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CHUONG I
BAN CHAT VA POI TUGNG CUA KE TOAN

1.1. Ban Chadt Ké Todn
1.1.1. Khdi niém ké todn

C6 nhiéu khdi niém khic nhau vé k&€ todn. Tuy nhién cdc khdi niém nay déu xoay
quanh hai khia canh: Khia canh khoa hoc va khia canh nghé nghiép.

Xét trén khia canh khoa hoc thi k& todn dudc xdc dinh d6 1a khoa hoc vé thong tin va
ki€m tra cdc hoat dong kinh t&, tai chinh gin lién v6i mot td chitc nhat dinh (goi chung 13 chd
thé) thong qua mdt hé thdng cac phuong phap riéng biét.

Xét trén khia canh nghé nghiép thi k&€ todn dugc x4c dinh 14 cong viéc tinh todn va ghi
chép biing con s& moi hién tugng kinh t& tai chinh phat sinh tai mot t6 chifc nhat dinh nhim
phdn 4nh va gidm ddc tinh hinh va k&t qua hoat dong cia don vi thdng qua 3 thudc do: tién,
hién vat va thdi gian lao dong trong d6 tién té& 1 thudc do chii yéu.

1.1.2. Cdc doi tugng sit dung thong tin ké todn

- Cac nha quan tri doanh nghiép

- Can bd cong nhan vién; cic cd dong; chi sd hitu.
- Cdc bén lién doanh, nha tai tr¢ von, nha dau tu.

- Khach hang, nha cung cap.

- Co quan thué; cuc théng ké.

- Cé4c cd quan qudn ly nha nu6c va cap chd quin.

1.2. Déi tugng ciia ké todn

D6i tugng k€ todn 1a tai sdn: thudc quyén quan 1y va st dung cla doanh nghiép ciing
nhu su van dong, thay ddi clia tai san trong qua trinh hoat dong ctia doanh nghiép.

Tai san trong doanh nghiép bao gid ciing bi€u hién trén hai mit: k&t ciu cla tai san
(cho biét tai sdn gdm nhitng gi?) va ngudn hinh thanh tai sdn (cho biét tai sdn cho ddu ma
c6?) do vay, ddi tugng cu thé k& toan dugc xac dinh dya trén hai mit nay:

- K&t cdu cua tai san bao gdom:
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+ Tai sin luu dong: tién mit, tién giti ngan hang, nguyén vat liéu, sdn phim, ng phai

+ Tai sin ¢d dinh: nha xudng, mdy méc thi€t bi,.....
¢ Ngudn hinh thanh tai sin bao gom:
- No phdi trd: vay ngin han, vay dai han,....

- Ngudn von chii s hitu: ngudn von kinh doanh, 1gi nhuan chua phian phdi, cic quy cla
doanh nghiép.

¢ Ngoai ra, ddi tuong cu thé cia cia k& todn bao gdbm cic giai doan khic nhau clia
qué trinh t4i sdn xuit trong doanh nghiép.

1.3. Cdc khdi niém va nguyén tdc ké todn dugc thita nhin
1.3.1. Nhitng khdi niém ké todn
1.3.1.1. Khdi niém to chitc kinh doanh.
1.3.1.2. Khdi niém kinh doanh lién tuc
1.3.1.3. Khdi niém déng bac cé dinh
1.3.1.4. Khdi niém vé ky thoi gian
1.3.2. Nhitng nguyén tdc ké todn dugc thica nhdn
(1) Gié phi
(2) Nguyén tic bdo thu (than trong)
(3) Nguyén tic khdch quan
(4) Nguyén tic kién dinh (nh4t quan)
(5) Nguyén tic ghi nhan doanh thu

(6) Nguyén tic tuong @ng (phl hgp)
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(7) Nguyén tic trong yé&u
(8) Nguyén tic cong khai, 16 rang, dé hi€u

(9) Nguyén tic rach rdi gitta hai nién do
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CHUONG II

BANG CAN POI KE TOAN VA BAO CAO KET QUA HOAT PONG
SAN XUAT KINH DOANH

2.1. Bang Can Déi Ké Todn
2.1.1. Khdi niém

Bang cin d6i k& 12 mdt bdo cdo tai chinh tdng hgp phdn 4nh tdng quat toan bd tai san
cda doