong lao dong hodc 1 don vi khéi lugng
cong viéc. Trudng hop thué khoan gon cong viéc thi cot nay dé trong.

Cot 3: Ghi s6 tién phai thanh toan.

Cot 4: Tién thué khau trir phai nop néu nguoi dugc thué c6 mirc thu nhap ¢ dién
phai nop thué thu nhap ca nhan theo qui dinh ctia Luat thué (néu co).

Cot 5: Sb tién con lai duoc nhan cua nguoi dugc thué sau khi da khau trir thué.
(Cot5=cot3-cot4)

Cot E: Ngudi duge thué ky nhan khi nhan tién.

HOQP DPONG GIAO KHOAN
(Miu s6 08 - LDTL)

1. Muc dich: Hop dong giao khoan la ban ky két gifta nguoi giao khoan va nguoi
nhan khoan nhim xac nhan vé khoi lugng cong viéc khoan hodc ndi dung cong viée
khoan, thdi gian 1am viéc, trach nhiém, quyén 1¢i ctia mdi bén khi thuc hién cong viéc do.
Pong thoi 14 co s thanh toan chi phi cho ngudi nhan khoan.

2. Phwong phap va trach nhiém ghi

Goc trén bén trai ghi rd tén don vi, dia chi va sé cia hop dong giao khoan (néu co).
Ghi 10 ho tén, chirc vu dai dién cho phong, ban, b phan cua bén giao khoan va bén nhan
khoan.

Phan 1. Piéu khoan chung:

- Phuong thtrc giao khoan: Ghi rd phuong thirc giao khoan cho ngudi nhén khoén.

- biéu kién thuc hién hop dong: Ghi rd cac diéu kién cam két cua 2 bén khi ky hop
ddng giao khoan.

- Thoi gian thyc hién hop dong: Ghi rd thoi gian thuc hién céng viéc nhan khoan
tir ngy bat dau dén ngay két thiic hop dong.

- Cac diéu kién khac: Ghi rd cac diéu kién khac khi ky két hop dong.

Phan I1. Diéu khoan cu thé:

Ghi 0 ndi dung céc cong viéc khodn, trach nhiém, quyén loi va nghia vu cua
ngudi nhan khoan va nguoi giao khoan (nhu diéu kién lam viée, yéu cau san pham (cong
viéc) khoan, thoi gian hoan thanh va s6 tién phai thanh toan) ddi v6i bén nhan khoan.

Hop dong giao khoan do bén giao khoan lap thanh 3 ban :

- 1 ban giao cho nguoi nhan khoén;
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- 1 ban luu & bo phan 1ap hop dong;
- 1 ban chuyén vé phong ké toan cho ngudi c6 trach nhiém theo ddi qua trinh thyc
hién hop dong giao khoan va lam cin ct dé thanh toan hop ddng.
Hop dong giao khoan phai c6 ddy du chir ky, ho tén cua dai dién bén giao khoan
va dai dién bén nhan khoan, nguoi 1ap va ké toan trudng bén giao khoan.

BIEN BAN THANH LY (NGHIEM THU) HQGP PONG GIAO KHOAN
(MAu s6 09 - LDTL)

1. Muc dich: Bién ban thanh 1y hop ddng giao khoan 1a ching tir nhim xac nhén
sd luwong, chat luong cong viée va gia tri cia hop dong da thuc hién, lam cin ¢ dé hai
bén thanh toan va chidm dit hop dong.

2. Phuong phap va trach nhiém ghi

Goc trén bén trai ghi 1 tén don vi, bo phan c6 ban thanh 1y hop dong giao khoan.

Ghi rd ngdy, thang, ndm thanh Iy hop dong, s6 hiéu ban thanh ly.

Ghi 10 ho tén, chirc vu ctuia nhitng ngudi dugce dai dién cho bén giao khoan va bén
nhan khoan.

Ghi 15 s6, ngay thang cta hop dong duogc thanh 1y.

Ghi r6 ndi dung cong viéc da thuc hién va gia tri cia hop déng da thuc hién dén
thoi diém thanh 1y hop dong

Ghi 15 sb tién bang s6 va bang chir ma bén giao khoan da thanh toan cho bén nhén
khoén tir khi ky hop ddng dén ngay thanh 1y hop dong.

Ghi 16 n6i dung cuia timg bén vi pham hop dong (néu c6) va so tién bi phat do vi
pham hop dong.

Ghi 16 s6 tién bang sd va bang chir bén giao khoan con phai thanh todn cho bén
nhan khoan (Theo tinh toan trong hop doéng, nghiém thu céng viéc va s tién da thanh
toan trudc cho nhau) dén khi thanh 1y hop dong hodc nguogc lai bén giao khoan da thanh
todn qua cho bén nhan khoan.

Sau khi kiém tra thuc té viéc thuc hién hop dong, két qua thuc hién hop ddng hai
bén nhat tri dua ra két luan vé tung ndi dung cu thé vé khdi luong thuc hién, danh gia
chét luong va kién nghi, cac viéc can lam (néu co).

Bién ban thanh 1y hop ddng giao khoan dugc 1ap thanh 4 ban, mdi bén giit 2 ban.
Bién ban thanh 1y hop dong giao khoan phai c6 day du chit ky cua dai dién bén giao
khoan va dai dién bén nhan khoan thuc hién hop d@)ng.

BANG KE TRICH NOQP QAC KHOAN THEO LUONG
(MAu s6 10 - LPTL)

1. Muc dich: Bang ké trich ndp cac khoan theo luong ding dé xac dinh s6 tién bao
hiém x4 hoi, bao hiém y té, bao hiém that nghiép, kinh phi cong doan ma don vi va ngudi
lao dong phai ndp trong thang (hodac quy) cho co quan bao hiém x3 hoi va cong doan.
Chung tir ndy 14 co s& dé ghi s6 ké toan vé cac khoan trich nop theo luong.

2. Phuong phap va trach nhiém ghi

Goc trén bén trai ghi 1 tén don vi, bd phan trich ndp cac khoan theo luong.

- Cot A: Ghi s thi tu.

- Cot B: Ghi s6 thang trich nop BHXH, BHYT, BHTN, kinh phi cong doan &p
dung trong truong hop ké khai theo quy.
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- Cot 1: Ghi tong quy lwong dung lam co s¢ dé trich 1ap BHXH, BHYT, BHTN,
kinh phi cong doan.

- Cot 2, 3, 4: Ghi tong sb tién BHXH, BHYT, BHTN phai nop va trong d6 chia
theo ngudn trich tinh vao chi phi va tinh trir vao luong ciia ngudi lao dong.

- Cot 5, 6, 7: Ghi tong s6 tién kinh phi cong doan phai ndp va chia theo ngudn trich
tinh vao chi phi va tinh trtr vao lwong cua nguoi lao dong.

- C6t 8: Ghi sb kinh phi cong doan don vi phai ndp cap trén.

- Co6t 9: Ghi s6 kinh phi cong doan don vi dugc dé lai chi tai don vi.

Béang ké dugc 1ap thanh 2 ban. Bang ké trich ndp theo lwong sau khi 1ap xong phai
c6 day du chit ky va ghi rd ho tén ciia ngudi lap, ké toan trudng, giam ddc.

BANG PHAN BO TIEN LUONG VA BAO HIEM XA HOI
(Miu s6 11- LPTL)

1. Muc dich: Dung dé tdp hop va phan bd tién luong tién cong thuc té phai tra
(goém tién luong, tién cong va cac khoan phu cép), bao hiém xa hdi, bao hiém y té va kinh
phi cong doan phai trich ndp trong thang cho cac ddi twong sir dung lao dong (ghi C6 TK
334, TK 335, TK 338 (3382, 3383, 3384, 3386).

2. Phuong phap lap va trach nhiém ghi

- Két cAu va ndi dung chu yéu ciia bang phan bo nay géom co cac cot doc ghi Co
TK 334, TK 335, TK 338 (3382,3383,3384, 3386), cac dong ngang phan anh tién luwong,
bao hiém x4 hoi, bao hiém y té, bao hiém that nghiép, kinh phi cong doan tinh cho cac d6i
tuong st dung lao dong.

- Co so lap:

+ Cin ctr vao cac bang thanh toan luong, thanh toan lam dém, lam thém gio... ké
toan tap hop, phan loai chiing tir theo timng dbi tugng sir dung tinh toan so tién dé ghi vao
bang phan bd nay theo cac dong phu hop c6t ghi C6 TK 334 hoac ¢6 TK 335.

+ Can ctr vao ty 1¢ trich bao hiém xa hoi, bao hiém y té, bao hiém that nghiép, kinh
phi cong doan va tong s6 tién luong phai tra (theo quy dinh hién hanh) theo tung dbi
tuong su dung tinh ra s6 tién phai trich BHXH, bao hiém y té, BHTN, kinh phi cong doan
dé ghi vao cac dong phu hop cot ghi Co TK 338 (3382, 3383, 3384, 3380).

S6 liéu cua bang phan bd nay dugc sir dung dé ghi vao cac bang ké, Nhat ky-
Chung tir va cac so ké toan c6 lién quan tuy theo hinh thirc ké toan ap dung ¢ don vi (nhu
S6 Cai hodc Nhat ky - S6 cai TK 334, 338...), dong thoi dugc st dung dé tinh gia thanh
thuc té san phém, dich vu hoan thanh.

II. CHI TIEU HANG TON KHO

1. Muc dich: Theo ddi tinh hinh nhép, xuét, ton kho vét tu, cong cu, dung cy, san
pham, hang hoa, l1am can cu klem tra tinh hinh st dung, du trit vat tu, cong cu, dung cu,
san pham, hang ho4 va cung cip thong tin can thlet cho viéc quan ly hang t6n kho.

2. Néi dung: Thudc chi tiéu hang ton kho gém cac biéu mau sau:

Phiéu nhap kho - Mau s6 01-VT
Phiéu xuat kho - Mau sb 02-VT
Bién ban kiém nghiém vat tu, cong cu,

san pham, hang hoa - Mau s6 03-VT
Phiéu bao vat tu con lai cudi ky - Mau sb 04-VT

Bién ban kiém ké vat tu, cong cuy, san phém, hang hoa - Mau sb 05-VT
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Bang ké mua hang - Mﬁy S(A)’O6-VT
Béang phan bd nguyén liéu, vat li€u, cong cy, dung cu - Mau so 07-VT

PHIEU NHAP KHO
(MAau s6 01- VT)

1. Muc dich: Nhiam x4c nhan sb lugng vat tu, cong cy, dung cy, san phém, hang
ho4 nhap kho lam cdn ctr ghi Thé kho, thanh toan tién hang, xac dinh trach nhiém véi
ngudi ¢6 lién quan va ghi s6 ké toan.

2. Phuwong phap va trach nhiém ghi

Goc trén bén trai ctia Phiéu nhap kho phai ghi rd tén cua don vi (hodc dong diu
don vi), bo phan nhap kho. Phiéu nhap kho ap dung trong cac truong hop nhap kho vat tu,
cong cy, dung cu, san pham, hang ho4 mua ngoai, tur san xudt, thué ngoai gia cong ché
bién, nhan gop vbn, hoic thira phat hién trong kiém ké.

Khi 1ap phiéu nhap kho phai ghi 16 s6 phiéu nhép va ngay, thang, nam lap phiéu,
ho tén nguoi giao vat tu, cong cy, dung cy, san pham, hang ho4, sé hoa don hoic 1énh
nhap kho, té€n kho, dia diém kho nhap.

Cot A, B, C, D: Ghi sd tht ty, tén, nhén hiéu, qui cach, phém chit, ma s6 va don vi
tinh cua vat tu, cong cy, dung cy, san phém, hang hoa.

Cot 1: Ghi s6 luong theo ching tir (hod don hodc 1énh nhap).

Cot 2: Thu kho ghi sO lwong thyc nhap vao kho.

Cot 3, 4: Do ké toan ghi don gia (gia hach toan hodc gia hoa don,... tuy theo qui
dinh cta timg don vi) va tinh ra so tién cta timg thir vat tu, dung cy, san pham, hang hoa
thuc nhap.

Dong cong: Ghi téng s6 tién cua cac loai vat tu, cong cy, dung cuy, san phﬁm, hang
hoa nhap cung mot phleu nhap kho.

Dong s6 tién viét bang chir: Ghi tong s6 tién trén Phiéu nhap kho bang chit.

Phiéu nhdp kho do bd phan mua hang hodc b phan san XuAt 1ap thanh 2 lién (déi
véi vat tu, hang hoa mua ngoai) hoac 3 lién (déi v&1 vat tu tu san xuét) (dat giéy than viét
1 1an), va nguoi 1ap phiéu ky (ghi rd ho tén), ngudi giao hang mang phiéu dén kho dé
nhap vat tu, dung cu, san pham, hang hoa.

Nhap kho xong thu kho ghi ngay, thang, nam nhap kho va cung nguoi giao hang
ky vao ph1eu thu kho gitr 1ién 2 dé ghi vao thé kho va sau d6 chuyén cho phong ké toan
dé ghi s6 ké toan va lién 1 luu & noi 1ap phiéu, lién 3 (néu c6) ngudi giao hang gii.

PHIE~U X,UAT KHO
(MAu s6 02 - VT)

1. Muc dich: Theo ddi chat che s6 luong vat tu, cong cu, dung cu, san phdm, hang
hoa xuét kho cho cac bo phén sir dung trong doanh nghiép, lam can ctr dé hach toan chi
phi san xuat, tinh gia thanh san pham, dich vu va kiém tra viéc str dung, thuc hién dinh
murc tiéu hao vat tu.

2. Phwong phap va trach nhiém ghi

Goc bén trai cia Phiéu xuat kho phai ghi rd tén ctia don vi (hodc déng dau don vi),
bd phan xuét kho. Phiéu xuit kho 1ap cho mdt hodc nhiéu tht vat tu, cong cy, dung cu,
san pham, hang hoa cuing mot kho dung cho mot dbi tugng hach toan chi phi hodc cung
mdt muc dich str dung.
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Khi lap phiéu xuét kho phai ghi rd: Ho tén ngudi nhan hang, tén, don vi (bo phan):
sd va ngay, thang, nam 1ap phiéu; Iy do xuét kho va kho xuat vat tu, cong cu, dung cy, san
pham, hang hoa.

- Cot A, B, C, D: Ghi sb thir tu, tén, nhan hiéu, qui céch, phém chit, mi sb va don
vi tinh cua vat tu, cong cu, dung cy, san phém, hang hoa.

- Cot 1: Ghi sb lugng vat tu, cong cy, dung cuy, san phém, hang hoa theo yéu cau
xuét kho cta ngudi (bd phan) st dung.

- Cot 2: Thu kho ghi sb lugng thuc té xuat kho (sé luong thuc té xuét kho chi c6
thé bang hoic it hon sb lugng yéu ciu).

- Cot 3, 4: K& toan ghi don gia (tuy theo qui dinh hach toan ctia doanh nghiép) va
tinh thanh tién cta timg loai vat tu, céng cu, dung cu, san pham, hang hoa xuét kho (cot 4
=cot 2 x cOt 3).

Dong Cong: Ghi téng sb tién cua sb vat tu, cong cu, dung cuy, san phém, hang hoa
thuc té da xuét kho.

Dong "Tong sd tién viét bang chit": Ghi tong s6 tién viét bang chit trén Phiéu xudt
kho.

Phiéu xuat kho do cac bd phan xin linh hodc do bd phan quéan 1y, bo phan kho lap
(tuy theo t6 chirc quan 1y va qui dinh cia timg doanh nghiép) thanh 3 lién (dat gidy than
viét 1 1an). Sau khi 1ap phiéu xong, nguoi 1ap phiéu va ké toan truong ky xong chuyen
cho giam dbc hoic nguoi duge uy quyén duyét (ghi rd ho tén) giao cho nguoi nhan cam
phleu xubng kho dé nhan hang. Sau khi xuat kho, thu kho ghi vao cot 2 so6 lugng thuc
Xuat cua timg thu, ghi ngay, thang, nim xuét kho va cing ngudi nhan hang ky tén vao
phiéu xuat (ghi rd ho tén).

Lién 1: Luu ¢ bo phan lap phiéu.

Lién 2: Thi kho giir dé ghi vao thé kho va sau d6 chuyén cho ké toan dé ké toan
ghi vao cot 3, 4 va ghi vao s ké toan.

Lién 3: Nguoi nhan vat tu, cong cy, dung cu, san phém, hang hoa gitr dé theo doi ¢
b phan str dung.

BIEN BAN KIEM NGHIEM
(Vat tw, cong cuy, san pham, hang hoa)
(MAu s6 03 - VT)

1. Muc dich: Xac dinh s6 luong, qui cach, chat luong vat tu, cong cu, san phém,
hang hoa trudc khi nhap kho, 1am cin ¢t dé qui trach nhiém trong thanh toan va bao
quan.

2. Phuong phap va trach nhiém ghi

Goc bén trai Bién ban kiém nghiém ghi tén don vi (hodc dong dau don vi), bo phan
su dung.

Bién ban nay ap dung cho cac loai vat tu, dung cuy, san phém, hang hoa can phai
kiém nghiém trudc khi nhap kho trong cac trudng hop:

- Nhép kho véi s6 lugng 16n;

- Céac loai vat tu, cong cuy, san phém, hang hoa cé tinh chét 1y, hoa phuec tap;

- Céac loai vat tu, cong cuy, san phém, hang hoa quy hiém;

Nhirng vat tu, cong cy, san pham, hang hoa khong can kiém nghiém trudc khi nhap
kho, nhung trong qua trinh nhap kho néu phat hién co sy khac biét 16n vé s6 luong va
chat luong giira hoa don va thuc nhap thi van phai lap bién ban kiém nghiém.

- Cot A, B, C: Ghi s6 thtr tu, tén nhin hiéu, quy cach va ma sb cta vat tu, cong cu,
dung cy, san pham, hang hoa kiém nghié¢m.
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- Cot D: “Phuong thirc kiém nghiém” ghi phuong phap kiém nghiém toan dién hay
X4c suat.

- Cot E: Ghi rd don vi tinh cua tung loai

- Cot 1: Ghi sb luong theo hoa don hodc phiéu giao hang.

- Cot 2 va 3: Ghi két qua thuc té kiém nghiém.

Y kién cua Ban kiém nghiém: ghi 10 y kién vé s6 lugng, chat luong, nguyén nhan
dbi véi vat tu, cong cu, san pham, hang hoa khong dung sb luong, quy cach, phadm chét
va cach xu ly.

Bién ban kiém nghiém lap 2 ban:

- 1 ban giao cho phong, ban cung ti€éu/hodc nguoi giao hang.

- 1 ban giao cho phong, ban ké toan.

Truong hop vat tu, cong cu, san pham, hang hoa khong dung sé luong, quy cach,
pham chit so v6i chimg tir hoa don, thi 14p thém mot lién, kém theo chimg tir lién quan
giri cho don vi ban vt tu, dung cu, cong cu, san pham, hang hoa dé giai quyét.

PHIEU BAO VAT TU CON LAI CUOI KY
(Mau so 04 - VT)

1. Muc dich: Theo doi ) luong vat tu con lai cudi ky hach toan ¢ don vi str dung,
lam can ct tinh gid thanh san phém va kiém tra tinh hinh thuc hién dinh muc st dung vat
tu.

2 . Phuong phap va trach nhiém ghi

Goc bén trai ciia Phiéu bao vat tu con lai cudi ky ghi rd tén don vi (hodc dong dau
don vi), b phan st dung.

Sd lugng vat tu con lai cudi ky & don vi sir dung dugc phan thanh hai loai:

- Néu vat tu khong can sir dung nita thi 1ap Phiéu nhap kho (Mau s6 02 - VT) va
ndp lai kho.

- Néu vat tu con st dung tiép thi bd phan st dung lap Phiéu bao vat tu con lai cubi
ky thanh 2 ban.

Phu trach bo phan str dung ky tén:

- 1 ban giao cho phong vt tu (néu co);

- 1 ban giao cho phong ké toan.

BIEN BAN KIEM KE VAT TU, CONG CU, SAN PHAM, HANG HOA
(Miu s6 05 - VT)

1. Muc dich: Bién ban kiém ké vat tu, cong cy, san phém, hang hoa nham xac
dinh s6 luong, chét luong va gia tri vat tu, cong cu, san phém, hang hoa c6 ¢ kho tai thoi
diém kiém ké lam cin ct xac dinh trach nhiém trong vi¢c bao quan, xu ly vat tu, cong cuy,
san pham, hang ho4 thira, thiéu va ghi s6 ké toan.

2. Phuwong phap va trach nhiém ghi

Goc trén bén trai cua Bién ban kiém ké vat tu, cong cy, san phém hang hod ghi ro
tén don vi (hodc dong dau don vi), bd phan sir dung. Bién ban kiém ké vat tu, cong cu,
san pham, hang hoa phai ghi rd gio, ngdy, thang, nim thyc hién kiém ké. Ban kiém ké
gbém Trudng ban va cac uy vién.

Méi kho duoc kiém ké lap 1 bién ban riéng.

Cot A, B, C, D: Ghi sb thir tu, tén, nhén hiéu, quy céch, don vi tinh cua tung loai
vat tu, cong cu, san phém, hang hoa duoc kiém k¢ tai kho.
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Cot 1: Ghi don gia cua ting tht vat tu, céng cu, san pham, hang hoa (tuy theo quy
dinh ctia don vi dé ghi don gia cho phu hop).

Cot 2, 3: Ghi sd luong, sb tién cua timg thir vat tu, cong cu, san pham, hang hod
theo s6 ké toan.

Cot 4, 5: Ghi s6 lugong, s6 tién cua tung thur vat tu, cong cuy, san phém, hang hoa
theo két qua kiém ké.

Néu thira so v6i s6 ké toan (cot 2, 3) ghi vao cot 6, 7, néu thiéu ghi vao cot 8, 9.

Sd lugng vat tu, cong cu, san phém, hang hoa thuc té kiém ké s& duogc phan loai
theo pham chat:

- T6t 100% ghi vao cot 10.

- Kém pham chét ghi vao cot 11.

- Mat pham chat ghi vao cot 12.

Néu c6 chénh léch phai trinh giam déc doanh nghiép ghi rd ¥ kién giai quyét sd
chénh léch nay.

Bién ban dugc 1ap thanh 2 ban:

- 1 ban phong ké toan luu.

- 1 ban thu kho luu.

Sau khi lap xong bién ban, truéng ban kiém ké va thu kho, ké toan trudong cing ky
vao bién ban (ghi 1o ho tén).

BANG KE MUA HANG
(Miu s6 06 -VT)

1. Muc dich: La ching tir ké khai mua vét tu, cong cu, dung cu, hang hod, dich vu
1at vat trén thi truong ty do trong truong hop nguoi ban thudc dién khong phai 1ap hoa
don khi ban hang hoa, cung cdp dich vu theo quy dinh 1am cin cr 14p phiéu nhép kho,
thanh toan va hach toan chi phi vat tu, hang hoa,... 1ap trong Bang ké khai nay khong
duoc khau trir thué GTGT. (Trudng hop mua vat tu, hang ho4,... ciia ngudi ban khéng c6
hoa don véi khéi luong 16n dé dugce tinh vao chi phi hop 1y, hop 18 thi phai 1ap “Bang ké
mua hang hoa mua vao khong c6 hod don” (Mau sd 04/GTGT) theo quy dinh cia Luat
thué)

2. Phwong phap va trach nhiém ghi

Goc bén trai cua Bang ké mua hang ghi rd tén don vi (hodc dong dau don vi), bo
phén sir dung Bang k& mua hang. Bang ké mua hang phai dong thanh quyén va ghi s6
ting quyén dung trong 1 nam. Mdi quyén “Béang ké mua hang” phai dugc ghi s6 lién tuc
tir ddu quyén dén cudi quyén.

Ghi rd ho tén, dia chi hodc noi lam viéc ctia ngudi tryc tiép mua hang.

Cot A, B, C, D: Ghi s thtr tu, tén, quy cach, phém chét, dia chi mua hang va don vi
tinh cta tung thir vat tu, cong cy, dung cy, hang hoa.

Cot 1: Ghi s6 lugng cta mdi loai vat tu, cong cu, dung cu, hang hod da mua.

Cot 2: Ghi don gia mua cua tirng tha vat tu, cong cu, dung cy, hang hoa da mua.

Cot 3: Ghi s6 tién caa tung thir vat tu, cong cy, dung cu, hang hod da mua (Cot 3 =
Cotl xCot2).

Dong cong ghi téng sb tién dd mua cac loai vat tu, cong cy, hang hoa ghi trong
Bang.

Céc cot B, C, 1, 2, 3 néu con thira thi dugc gach 1 duong chéo tir trén xudng.

Bang ké mua hang do nguoi mua lap 2 lién (dat gidy than viét 1 1an).
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Sau khi 1ap xong, ngudi mua ky va chuyén cho ké toan trudng soat xét, ky vao Bang
ké mua hang. Nguoi di mua phai chuyén “Bang ké mua hang” cho giam dbc hodc nguoi
duoc uy quyén duyét va lam thu tuc nhip kho (néu c6) hoic giao hang cho nguoi quan 1y
su dung.
Lién 1 luu, lién 2 chuyén cho ké toan lam thii tuc thanh toan va ghi so.

BANG PHAN BO NGUYEN LIEU, VAT LIEU, CONG CU, DUNG CU
(MAu s6 07 - VT)

1. Muc dich: Dung dé phan anh tong gia tri nguyén liéu, vat liéu, cong cu, dung cu
xut kho trong thang theo  gia thuce té va gia hach toan va phan bd gia tri nguyén liéu, vat
lidu, cong cu, dung cu xuit ding cho cac ddi twong st dung hang thang (Ghi C6 TK 152,
TK 153, No cac tai khoan lién quan), Bang ndy con dung dé phan bo gia tri cong cy, dung
cu Xuét dung mot lan co gia tri 16n, thoi gian st dung dudi mdt ndm hodc trén mot nadm
dang dugc phan anh trén TK 242.

2. Phwong phap va trach nhiém ghi

- Bang gém cac cOt doc phan anh cac loai nguyén li¢u, vat liéu va cong cuy, dung cu
xuat ding trong thang tinh theo gia hach toan va gia thyc té, cac dong ngang phan anh cac
dbi twong str dung nguyén liéu, vt liéu, cong cy, dung cu.

- Can ctr vao cac ching tur xuat kho vat liéu va hé sO chénh léch gitra gia hach toan
va gia thuc té cia ting loai vat liéu dé tinh gia thyuc té nguyén liéu, vat liéu, cong cu xuat
kho.

Gia tri nguyén li€u, vat li¢u, cong cy, dung cu xuét kho trong thang theo gia thyc té
phan anh trong Bang phan bo nguyén liéu, vat liéu, cong cu, dung cu theo timg dbi tugng
st dung duoc dung lam can ct dé ghi vao bén Co6 cac Tai khoan 152, 153, 242 cua cac
Bang ké, Nhat ky - Ching tir va s6 ké toan lién quan tuy theo hinh thirc ké toan don vi ap
dung (S6 Céi hodc Nhat ky - S6 Cai TK 152, 153,...). S6 liéu ciia Bang phan b6 nay dong
thoi dugc st dung dé tap hop chi phi tinh gia thanh san pham, dich vu.

] III. CHI TIEU BAN HANG ]
BANG THANH TOAN HANG DAI LY, KY GUI
(MAu s6 01 - BH)

1. Muc dich: Phan anh tinh hinh thanh toan hang dai 1y, ky gui gitta don vi cé
hang va don vi nhan ban hang, 1a chiing tir & don vi ¢6 hang va don vi nhan ban hang dai
1y, ky giri thanh toan tién va ghi s6 ké toan.

2. Phuong phap va trach nhiém ghi

- Ghi 13 tén, dja chi hodc déng dau don vi nhan ban hang dai 1y, ky gui & goc trén
bén tréai.

- Ghi 13 0, ngay, thang, nim 1ap bang thanh toan hang dai 1y, ky giri.

- Ghi 13 s6 hiéu, ngdy, thang, nim cta hop dong ban hang dai 1y, ky giri.

Muc I Thanh toan sb hang dai 1y, ky gui:

+ Cot A, B, C: Ghi sd tht ty va tén, quy cach, phém chat, don vi tinh cua san
pham, hang héa nhén dai 1y, ky giri.

+ Cot 1: Ghi s6 lwong hang con ton cudi ky trude.

+ Cot 2: Ghi s6 lwong hang nhan dai ly, ky gui ky nay.

+ Cot 3: Ghi tong sb lwong hang nhén dai 1y, ky guri tinh dén cubi ky nay gdm sb
luong hang ton ky trudc chua ban va sb luong hang nhan ky nay (Cot 3 = cot 1+ cot 2).
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+Cot 4, 5, 6: Ghi sd lugng, don gia va sb tién cta hang hoa da ban phai thanh toan
ctia ky nay. Pon gia thanh toan 1a don gia ghi trong hgp dong ban hang dai 1y, ky gui
gitra bén c6 hang va bén nhan hang.

+ Cot 7: Ghi s6 hang hoéa nhan dai 1y, ky giri con ton (tai quay, tai kho) chua ban
dugc dén ngay 1ap bang thanh toan.

Dong cong: Ghi tong sO tién phai thanh toan phat sinh ky nay.

Muc II: Ghi sé tién bén ban hang dai 1y, ky giri con no chua thanh toan véi bén co
hang dén thoi diém thanh toan ky nay.

Muc III: Ghi s6 tién bén ban hang dai 1y phai thanh téan véi bén c¢6 hang dai ly
mo&i phat sinh dén ky nay (Muc IIT = Muc II + ¢4t 6 caa Muc I).

Muc IV: Ghi s6 tién bén c6 hang dai ly phai thanh toan véi bén ban hang dai 1y vé
s6 thué nop ho, tién hoa hong, chi phi khéc, ...(néu c6).

Muc V: Ghi s tién bén ban hang dai 1y thanh toan cho bén c¢6 hang dai 1y ky nay
(ghi rd s tién mit va tién séc).

Muc VI: Ghi s tién bén ban hang dai Iy con ng bén c¢6 hang dai 1y dén thoi diém
thanh toan (Muc VI = Muc III - Muc IV - Muc V).

Béang thanh toan hang dai 1y, ky gui do bén nhén ban hang dai 1y, ky gui 1ap thanh
3 ban. Sau khi 1ap xong, ngudi 1ap ky, chuyén cho ké toan truong hai bén soat xét va trinh
gidm ddc hai bén ky duyét dong dau, mot ban luu & noi lap (phong ké hoach hoic phong
cung tiéu), 1 ban luu & phong ké toan dé lam chimng tir thanh todn va ghi s6 ké toan, 1 ban
gui cho bén c6 hang dai 1y, ky gtri.

THE~QUAY HANG
(Mau so 02 - BH)

1. Muc dich: Theo dai sb luong va gid tri hang hoa trong qua trinh nhén va ban tai
quay hang, giup cho nguoi ban hang thuong xuyén ndm duoc tinh hinh nhap, xudt, ton tai
quay, 1am cin ctr dé kiém tra, quan 1y hang hoa va lap bang ké ban hang timg ngay (ky).

2. Phwong phap va trach nhiém ghi

- Ghi 13 ho tén, dia chi hoic dong dau co quan vao goc trén bén trai.

- Ghi s6 thé.

- Ghi 10 tén hang, quy cach, don vi tinh va don gia cua hang hoa.

Mbi thé quay hang theo doi mot mat hang, khong ghi nhiing mat hang khac nhau
vé quy cach, pham chét vao cung mot thé.

- Cot A, B: Ghi ngay, thang va tén ngudi ban hang trong ngay (ca).

- Cot 1: Ghi so luong hang hoa ton dau ngay (ca).

- Cot 2: Ghi so luong hang hoa tir kho nhap vao quiy trong ngay (ca).

- Cot 3: Ghi s6 luong hang héa nhap trong ngay (ca) tir nhitng ngudn khac khong
qua kho cua don vi.

- Cot 4: Ghi tong s6 lwong hang hoa co trong ngay (ca).

- Cot 5: Ghi s6 lugng hang hoa Xuat ban trong ngay (ca).

- Cot 6: Ghi sb tlen thu duoc ctia s6 hang hoa ban trong ngay (ca).

- Cot 7, 8: Ghi sb luong va gia tri hang hoa xuit ra vi cac muc dich khac khong
phai ban trong ngay (ca).

- Cot 9: Ghi s6 luong hang ton lai quay hang vao cudi ngay (ca).

Cubi thang cong thé quay hang dé 1ap bao céo ban hang.

The nay do nguoi ban hang gitr va ghi hang ngay (ca), trude khi str dung phai dang ky voi
ké toan.
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IV- CHI TIEU TIEN TE

1. Muc dich: Theo ddi tinh hinh thu, chi, ton quy céc loai tién mat, ngoai t&, vang
tién té va cac khoan tam Umg, thanh toan tam rng cua don vi, nham cung cap nhitng théng
tin can thiét cho ké toan va ngudi quan ly cta don vi trong linh virc tién té.

2. Ndi dung: Thudc chi tiéu tién t& gdm cac biéu miu sau:

- Phiéu thu: Mau s6 01-TT
- Phiéu chi: Mau sb 02-TT
- Gidy dé nghi tam tng: Mau s6 03-TT
- Gidy thanh toan tién tam Gng: Mau s6 04-TT
- Gidy dé nghi thanh toan: Mau s6 05-TT
- Bién lai thu tién: Mau s6 06-TT
- Bang ké vang tién té: Mau s6 07-TT
- Bang kiém ké quy (Dung cho VND): Mau s6 08a-TT
- Bang kiém ké quy (Dung cho ngoai t¢&, vang tién té): Mau s6 08b-TT
- Bang ké chi tién: Mau s6 09-TT
PHIEU THU

(Mauso01-TT)

1. Muc dich: Nham xac dinh sd tién mat, ngoai t¢,... thuc té nhdp quy va lam can
ctr dé thii quy thu tién, ghi s6 quy, ké toan ghi sb cac khoan thu c6 lién quan. Moi khoan
tién Viét Nam, ngoai té nhap quy déu phai c6 Phiéu thu.

Pbi v6i ngoai té trude khi nhap quy phai dugc kiém tra va 1ap “Bang ké ngoai t&"
dinh kém véi Phiéu thu.

2. Phwong phap va trach nhiém ghi

- Goc trén bén trai ctia Phiéu thu phai ghi o t€n don vi va dia chi don vi.

- Phiéu thu phai dong thanh quyén va ghi s6 tung quyen dung trong 1 nam. Trong
mdi Phiéu thu phai ghi s6 quyen va sb ctia ting Phiéu thu. S6 phiéu thu phai danh lién tuc
trong 1 ky ké toan. Ting Phiéu thu phai ghi rd ngay, thang, nim 1ap phiéu, ngay, thang,
nam thu tién.

- Ghi 13 ho, tén, dia chi nguoi ndp tién.

- Dong “Ly do nop" ghi 16 ndi dung ndp tién nhu: Thu tién ban hang hoa, san
pham, thu tién tam Ung con thura,..

- Dong “Sb tién": Ghi bang s6 va bang chir sd tién ndp quy, ghi rd don vi tinh 1a
ddéng VN, hay USD ...

- Dong tiép theo ghi s6 luong chimg tir gbc kém theo Phiéu thu.

Phiéu thu do ké toan 1ap thanh 3 lién, ghi diy du cac noi dung trén phiéu va ky vao

Phiéu thu, sau d6 chuyén cho ké toan truéng soat x¢ét va giam doc ky duyét, chuyen cho
thu quy lam thu tuc nhap quy. Sau khi da nhan du s tién, thu quy ghi s6 tién thyc té nhap
quy (bang chit) vao Phleu thu trudce khi ky va ghi ro ho tén.

Thu quy gitr lai 1 lién dé ghi s0 quy, 1 lién giao cho nguol nop tién, 1 lién luu noi
lap phleu Cubi ngay toan bd Phiéu thu kém theo chimg tir gbc chuyén cho ké toan dé ghi
5O ké toan.

Chay:

+ Néu 1a thu ngoai t¢ phai ghi o ty gia tai thoi diém nhap quy dé tinh ra tong sd
tién theo don vi dong dé ghi s6.

+ Lién phiéu thu guri ra ngoai doanh nghiép phai doéng dau.
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P~HIEU CHI
(MAu s 02-TT)

1. Muc dich: Nham xéac dinh cac khoan tién mat, ngoai té thuc té xuat quy va lam
can cir dé thu quy xudt quy, ghi s6 quy va ké toan ghi so ké toan.

2. Phuwong phap va trach nhiém ghi

Goc trén bén trai cua ching tir ghi 16 t€n don vi va dia chi don vi.

- Phiéu chi phai dong thanh quyén, trong mdi Phiéu chi phai ghi sO quyén va sd
ctia ting Phiéu chi. S6 phiéu chi phai danh lién tuc trong 1 ky ké toan. Tiung Phiéu chi
phai ghi rd ngay, thang, ndm 14p phiéu, ngay, thang, nim chi tién.

- Ghi 10 ho, tén, dia chi ngudi nhan tién.

- Dong “Ly do chi" ghi rd ndi dung chi tién.

- Dong “S6 tién": Ghi bang s hodc bang chir s tién xuat quy, ghi rd don vi tinh 13
ddéng VN, hay USD ...

- Dong tiép theo ghi sb luong ching tir gbc kém theo Phiéu chi.

Phiéu chi duoc 1ap thanh 3 lién va chi sau khi c6 du chir ky (Ky theo tung lién) cua
nguoi lap phiéu, ké toan truong, giam déc, thi quy moi duoc xuat quy. Sau khi nhan du
sO tién ngudi nhan tién phai ghi s6 tién di nhan bang chit, ky tén va ghi rd ho, tén vao
Phiéu chi.

Lién 1 luu & noi lap phiéu

Lién 2 thu quy dung dé ghi s6 quy va chuyén cho ké toan cung véi chung tir gbc dé vao
50 ké toan.

Lién 3 giao cho ngudi nhén tién.

Chay:

+ Neu 1a chi ngoai t€ phai ghi o ty gia, don gia tai thoi diém xuat quy dé tinh ra
tong s tién theo don vi ddng tién ghi so.

+ Lién phiéu chi giri ra ngoai doanh nghiép phai dong dau.

GIAY PE NGHI TAM UNG
(Mius603-TT)

1. Muc dich: Giéy dé nghi tam tng la can ctr dé xét duyét tam ng, lam thu tuc lap
phiéu chi va xuat quy cho tam tng.

2. Phwong phap va trach nhiém ghi

Goc trén bén trai ciia Gidy dé nghi tam ng ghi r6 tén don vi, tén bo phan. Gidy dé
nghi tam tng do ngudi xin tam Ung viét 1 lién va ghi rd giri giam dbc doanh nghiép
(Nguoi xét duyét tam tng).

- Nguoi xin tam tng phai ghi rd0 ho tén, don vi, bd phan va s6 tién xin tam ung
(Viét bang s6 va bang chir).

- Ly do tam Gng ghi rd muc dich sir dung tién tam Gmg nhu: Tién cong tac phi, mua
van phong pham, tiép khach ..

- Thoi han thanh toén: Gh1 10 ngay, thang hoan lai s tién da tam Ung.

Gidy dé nghi tam tGng duoc chuyen cho ké toan truong xem xet va ghi y kién dé
nghi giam dbc duyét chi. Cin ctr quyét dinh cta giam ddc, ké toan 1ap phiéu chi kém theo
gidy dé nghi tam g va chuyén cho thii quy lam thu tuc xuét quy.

GIAY THANH TOAN TIEN TAM UNG
(MAus6 04-TT)
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1. Muc dich: Gifiy thanh toan tién tam ung la bang li¢t ké cac khoan tién da nhan
tam Ung va cac khoan da chi ciia nguoi nhan tam ung, lam can cu thanh toan sb tién tam
mg va ghi sb ké toan.

2. Phuong phap va trach nhiém ghi

Goc trén bén trai cua Giéy dé nghi tam g ghi 1 tén don vi, tén b phan. Phan
dau ghi ré ngay, thang, nam, s6 hiéu cua gidy thanh toan tién tam Gng; Ho tén, don vi
nguoi thanh toan.

Can cu vao chi tiéu cua cot A, ke toan ghi vao cot 1 nhu sau:

Muc I- S6 tién tam 1ing: GOm sb tién tam tng cac ky trude chua chi hét va sé tam
ung ky nay:

Muc 1: Sb tam tng cac ky trude chua chi hét: Can cir vao dong sé du tam tng tinh
dén ngay lap phiéu thanh toan trén so ké toan dé ghi.

Muc 2 : Sé tam g ky nay: Can ctr vao phiéu chi tam tmg dé ghi, mdi phiéu chi
ghi 1 dong.

Muc II- S6 tién dd chi: Can ¢t vao cac chimg tir chi tiéu cia ngudi nhan tam tng
dé ghi vao muc nay. Mdi chtng tir chi tiéu ghi 1 dong.

Muc III- Chénh léch: La s6 chénh 1éch gitta Muc I va Myc IL

- Néu s tam ng chi khong hét ghi vao dong 1 ctia Muc III.

- Néu chi qua sb tam ung ghi vao dong 2 cua Muc IIL

Sau khi 14p xong gidy thanh toan tién tam tng, ké toan thanh toan chuyén cho ké
toan truong soat xét va giam d6c doanh nghiép duyét. Gidy thanh toan tién tam tng kém
theo chung tir gbe duoc dung lam can ctr ghi s6 ké toan.

Phén chénh 1éch tién tam tng chi khong hét phai 1am thu tuc thu hdi ndp quy hoidc
trir vao lwong. Phan chi quéa sé tam ng phai lam thil tuc xuat quy tra lai cho nguoi tam
tmg. Chimg tir gbc, gidy thanh toan tam ung phai dinh kém phiéu thu hodc phiéu chi c6
lién quan.

GIAY PE NGHI THANH TOAN
(Mau s6 05-TT)

1. Muc dich: Gidy dé nghi thanh toan ding trong trudng hop da chi nhung chua
dugc thanh toan hoac chua nhan tam ung dé téng hop céc khoan da chi kem theo chiing
tur (néu c0) dé 1am thu tuc thanh toan, lam cin ¢t thanh toan va ghi s6 ké toan.

2. Phuong phap va trach nhiém ghi

Goc trén bén trai cua Gidy dé nghi thanh toan ghi 16 tén don vi, bo phan. Gidy dé
nghi thanh toan do ngudi dé nghi thanh toan viét 1 lién va ghi rd giri giam ddc doanh
nghiép (Hoac nguoi xét duyét chi).

- Nguoi dé nghi thanh toan phai ghi r6 ho tén, dia chi (don vi, bd phan) va s tién
dé nghi thanh toan (Viét bang sb va bang chi¥).

- Noi dung thanh toan: Ghi rd ndi dung dé nghi thanh toan.

- Gidy dé nghi thanh toan phai ghi 16 s6 lugng chimg tir gbc dinh kém.

Sau khi mua hang hodc sau khi chi ti€u cho nhirng nhi€ém vu dugc giao, ngudi mua
hang hoac chi tiéu lap gidy dé nghi thanh toan. Gidy dé nghi thanh toan duoc chuyén cho
ké toan truong soat xét va ghi y klen dé nghi glam d6c doanh nghiép (Hodc nguoi dugce
uy quyen) duyét chi. Can c quyet dinh cua giam déc, ké toan lap phiéu chi kém theo
gidy dé nghi thanh toan va chuyén cho thu quy 1am thu tuc xuat quy.
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BIEN~LAI,THU TIEN
(MAu s606-TT)

1. Muc dich: Bién lai thu tién 14 gidy bién nhan cta doanh nghiép hoic ca nhan da
thu tién hodc thu séc clia ngudi ndp lam can cir dé lap phiéu thu, ndp tién vio quy, dong
thoi dé ngudi ndp thanh toan véi co quan hodc luu quy.

2. Phuong phap va trach nhiém ghi

Bién lai thu tién phai dong thanh quyen phai ghi r6 tén don vi, dia chi cua don vi
thu tién va déng dau don vi, phai danh s6 tung quyén. Trong mdi quyén phai ghi 1d s6
hiéu cta ting to bién lai thu tién lién tuc trong 1 quyén.

Ghi rd ho tén, dia chi cia ngudi ndp tién.

- Dong “Noi dung thu” ghi rd ndi dung thu tién.

- Dong “Sb tién thu” ghi bang s6 va bang chir sé tién nop, ghi 16 don vi tinh 14
“ddng” hodc USD...

Néu thu bang séc phai ghi 16 s6, ngdy, thang, nim cua to séc bat dau luu hanh va
ho tén nguoi s dung séc.

Bién lai thu tién dugc lap thanh hai lién (Dat gidy than viét mot 1an).

Sau khi thu tién, nguoi thu tién va nguoi ndp tién cing ky va ghi rd ho tén dé xac
nhan sé tién da thu, dd nop. Ky xong ngudi thu tién luu 1 lién, con lién 2 giao cho ngudi
nop tién glu

Cudi ngay, ngudi duge don vi giao nhiém vu thu tién phai can cit vao ban bién lai
lwu dé 1ap Bang ké bién lai thu tién trong ngay (Néu thu séc phai 1ap Bang ké thu séc
riéng) va nop cho ké toan dé ké toan lap phiéu thu lam tha tuc nhip quy hodc lam thu tuc
nop ngan hang. Tién mat thu duoc ngay nao, ngudi thu tién phai ndp quy ngay do.

Bién lai thu tién 4p dung trong céac truong hop thu tién phat, 1¢ phi, ngoai phap luat
phi, 1€ phi... va cac truong hgp khach hang ndp séc thanh toan vdi cac khoan ng.

BANG KE VANG TIEN TE
(Mius6 07 -TT)

1. Muc dich: Bang ké vang tién té dung dé liét ké sb vangtién té ciia don vi, nham
quan ly chat ché, chinh xac cac loai Véngtién t¢ co tai don vi va lam can clr cung véi
chtng tir gbc dé 1ap phiéu thu, chi quy.

2. Phwong phap va trach nhiém ghi

Cot A, B: Ghi s6 thir tu va tén, loai, qui cach, phém chét cua Va‘mgtién te...

Cot C: Ghi don vi tinh: gam, chi, Kg.

Cot 1: Ghi s6 lugng cua tung loai.

Cot 2: Ghi don gia cua tung loai.

Cot 3: Bang cot 1 nhan (x ) cot 2.

Ghi chl: Khi cin thiét, tai cot B c6 thé ghi 1d ky hiéu cua loai vangtién té...

Bang ké do ngu’0'1 dung ra kiém nghiém 1ap thanh 2 hen 1 lién dinh kém véi.
phiéu thu (chi) chuyén cho thii qui dé lam thu tuc nhap hodc xuat quy va 1 lién giao cho
nguoi ndp (hodc nhan).

Bang ké phai c6 day du chir ky va ghi rd ho tén nhu qui dinh.

BANG KIEM KE QUY(Dung cho VND)
(Mauso08a-TT)
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1. Muc dich: Bang kiém ké quy nham xac nhan tién bang VNP t6n quy thuc té va
s thira, thiéu so v6i sd quy trén co sé d6 tang cuong quan Iy quy va 1am co s& qui trach
nhiém vt chét, ghi s6 ké toan sb chénh léch.

2. Phuong phap va trach nhiém ghi

GOc trén bén trai ciia Bién ban kiém ké quy tién mat phai ghi rd tén don vi (hodc
dong dau), bo phan.

Viéc kiém ké quy dugc tién hanh dinh ky vao cudi thang, cu01 qui, cudi ndm hoic
khi can thiét c6 thé kiém ké dot xuat hoac khi ban giao quy. Khi tién hanh kiém ké phai
lap Ban kiém k&, trong d6, thu quy va ké toan tlen mit hodc ké toan thanh toan 14 céc
thanh vién. Bién ban kiém ké quy phai ghi rd s6 hiéu ching tir va thoi diém klem ké
(....g10 ....ngay ....thang ....ndm .....). Trudc khi kiém ké quy, thu quy phai ghi s6 quy tat
ca cac phiéu thu, phiéu chi va tinh sd du t6n quy. dén thoi diém kiém ké.

- Khi tién hanh kiém ké pha1 tién hanh klem ké riéng tung loai tién c6 trong quy.

- Dong “S6 du theo s6 qui": Can cir vao sb ton quy trén sd quy tai ngdy, gid cong
s6 kiém ké quy dé ghi vao cot 2.

- Dong “Sé kiém ké thyc t€": Cin ctr vao sd kiém keé thuc té dé ghi theo timg loai
tién vao cot 1 va tinh ra tong so tién dé ghi vao cot 2.

- Dong chénh léch: Ghi sd chénh léch thira hodc thiéu gitta s6 du theo s6 quy véi
s6 kiém ke thuc té.

Trén Bang kiém ké quy can phai xac dinh va ghi rd nguyén nhan gy ra thira hodc
thiéu quy, c6 ¥ kién nhan xét va kién nghi ctua Ban kiém ké. Bang kiém ké quy phai c6
chir ky cua thu quy, Trudng ban kiém ké va ké toan truong. Moi khoan chénh léch quy
déu phai bao cdo giam ddc doanh nghiép xem xét giai quyét.

Bang kiém ké quy do ban kiém ké quy 1ap thanh 2 ban:

- 1 ban luu ¢ thu quy.

- 1 ban luu & ké toan quy tién mat hodc ké toan thanh toan.

BANG KIEM KE QU)?(D!‘mg cho ngoai té, vang tién té)
(Mauso 08b-TT)

1. Muc dich: Bién ban nham xac nhén tién ngoai t&, vang tién té, ... ton quy thuc té
va sb thira, thiéu so voi sd quy trén co sé d6 ting cudng quan 1y quy va lam co sd qui
trach nhiém vat chét, ghi s6 ké toan sb chénh léch.

2. Phwong phap va trach nhiém ghi

Goc trén bén trai ghi tén don vi, by phan. Viée kiém ké quy dugc tién hanh dinh ky
vao cudi thang, cubi qui, cudi nam hodc khi can thiét c6 thé kiém ké dot xuat hoic khi
ban giao quy. Khi tién hanh kiém ké phai 1ap ban kiém ké, trong d6, tha quy va ké toan
quy la céac thanh vién.

Bién ban kiém ké quy phai ghi rd sd hiéu chung tir va thoi dlem kiém ké (...gio
..... ngay .....thang ....nam .....). Trudc khi kiém ké quy, thu quy phai ghi sO quy tat ca cac
phiéu thu, phleu chi va tinh s6 du ton quy dén thoi diém kiém ké.

- Khi tién hanh kiém ké phai tién hanh kiém ké riéng ting loai tién c6 trong quy
nhu: Ngoai t¢, Va‘lngtién té ...

- Dong “Sé du theo s6 quy": Can cit vao s6 quy tai ngdy, gio kiém ké quy dé ghi
cot 2, 4.

- Dong “Kiém ké thuc t€": Cin cr vao s6 kiém ké thuc té dé ghi theo timg loai
ngoai t¢, Véngtién té ...
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- Dong chénh léch: Ghi sb chénh 1éch thira hoic thiéu giira s6 du theo s6 quy véi
s6 kiém ké thyc té.

Trén Bang kiém ké quy can phai xac dinh va ghi rd nguyén nhan gy ra thtra hoac
thiéu quy, c6 ¥ kién nhan xét va kién nghi ctua Ban kiém ké. Bang kiém ké quy phai co
chtr ky (ghi 16 ho tén) cua thu quy, truong ban kiém ké va ké toan truong. Moi khoan
chénh 1éch quy déu phai bao co giam dbc doanh nghiép xem xét giai quyét.

Bang kiém ké quy do ban kiém ké quy 14p thanh 2 ban:

- 1 ban luu ¢ thu quy

- 1 ban luu & ké toan quy.

Ghi chu: (*) Truong hop kiém ké vang tién té thi cot "Dién giai" phai ghi theo ting loai,
tung thu.

BANG KI?; CHI TIEN
(Méus609-TT)

1. Muc dich: Bang ké chi tién 13 bang liét ké cac khoan tién da chi, 1am cin cur
quyét toan cac khoan tién da chi va ghi so ké toan.

2. Phwong phap va trach nhiém ghi

Goc tren bén trai ghi 1o tén don vi. Phan dau ghi 0 ho tén, bo phan, dia chi cua
ngudi chi tién va ghi rd noi dung chi cho cong viée gi.

- Cot A,B,C,D ghi rd s6 thtr tw, s6 hiéu, ngay, thiang ching tir va dién giai noi
dung chi cua ting ching tur.

- Cot 1: Ghi s tién.

Bang ké chi tién phai ghi rd tong s6 tién bang chit va sd chimg tir gdc dinh kém.

Bang ké chi tién dugc 1ap thanh 2 ban:

- 1 ban luu ¢ thu quy.

- 1 ban luu ¢ ké toan quy.

V. CHI TIEU TAI SAN CO PINH
1. Muc dich: Theo ddi tinh hinh bién dong vé sé luong, chit luong va gia tri cua

TSCP. Giam ddc chit ché tinh hinh st dung, thanh Iy va stra chira 16 tai san c6 dinh.
2. Noi dung: Thudc chi tidu vat tu gdm cac biéu mau sau:

- Bién ban giao nhan TSCD -Mau sd 01 - TSCP
- Bién ban thanh Iy TSCH - Mau s6 02 - TSCD
- Bién ban ban giao TSCD sua chita 16n

hoan thanh - MAu s6 03 - TSCD
- Bién ban dénh gia lai TSCD - MAau s6 04 - TSCD
- Bién ban kiém ké TSCD - Mau s6 05 - TSCD
- Bang tinh v phan bb khau hao TSCD - MAu s6 06 - TSCD

BIEN BAN GIAO NHAN TAI SAN CO PINH
(Miu s6 01 - TSCD)

1. Muc dich: Nham xac nhan viéc giao nhan TSCD sau khi hoan thanh xay dung,
mua sam, dugc cap trén cap, dugc tang, bi€u, vién trg, nhan gop von, TSCD thué
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ngoai...dua vao su dung tai don vi hodc tai san cua don vi ban giao cho don vi khac theo
lénh cua cép trén, theo hop dong gop von,...(khong su dung bién ban giao nhdn TSCD
trong trudng hop nhuong ban, thanh 1y hodc tai san ¢b dinh phat hién thira, thiéu khi kiém
ké). Bién ban giao nhan TSCD 1a cin cir dé giao nhan TSCD va ké toan ghi sd (the)
TSCD, s6 ké toan c6 lién quan.

2 . Phuong phap va trach nhiém ghi

Goc trén bén trai cua Bién ban giao nhan TSCP ghi 13 tén don vi (hodc déng diu
don vi), bd phan st dung. Khi c6 tai san mdi dua vao sit dung hoac diéu tai san cho don
vi khac, don vi phai lap hoi dong ban giao gdbm: Pai dién bén giao, dai dién bén nhan va 1
sd uy vién.

Bién ban giao nhan TSCD lap cho timg TSCD. Déi véi trudng hop giao nhén cung
mdt luc nhiéu tai san cung loai, cung gia tri va do cung 1 don vi giao c¢6 thé 1ap chung 1
bién ban giao nhan TSCD.

Cot A, B: Ghi s6 thtr ty, tén, ky ma hiéu, qui cach (cap hang) cia TSCD.

Cot C: Ghi sb hiéu TSCD.

Cot D: Ghi nudce san xuét (xay dung).

Cot 1: Ghi nam san xuat.

Cot 2: Ghi nam bat dau dwa vao str dung.

Cot 3: Ghi cong suét (dién tich, thiét k&) nhu xe TOYOTA 12 chd ngdi, hodc may
phat dién 75 KVA, ...

Cot 4, 5, 6, 7: Ghi cac yéu to cau thanh nén nguyén gia TSCP gom: Gia mua (hodc
gia thanh san xuét) (cot 4); chi phi van chuyén, 1ap dat (cot 5); chi phi chay thir (cot 6).

Cot 8: Ghi nguyén gid TSCD (cot 7=cot4 +cot 5 +cot 6 +...).

Cot E: Ghi nhitng tai liéu k¥ thuat kém theo TSCD khi ban giao.

Bang ké phu ting kém theo: Liét ké s6 phu tung, dung cu d6 nghé kém theo TSCPH
khi ban giao. Sau khi ban giao xong cac thanh vién ban giao, nhan TSCD cung ky vao
bién ban.

Bién ban giao nhan TSCD dugc 1ap thanh 2 ban, mdi bén (giao, nhan) giit 1 ban
chuyén cho phong ké toan dé ghi s6 ké toan va luu.

BIEN BAN THANH LY TAI SAN CO PINH
(Miu sb 02 - TSCD)

1. Muc dich: Xac nhan viéc thanh Iy TSCP va 1am cin ctr dé ghi giam TSCD trén
50 ké toan.

2. Phuong phap va trach nhiém ghi

Goc trén bén trai ciia Bién ban thanh Iy TSCP ghi 13 tén don vi (hoic dong dau
don vi), bd phan st dung. Khi c¢6 quyét dinh vé viéc thanh Iy TSCD doanh nghiép phai
thanh 1ap Ban thanh 1y TSCD. Thanh vi€n Ban thanh ly TSCD dugc ghi chép ¢ Muyc L.

O Muc I ghi cac chi tiéu chung vé TSCP ¢6 quyét dinh thanh 1y nhu:

- Tén, ky hiéu TSCD, s6 hiéu, s6 th¢ TSCD, nudc san xuat, naim dua vao sir dung.

- Nguyén gia TSCD, gia tri hao mon d trich cong don dén thoi diém thanh 1y, gia
tri con lai cua TSCD do.

Muc I1I ghi két luan ciia Ban thanh 1y, ghi y kién nhan xét ctia Ban vé viéc thanh 1y
TSCD.

Muc IV, két qua thanh Iy: Sau khi thanh 1y xong cin ¢ vao chémg tir tinh toan
tong s chi phi thanh 1y thyc té va gia tri thu hdi ghi vao dong chi phi thanh 1y va gia tri
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thu hoi (gia tri phu ting, phé liéu thu hoi tinh theo gia thuc t& di ban hodc gia ban udc
tinh).
Bién ban thanh ly phai do Ban thanh ly TSCD lap va c6 day du chit ky, ghi 18 ho
tén cua trudng Ban thanh ly, ké toan truong va giam doc doanh nghiép.

BIEN BAN BAN GIAO TSCD SUA CHUA LON HOAN THANH
(Miu s6 03 - TSCP)

1. Muc dich: X4c nhan viéc ban giao TSCD sau khi hoan thanh vi¢c sura chita 16n
gitra bén c6 TSCD stra chira va bén thuc hién viéc stra chira. La can ctr ghi s6 ké toan va
thanh toan chi phi stra chira TSCD.

2. Phuwong phap va trach nhiém ghi

Goc trén bén trai cua Bién ban ban giao TSCD stra chita 16n hoan thanh ghi 1o tén
don vi (hodc dong d4u don vi), bo phéan sir dung. Khi c6 TSCD stra chita 16n hoan thanh
phai tién hanh 13p Ban giao nhan gdém dai dién bén thuc hién viéc sira chita va dai dién
bén c6 TSCD sura chira.

Bién ban ban giao TSCD stra chita 16n hoan thanh gdm 2 phan chinh:

1 - Ghi tén, ky hiéu, sd hiéu TSCPD stra chira.

Noi quan 1y st dung TSCP va ghi rd thoi gian bt dau stra chita va hoan thanh
viéc stra chira TSCD.

2 - Céc bd phan stra chira.

Cot A: Ghi 10 tén cua bd phan can phai sura chira cua TSCD.

Cot B: Ghi noi dung (Mirc d6) ciia cong viéc stra chita nhu: Thay thé mai hodc sira
Chira, tan trang lai v.v...

Cot 1: Ghi gid du toan (Gia ké hoach) (Déi vo1 truong hop don vi tu lam) hodc gia
hop ddng hai bén di thoa thuan (Dbi véi trudng hop thué ngoai) cua ting bo phan can
stra chira.

Cot 2: Ghi sb chi phi thuc té da chi cho timg bd phan stra chita (Pdi v6i truong
hop don vi tu stra chita).

Pbi v6i trudng hop thué ngoai stra chita thi chi ghi vao cot nay khi c6 sy thay doi
vé gia ca (So véi gia ghi theo hop dong) phat sinh trong qua trinh sira chita duoc bén co
TSCD sira chita chap nhén thanh toan.

Cot 3: Ghi rd két qua kiém tra cta timg bo phén sau khi d3 stra chita xong.

- Két luan: Ghi y kién nhan xét tong thé vé viéc stra chita 16n TSCP ciia Hoi dong
giao nhan.

Bién ban giao nhan TSCD stra chira 16n hoan thanh 13p thanh 2 ban, dai dién don
vi hai bén giao, nhan cung ky va mdi bén giit mot ban, sau d6 chuyén cho ké toan trudong
ctia don vi c6 TSCD stra chira, soat xét xong luu tai phong ké toan.

BIEN BAN PANH GIA LAI TAI SAN CO PINH
(MAiu s6 04 - TSCD)

1. Muc dich: Xac nhén viéc danh gia lai TSCD va lam can cu dé ghi s6 ké toan
va cdc tai li¢u lién quan dén s6 chénh I¢ch (tang, gidm) do danh gi lai TSCD.
2. Phuong phap va trach nhiém ghi
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Goc trén bén trai ciia Bién ban danh gia lai TSCD ghi 16 tén don vi (hodc dong dau
don vi), bd phan sir dung. Khi c¢6 quyét dinh danh gia lai TSCD, don vi phai thanh lap
Hoi dong danh gia TSCP.

Cot A, B, C, D: Ghi sé th tu, tén, ky ma hiéu, qui cach (cip hang) sb hiéu va sd
thé cua TSCD.

Cot 1, 2, 3: Ghi nguyén gia, gia tri hao mon va gia tri con lai cia TSCD trén s6 ké
toan tai thoi diém danh gia.

Cot 4: Ghi gia tri con lai cia TSCD sau khi danh gia lai. Truong hop danh gia lai
ca gia tri hao mon thi cot nay duoc chia thanh 3 ¢dt tuong trng cot 1,2,3 dé ghi.

Cot 5,6: Ghi sb chénh 1éch giira gia danh gia so véi gia tri dang ghi trén sb ké toan
trong trudng hop kiém ké danh gid lai ca nguyén gid, gia tri hao mon va gia tri con lai thi
cac cOt nay duoc chia ra 3 ¢t tuong ng dé 14y s6 liéu ghi s ké toan.

Sau khi danh gia xong, Hoi dong c6 trach nhiém lap bién ban ghi day du cac noi
dung va cac thanh vién trong Hoi dong ky, ghi rd ho tén vao Bién ban danh gia lai TSCD.

Bién ban danh gia lai TSCD duoc 1ap thanh 2 ban, 1 ban luwu tai phong ké toan dé
ghi s6 ké toan va 1 ban luu cing véi hd so ki thuat cua TSCP.

BIEN BAN KIEM KE TAI SAN CO PINH
(Miu s6 05 - TSCP)

1. Muc dich: Bién ban kiém ké tai san c¢d dinh nham x4ac nhan sb luong, gia tri tai
san c¢b dinh hién c6, thira thiéu so v6i s6 ké toan trén co sé d6 ting cuong quan 1y tai san
¢d dinh va 1am co s& quy trach nhi¢m vat chét, ghi s6 ké toan s6 chénh léch.

2. Phuong phap va trach nhiém ghi

Goc trén bén trai ctia Bién ban Kiém ké TSCD ghi rd tén don vi (hoic dong dau
don vi), bo phan st dung. Viéc kiém ké tai san ¢ dinh duoc thuc hién theo quy dinh ctua
phap luat va theo yéu cau cua don vi. Khi tién hanh kiém ké phai l1ap Ban kiém ké, trong
d6 ké toan theo ddi tai san co dinh 1a thanh vién.

Bién ban kiém ké TSCPD phai ghi rd thoi diém kiém ké: (... gio ... ngay ... thang ...
nam ...).

Khi tién hanh kiém ké phai tién hanh kiém ké theo ting ddi twong ghi tai san c6
dinh.

Dong “Theo s6 ké toan” cin ctr vao sd ké toan TSCP phai ghi ca 3 chi tiéu: S6
luong, nguyén gia, gia tri con lai vao cot 1,2,3.

Dong “Theo kiém ké&” cin clr vao két qua kiém ké thyuc té dé ghi theo timg ddi
tuong TSCD, phai ghi ca 3 chi tiéu: $6 lugng, nguyén gia, gia tri con lai vao cot 4,5,6.

Dong “Chénh 1éch” ghi s6 chénh 1éch thira hodc thiéu theo 3 chi tiéu: Sé luong,
nguyeén gia, gia tri con lai vao cot 7,8,9.

Trén Bién ban kiém ké TSCD can phai xac dinh va ghi r& nguyén nhan gy ra thira
hodc thiéu TSCD, c6 ¥ kién nhan xét va kién nghi ciia Ban kiém ké. Bién ban kiém ké
TSCD phai co chir ky (ghi 6 ho tén) cua Truong ban kiém ké, chir ky soat xet cua ké
toan truong va giam ddc doanh nghiép duyét. Moi khoan chénh léch vé TSCD ciia don vi
déu phai béo cao giam ddc doanh nghiép xem xét.

BANG TINH VA PHAN BO KHAU HAO TSCD
(MAu s6 06 - TSCD)
1. Muc dich: Dung dé phan anh s6 khau hao TSCD phai trich va phan bo s6 khau
hao d6 cho cac ddi tuong sir dung TSCD hang thang.
2. Két cAu va ndi dung chii yéu
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Bang tinh va phan bd khau hao TSCD c6 cac cot doc phan anh sé khau hao phai tinh
cho timg ddi tuong str dung TSCH (nhu cho bd phan san xuat - TK 623, 627, cho bo phan
ban hang - TK 641, cho b phan quan ly - TK 642...) va cac hang ngang phan anh so
khéu hao tinh trong thang trudc, sé khu hao ting, giam va s6 khau hao phai tinh trong
thang nay.

Co s¢ lap:

+ Dong khiu hao di tinh thang trude 14y tir bang tinh va phan bé khau hao TSCD
thang trude.

+ Céc dong s khau hao TSCD tang, giam thang nay dugc phan anh chi tiét cho
ting TSCD c¢6 lién quan dén sd ting, giam khau hao TSCD theo ché do quy dinh hién
hanh vé khiu hao TSCP.

Dong s6 khau hao phai tinh thang nay dugc tinh bang (=) S6 khiu hao tinh thang
trude cong (+) V6i s6 khau hao tang, trir (-) S6 khau hao giam trong thang.

S6 kh4u hao phai trich thang nay trén Bang phén bd khiu hao TSCD dugc sir dung
dé ghi vao cac Bang ké, Nhat ky - Chimg tir va s6 ke todn co6 lién quan (¢t ghi C6 TK
214), dong thoi duoc st dung dé tinh gia thanh thuc té san pham, dich vu hoan thanh.

HOA PON GIA TRI GIA TANG ( Miu s6: 01 GTKT)
HOA PON BAN HANG (Miu so: 02 GTTT) (Théng tw 39)

- Hoa don Gia tri gia ting - Mau s6: 01 GTKT-3LL 14 loai hoa don sir dung cho cac t6
chtrc, c4 nhan tinh thué theo phwong phéap khéu trur.

1. Nguyén tic 1ap hoa don

a) T6 chirc, ho, c4 nhan kinh doanh chi duoc l4p va giao cho ngudi mua hang hoa,
dich vu céc loai hoa don theo hudng dan tai Thong tu nay.

b) Ngudi ban phai lap hoa don khi ban hang hoa, dich vy, bao gom cé cac truong
hop hang hoa, dich vu dung dé khuyén mai, quang cdo, hang mau; hang hoa, dich vu
dung dé cho, biéu, tang, trao d6i, tra thay luong cho nguoi lao dong va ti€u dung nodi bo
(trtr hang hoéa luan chuyén nodi bo dé tiép tuc qua trinh san xudt); xuat hang hoa duéi cac
hinh thire cho vay, cho muon hodc hoan tra hang hoa.

Noi dung trén hoa don phai dung néi dung nghi€p vu kinh té phat sinh; khong
dugc tay xoa, stra chira; phai dung cung mau myc, loai myc khong phai, khong st dung
muyc do; chir s6 va chir viét phai lién tuc, khong ngat quing, khong viét hodc in dé 1én chir
in sin va gach cheo phan con tréng (neu c0). Truong hop hoa don tu in hodc hoa don dat
in duoc 1ap bang may tinh néu c6 phan con trong trén hoa don thi khong phai gach chéo.

c) Hoa don dugc 1ap mot lan thanh nhiéu lién. Noi dung 1ap trén hoa don phai
duogc thong nhat trén cac lién hoa don c6 ciing mot so

d) Hoéa don duoc lap theo thur tu lién tuc tir s6 nho dén sb 16m.

Truong hop td chire kinh doanh ¢6 nhiéu don vi truc thudc truc tiép ban hang hoac
nhiéu co s nhan uy nhiém cung sir dung hinh thirc héa don dat in c6 cung ky hiéu theo
phuong thirc phén chia cho timg co s¢ trong toan hé thdng thi t6 chirc kinh doanh phai c6
s6 theo ddi phan bd sb lwong hoa don cho ting don vi truc thudc, timg co s nhan uy
nhiém. Cac don vi truc thudc, co sé nhan Gy nhiém phai sit dung héa don theo tha ty tur
s6 nho dén s 16n trong pham vi s6 héa don dugc phan chia.

Trudng hop to chirc kinh doanh ¢ nhiéu co s& ban hang hodc nhiéu co s¢ duoc ty
nhiém déng thot cung st dung mdt loai héa don ty in, héa don dién tor c6 cung ky hi¢u
theo phuong thirc truy xuat ngau nhién tir mot may chi thi t6 chuc kinh doanh phai cé
quyét dinh phuong an cy thé vé viéc truy xuat ngiu nhién cia cc co s& ban hang va don
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vi dugc y nhiém. Thi tu 1ap héa don duogc tinh tir s6 nho dén sb 10n cho hoa don truy
xut toan hé thong cua t6 chuc kinh doanh.

2. Cach 1ap mdt s6 tiéu thirc cu thé trén héa don

a) Ti€u thuc “Ngay thang nam” 1ap hoa don

Ngay lap héa don ddi véi ban hang héa 1a thoi diém chuyén giao quyén so hitu
hoic quyén st dung hang hoa cho nguoi mua, khong phan biét di thu dugc tién hay chua
thu duoc tién.

Ngay lap hoa don d6i véi cung tng dich vu 13 ngay hoan thanh viéc cung tng dich
vu, khong phan biét da thu dugc tién hay chua thu dugc tién. Truong hop td chuc cung
ung dich vu thyc hién thu tién trude hodc trong khi cung ing dich vu thi ngay 1ap hoa don
1a ngay thu tién.

Ngay lap hoa don déi v6i hoat dong cung cap dién sinh hoat, nudc sinh hoat, dich
vu vién thong, dich vu truyén hinh thyc hién chdm nhat khong qua bay (7) ngay ké tlep ké
tir ngay ghi chi s6 dién, nuoc tiéu thy trén ddng ho hoic ngay két thuc ky quy wéc dbi voi
viéc cung cép dich vu vién thong, truyén hinh. Ky quy udc de lam cén cu tinh lugng hang
hoa, dich vu cung cap cin ctr thoa thudn giita don vi cung cp dich vu vién thong, truyén
hinh véi nguoi mua.

Ngay lap hoa don d6i véi xay dung, 1ap dat 1a thoi diém nghiém thu, ban giao cong
trinh, hang myc cong trinh, khoi lugng xay dung, lap dat hoan thanh, khong phan biét da
thu dugc tién hay chua thu duoc tién.

Truong hop giao hang nhiéu 1an hodc ban giao timg hang muc, cong doan dich vu
thi mdi 1an giao hang hodc ban giao déu phai 1ap hoa don cho khéi luong, gia tri hang
hoa, dich vy dugc giao tuong tng.

Truong hgp t6 chirc kinh doanh bat dong san, xay dung co s¢ ha tang, xay dung
nha de bén, chuyén nhuong co thyc hién thu tién theo tién do thyc hién dy an hoac tién do
thu tién ghi trong hop dong thi ngay lap hoa don la ngay thu tién.

Ngay 1ap héa don ddi voi hang hoa, dich vu xuat khau do nguoi xuat khau tu xac
dinh pht hop véi théa thuan giita ngudi xuat khau va nguoi nhap khau. Ngay xac dinh
doanh thu xuét khau dé tinh thué 13 ngdy xac nhan hoan tat tha tuc hai quan trén to khai
hai quan.

Truong hop ban xing dau tai cac ctra hang ban 1é cho ngudi mua thuong xuyén 1a
t6 chtrc, ca nhan kinh doanh; cung cép dich vu ngan hang, ching khodan, ngay 1ap hoa don
thuc hién dinh ky theo hop dong giita hai bén kém bang ké hodc chimg tir khic c6 xac
nhan ctia hai bén, nhung chdm nhat 13 ngay cudi cung cua thang phat sinh hoat dong mua
ban hang hda hoac cung cép dich vu.

‘Ngay lap hoa don d6i voi viéc ban dau tho, khi thién nhién, dau khi ché bién va
mdt s6 trudng hop dic thu thyc hién theo huong dan riéng ctia Bo Tai chinh.

b) Tiéu thuc “Tén, dia chi, ma sb thué cua nguoi ban” “tén, dia chi, ma sb thué
clia ngudi mua”™: ghi tén day du hodc tén viét tat theo gidy chimg nhan diang ky kinh
doanh, dang ky thué.

Truong hop t chirc ban hang c¢6 don vi truc thuc c6 ma s6 thué truc tiép ban
hang thi ghi tén, dia chi, ma 5O thue cua don vi truc thudc. Truong hgp don vi truc thude
khong c6 mi s thué thi ghi ma s thué cua tru s& chinh.

Truong hop khi ban hang hoa, cung tmg dich vu tir 200.000 dong tré 1én mdi lan,
ngudi mua khong l1dy hoa don hodc khong cung cap tén, dia chi, ma s6 thué (néu c6) thi
van phai lap hoa don va ghi 16 “ngudi mua khong 1dy hoa don” hodc “ngudi mua khong
cung cép tén, dia chi, ma sb thué”.
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Riéng d6i v6i cac don vi ban 1é xing dau, néu ngudi mua khong yéu cau lay hoa
don, cubi ngay don vi phai 1ap chung mot héa don cho tong doanh thu ngudi mua khong
14y hoa don phat sinh trong ngay.

Truong hop tén, dia chi ngudi mua qua dai, trén hoa don ngudi ban duoc viét ngin
gon mot s6 danh tir thong dung nhu: "Phuong" thanh "P"; "Quan" thanh "Q", "Thanh
phd" thanh "TP", "Viét Nam" thanh "VN" hodc "C6 phan" 1a "CP", "Trach nhiém Hitu
han" thanh "TNHH", "khu c6ng nghiép" thanh "KCN", "san xuat" thanh "SX", "Chi
nhanh" thanh "CN"... nhung phai dam bao day du sb nha, tén dudng phd, phuong, x4,
quan, huyén, thanh phé, xac dinh dugc chinh xac tén, dia chi doanh nghi€p va phu hop
v6i dang ky kinh doanh, ding ky thué ciia doanh nghiép.

c) Ticu thirc “S4 thir tu, tén hang hoa, dich vu, don vi tinh, sb luong, don gia,
thanh tién™: ghi theo thtr ty tén hang hoa, dich vu ban ra; gach chéo phan bo trong (neu
c0). Truong hop hoa don tu in hoac hoa don dat in dugce 1ap bang may tinh néu co phan
con tréng trén hoa don thi khong phai gach chéo.

Trudng hop nguoi ban quy dinh mi hang hoa, dich vu dé quan 1y thi khi ghi hoa
don phai ghi ca ma hang hoéa va tén hang hda.

Cac loai hang hoa can phai dang ky quyén st dung, quyén s& hitu thi phai ghi trén
hoa don cac loai s6 hiéu, ky hiéu ddc trung cua hang hoa ma khi déng ky phap luét c6 yéu
cau Vi du: sé khung, s6 may cta 6 t6, mo to; dia chi, cap nha, chiéu dai, chiéu rong, sb
ting ctia ngdi nha hodc cin ho. ..

Céc loai hang hoa, dich vu dac thu nhu dién, nudc, dién thoai, xang dau, bao
hiém. ..dugc ban theo ky nhét dinh thi trén hoa don phai ghi cu thé ky cung cip hang hoa,
dich vu.

d) Tiéu thirc “ngudi ban hang (ky, dong dau, ghi rd ho tén)”

Truong hop thu truong don vi khong ky vao ti€u thirc nguoi ban hang thi phai co
gidy Uy quyén cua thu truong don vi cho ngudi tryc tiép ban ky, ghi & ho tén trén hoa
don va déng dau cta to chirc vao phia trén bén trai ctia to hoa don.

d) Tiéu thuc “nguoi mua hang (ky, ghi rd ho tén)”

Riéng d6i véi viéc mua hang khong truc tiép nhu: Mua hang qua dién thoai, qua
mang, FAX thi ngudi mua hang khong nhat thiét phai ky, ghi rd ho tén trén hoa don. Khi
1ap hoa don tai ti€u thic “ngudi mua hang (ky, ghi rd ho tén)”, ngudi ban hang phai ghi
0 1a ban hang qua di¢n thoai, qua mang, FAX.

Khi lap héa don cho hoat dong ban hang héa, cung ung dich vu ra nudc ngoai, trén
hoa don khong nhét thiét phai co chir ky ctia ngudi mua nudc ngoai.

e) Dong tién ghi trén hoa don

Pong tién ghi trén hoa don 1a dong Viét Nam.

‘Truong hop ngudi ban duge ban hang thu ngoai t¢ theo quy dinh cua phap luat,
tong sb tién thanh toan duoc ghi bang nguyén té, phan chir ghi bang tiéng Viét.

Vi du: 10.000 USD - Muoi nghin d6 la My.

Nguoi ban dong thoi ghi trén hoa don ty gia ngoai t& véi dong Viét Nam theo ty
gia giao dich binh quan cua thi truong ngoai t¢ lién ngan hang do Ngan hang Nha nudc
Viét Nam cong b tai thoi diém 1ap hoa don.

Truong hop ngoai té thu vé 1a loai khong c6 ty gia véi dong Viét Nam thi ghi ty
gia chéo véi mot loai ngoai té duge Ngan hang Nha nude Viét Nam cong b ty gia.

HUONG DAN LAP HOA PON BAN HANG HOA, DICH VU POI VOI MOT SO TRUONG HQP
(Ban hanh kém theo Théong tw s6 39/2014/TT-BTC ngay 31/3/2014 ciia BTC)

1. T6 chikc ndp thué gid tri gia tang theo phiwong phdp khau trir thué khi ban hang
héa, cung iing dich vu phdi sir dung héa don GTGT. Khi ldp héa don, té chirc phdi ghi
day di, ding cac yéu té quy dinh trén héa don. Trén héa don GTGT phdi ghi ré gid ban
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chua ¢6 thué GTGT, phu thu va phi tinh ngodi gid ban (néu cé), thué GTGT, téng gid
thanh toan dé c6 thué.

Té chirc, ca nhan thudc dbi trong ndp thué gia tri gia ting theo phuwong phap tinh
tryc tiép trén GTGT, phuong phap khoan khi ban hang héa, cung tng dich vu phai st
dung hoa don ban hang.

2. Trong mot sO truong hop viéc su dung va ghi hdoa don, chung tur duwoc thuc hién
cu thé nhw sau:

2.1. T6 chtc nop thué theo phuong phap khau trir thué ban hang hoa, dich vu
thuoc dbi twong khong chiu thué GTGT, dbi twong duge mién thué GTGT thi sir dung
hoa don GTGT, trén hoa don GTGT chi ghi dong gia ban 1a gia thanh toan, dong thué
suat, s6 thué GTGT khong ghi va gach bo.

Truong hop to chirc ndp thué theo phuong phap khau trir thué nhung c6 hoat dong
kinh doanh vang, bac, ¢ quy nop thué GTGT theo phuong phap truc tiép thi st dung hoa
don ban hang cho hoat dong kinh doanh vang, bac, da quy.

2.2. To chirc xuat nhap khau nop thué GTGT theo phuong phap khau trir thué nhan
nhap khau hang hoa ty thac cho cac co s& khac, khi tra hang co s nhan uy thac lap
chung tr nhu sau:

Co s& nhan nhap khau uy thac khi xuét tra hang nhap khau uy thac, néu di nop
thué GTGT ¢ khau nhap khau, co s 1ap hoa don GTGT dé co so di uy thac nhap khau
1am can ctr ké khai, khau trir thué GTGT dau vao ddi v6i hang hoa uy thac nhap khau.
Truong hop co so nhan nhap khau oy thac chua ndp thué GTGT ¢ khau nhap khau, khi
xudt tra hang nhap khau uy thac, co sé 1ap phiéu xuat kho kiém van chuyén noi bo kém
theo 1énh diéu dong ndi bd theo quy dinh lam ching tr luu thong hang hoa trén thi
truong. Sau khi da nop thué GTGT & khau nhap khau cho hang hoa nhap khau uy thac, co
s& moi 1ap hoa don theo quy dinh trén.

Hoéa don GTGT xuét tra hang nhap khau ty thac ghi:

(a) Gia ban chua c6 thué GTGT bao gdm: gia tri hang héa thyc t& nhap khau theo
gia CIF, thué nhap khau, thué tiéu thu dic biét va cac khoan phai ndp theo ché do quy
dinh & khau nhap khau (néu co).

(b) Thué sut thué GTGT va tién thué GTGT ghi theo sb thué di nop & khau nhap
khau.

(c) Tong cong tién thanh toan (= a + b)

Co so nhan nhap khau uy thac 14p héa don GTGT riéng dé thanh toan tién hoa
hong Uy thac nhap khau.

2.3. Khi xuét hang héa dé van chuyén dén cira khau hay dén noi 1am tha tyc xuét
khau, co s& sir dung Phiéu xuat kho kiém van chuyén ndi bd kém Lénh diéu dong ndi bo
theo quy dinh lam chirng tir Ivu thong hang hoa trén thi truong.

Truong hop Uy thac xuét khau hang hoa, khi Xudt hang giao cho co s¢ nhén uy
thac, co s& c¢6 hang héa Uiy thac xuat khau stir dung Phiéu xuat kho kiém véan chuyén noi
b kém theo Lénh diéu dong nd1 bd. Khi hang hoa da thuc xudt khau c6 x4c nhan cta co
quan hai quan, cin clr vao cac ching tir d6i chiéu, xac nhan vé sb luong, gia tri hang hoa
thuc té xuat khau cua co sé nhan uy théc xuat khau, co s& co hang hoéa uy théac xuét khau
1ap hoa don GTGT dé ké khai nop thué, hoan thué GTGT hodc hoa don ban hang. Co s
nhan uy thac xuat khau st dung hoa don GTGT hoic héa don ban hang dé xuit cho khach
hang nude ngoai.

2.4. Su dung hoéa don, ching tur ddi véi hang hoéa, dich vu khuyén mai, quang céo,
hang mAu, cho, biéu, ting va tiéu dung ndi bd dbi véi td chirc ké khai, ndp thué GTGT
theo phuong phap khau trir:
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a) P6i voi san pham, hang hoa, dich vu dung dé khuyén mai theo quy dinh cta
phap luat vé thuong mai thi phai 1ap hoa don, trén hoa don ghi tén va s lugng hang hoa,
ghi 15 13 hang khuyén mai, quang céo, hang mau va thyuc hién theo hudng dan cta phap
luat vé thué GTGT.

b) Péi véi hang hoa, dich vu dung dé cho, biéu, ting, trao doi, tra thay luong cho
nguoi lao dong va tiéu dung ndi bd thi phai 1ap hoa don GTGT (hodc hdéa don ban hang),
trén hoa don ghi day du cac chi tiéu va tinh thué GTGT nhu héa don xuit ban hang hoa,
dich vu cho khéch hang.

2.5. Hang hoa, dich vu 4p dung hinh thirc chiét khau thuong mai danh cho khach
hang thi trén hoa don GTGT ghi gia ban di chiét khiu thwong mai danh cho khach hang,
thué GTGT, téng gia thanh toan d3 c6 thué GTGT.

Néu viéc chiét khau thuong mai can clt vao sb lugng, doanh sb hang hoda, dich vu
thi sb tién chiét khdu cua hang hoa da ban duoc tinh diéu chinh trén héa don ban hang
hoa, dich vu ctia 1an mua cudi cing hozc ky tiép sau. Truong hop sb tién chiét khau duoc
1ap khi két thic chuong trinh (ky) chiét khau hang ban thi dugc 1ap hoa don diéu chinh
kem bang ké cac s6 hoa don can diéu chinh, sd tién, tién thué dleu chinh. Can ctr vao hoa
don diéu chinh, bén ban va bén mua ké khai diéu chinh doanh s6 mua, ban, thué dau ra,
dau vao.

2.6. T6 chirc kinh doanh ké khai, ndp thué GTGT theo phuwong phap khau trir xuit
diéu chuyén hang hoa cho cac co s¢ hach toan phu thudc nhu cac chi nhanh, ctra hang &
khac dija phuong (tinh, thanh phd tryc thuéc Trung wong) dé ban hodc xuat diéu chuyén
gitra cac chi nhanh, don vi phu thu¢c véi nhau; Xuat hang hoa cho co s¢ nhan lam dai ly
ban dung gia, huong hoa hong, cin ctr vao phuong thie to chire kinh doanh va hach toan
ké toan, co s& co thé lwa chon mot trong hai cach sir dung hoa don, ching tir nhu sau:

a) Str dung hoa don GTGT dé lam can c thanh toan va ké khai nop thué GTGT ¢
tung don vi va tung khau ddc lap vdi nhau;

b) St dung Phiéu xuit kho kiém vén chuyén ndi bo kém theo Lénh diéu dong noi
bd; Sir dung Phiéu xuét kho hang guri ban dai 1y theo quy dinh ddi véi hang hoa xuat cho
co s& lam dai 1y kém theo Lénh diéu dong ndi bo.

Co s¢ hach toan phu thuoc, chi nhanh, ctra hang, co s& nhan lam dai ly ban hang
khi ban hang phai lap hoa don theo quy dinh giao cho ngudi mua, dong thoi lap Bang ké
hang hoa ban ra giri Vé co s& c6 hang hoa diéu chuyén hoic co s ¢d hang hoa giri béan
(goi chung 1a co s& giao hang) dé co so giao hang lap héa don GTGT cho hang héa thuc
té tidu thu giao cho co s hach toan phu thudc, chi nhanh, ctra hang, co s& nhan lam dai ly
ban hang.

Truong hop co so ¢ s6 luong va doanh sé hang hoa ban ra 16n, Bang ké c6 thé 1ap
cho 05 ngay hay 10 ngay mét 1an. Truong hop hang hoa ban ra c6 thué suat thué GTGT
khac nhau phai 1ap bang ké riéng cho hang hoa ban ra theo tig nhoém thué suét.

Co s¢ hach toan phu thugc, chi nhanh, ctra hang, co s& nhan lam dai ly ban hang
thuc hién ké khai nop thué GTGT ddi véi s6 hang xuat ban cho ngudi mua va dugc ké
khai, khau trir thué GTGT dau vao theo hoa don GTGT cia co sé giao hang xuét cho.

Truong hop cac don vi truc thudc ctua co sé kinh doanh nong, Iam, thuy san da
dang ky, thuc hién ké khai nop thué GTGT theo phuong phap khau trir, ¢6 thu mua hang
hoa 1a néng, 1am, thuy san dé diéu chuyén, xuit ban vé tru s chinh cta co so kinh doanh
thi khi diéu chuyén, xuét ban, don vi truc thudc sir dung Phiéu xuat kho kiém van chuyén
noi bo, khong st dung hoa don GTGT.

2.7. T6 chirc, ca nhan lam dai 1y thu mua hang hoa theo cac hinh thuc khi tra hang
hoéa cho co s& ty thac thu mua phai 1ap hoa don cho hang héa thu mua dai 1y va hoa hong
dugc huong (néu co).
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2.8. T6 churc, c4 nhan mua hang héa, ngudi ban da xuat hoa don, ngudi mua da
nhan hang, nhung sau d6 ngudi mua phat hién hang hoa khong dung quy céach, chat luong
phai tra lai toan bd hay mot phan hang hoa, khi xuét hang tra lai cho nguoi ban, co sé
phai 1ap héa don, trén hoa don ghi ré hang hoa tra lai ngudi ban do khong ding quy cach,
chat lugng, tién thué GTGT (néu co).

Trudng hop nguodi mua 1a doi twong khong co hoéa don, khi tra lai hang hoa, bén
mua va bén ban phai 1ap bién ban ghi rd loai hang hoa, sb lwong, gia tri hang tra lai theo
gia khong c6 thué GTGT, tién thué GTGT theo héa don ban hang (s6 ky hiéu, ngiy,
thang cta hoa don), 1y do tra hang va bén ban thu hdi hoa don di 1ap.

2.9. T6 chirc, ca nhan xuit hang hoéa ban luu dong st dung Phiéu xuat kho kiém
van chuyén ndi bd kém theo Lénh diéu dong ndi bo theo quy dinh, khi ban hang co so lap
hoa don theo quy dinh.

2.10. Co s¢ xay dung c6 cong trinh xay dung, lép dat ma thoi gian thyc hién dai,
viéc thanh toan tién thuc hién theo tién dd hodc theo khéi luong cong viéc hoan thanh ban
giao, phai 1ap hoa don thanh toan khéi luong xay lip ban giao. Héa don GTGT phai ghi
ré doanh thu chua co6 thué va thué GTGT. Truong hop cong trinh xay dung hoan thanh
da 1ap hoa don thanh toan gia tri cong trinh nhung khi duyét quyét toan gia tri cong trinh
XDCB c¢6 diéu chinh gia tri khoi lwong xay dung phai thanh toan thi 1ap hoa don, chiing
tir diéu chinh gié tri cong trinh phai thanh toan.

2.11. Truong hop t6 chtrc, c4 nhan kinh doanh bt dong san, xay dung co so ha
tang, xay dung nha de ban, chuyén nhugng co thyc hién thu t1en theo tién d6 thyc hién dy
an hodc tién d6 thu tién ghi trong hop dong thi khi thu tién, to chtrc, ca nhan phai 1ap hoa
don GTGT. Trén hoa don ghi r6 s6 tlen thu, gia dat duoc giam trir trong doanh thu tinh
thué GTGT, thué suat thué GTGT, s6 thué GTGT.

2.12. T6 chirc cho thué tai chinh cho thué tai san thudc ddi tuong chiu thué GTGT
phai 1ap hoa don theo quy dinh.

T6 chiic cho thué tai chinh cho thué tai san thudc d6i twong chiu thué GTGT phai
c6 hoa don GTGT (ddi véi tai san mua trong nude) hodc ching tir ndp thué GTGT & khau
nhap khau (d6i voi tai san nhap khau); tong sb tién thué GTGT ghi trén hoa don GTGT
phai khép véi s6 tién thué GTGT ghi trén hoa don GTGT (hoic ching tir ndp thué GTGT
khau nhép khau).

Céc truong hop tai san mua dé cho thué khéng thudc dbi twong chiu thué GTGT,
khong c6 héa don GTGT hoidc chimg tir ndp thué GTGT & khau nhap khau thi khong
duoc ghi thué GTGT trén héa don.

Viéc lap hoa don nhu sau:

- Trudng hop t6 chtrc cho thué tai chinh chuyén giao toan bd sb thué GTGT ghi
trén hoa don tai san mua cho thué tai chinh cho bén di thué tai chinh duoc ké khai khau
trir mot 1an thué GTGT dau vao cta tai san cho thué tai chinh, to chirc cho thué tai chinh
1ap hoa don cho bén di thué dé lam can ctr khau trir thué GTGT dau vao nhu sau:

Trén héa don GTGT thu tién 1an dau cua dich vu cho thué tai chinh, td chic cho
thué tai chinh ghi ro: thanh toan dich vu cho thué tai chinh va thué GTGT dau vao cua tai
san cho thué tai chinh, dong tién hang ghi gia tri dich vu cho thué tai chinh (khoéng bao
gém thué GTGT cua tai san), dong thué suit khong ghi va gach chéo, dong tién thué
GTGT ghi dung sé thué GTGT déu vao cua tai san cho thué tai chinh.

- X1r Iy 1ap hoa don khi hgp dong chdm dirt trude thoi han:

+ Thu hoi tai san cho thué tai chinh: Truong hop to chirc cho thué tai chinh va bén
di thué lya chon khau trir toan b s6 thué GTGT ciia tai san cho thug, bén di thué diéu
chinh thué GTGT da khau trir tinh trén gia tri con lai chua co thué GTGT xéac dinh theo
bién ban thu hoi tai san dé chuyén giao cho to chirc cho thué tai chinh. Trén héa don



73
GTGT ghi rd: xuét tra tién thué GTGT cua tai san thu hoi; dong tién hang, dong thué suat
khong ghi va gach bo; dong tién thué ghi sb tién thué GTGT tinh trén gia tri con lai chua
c¢6 thué GTGT xac dinh theo bién ban thu hdi tai san.

+ Ban tai san thu hoi: T6 chirc cho thué tai chinh khi ban tai san thu hdi phai 1ap
hoa don GTGT theo quy dinh giao cho khach hang.

2.13. To chirc, ca nhan c6 hoat dong mua, ban ngoai té phat sinh & nudc ngoai lap
Bang ké chi tiét doanh sé mua ban theo timg loai ngoai té. Co s& phai luu giir cac chimg
tir giao dich v6i bén mua, ban ¢ nude ngoai theo dung phap luat vé ké toan. Cac hoat
dong mua, ban ngoai t¢ phat sinh ¢ trong nudc phai lap hoa don theo quy dinh.

2.14. T6 chirc, ca nhan mua, ban vang, bac, da quy néu mua cta ca nhin khong
kinh doanh, khong c6 hoa don thi 1ap Bang ké hang héa mua vao theo hudng dan cta Bo
Tai chinh vé thué thu nhap doanh nghiép.

2.15. Hoa don, chimg tir d6i véi tai san gép von, tai san diéu chuyén duoc thuc
hién nhu sau:

a) Bén co tai san gop von 1a ca nhén, t6 chire khong kinh doanh:

a.l. Truong hop ca nhan, t6 chitc khong kinh doanh c6 gop vén bang tai san vao
cong ty trach nhiém hiru han, cong ty co phan thi chimg tir d6i voi tai san gop von 1a bién
ban chimg nhan gép von, bién ban giao nhan tai san.

a.2. Truong hop ca nhan dung tai san thudc sé hitu ciia minh, gia tri quyén sir dung
dat dé thanh 18p doanh nghiép tu nhan, van phong ludt su thi khong phai lam thu tuc
chuyén quyén s hiru tai san, chuyén quyén st dung dat cho doanh nghiép tu nhan,
truong hop khong c6 chung tir hop phap chimg minh gia vbn cua tai san thi phai c6 vin
ban dinh gia tai san cua t6 chirc dinh gia theo quy dinh cta phap luat dé 1am co sé hach
toan gid tri tai san cb dinh.

b) Bén ¢o tai san gop von, €0 tai san diéu chuyén 1a t6 chtic, c4 nhan kinh doanh:

b.1. Tai san gop von vao doanh nghiép phai c6: bién ban gdp von san xuat kinh
doanh, hop dong lién doanh, lién két; bién ban dinh gia tai san cua Hoi dong giao nhan
von gop cua cac bén gop von (hoic vin ban dinh g1a cua to chtrc ¢6 chirc nang dinh gia
theo quy dinh cua phap luét), kém theo bo hé so vé ngudn gdc tai san.

b.2. Tai san diéu chuyen gitra cac don vi thanh vién hach toan phu thu¢c trong t6
chtrc, c4 nhan; tai san diéu chuyén khi chia, tach, hop nhat, sap nhap, chuyén doi loai hinh
doanh nghiép thi to chure, ca nhén c6 tai san diéu chuyén phai c6 1énh diéu chuyén tai san,
kém theo b ho so ngudn goc tai san va khong phai xuit hoa don.

Truong hop tai san diéu chuyén gitta cac don vi hach toan doc lap hodc gitra cac
don vi thanh vién co tu cach phap nhan diy du trong ciing mot t6 chirc, ca nhan thi to
chtrc, c4 nhan c6 tai san diéu chuyén phai 14p héa don GTGT theo quy dinh.



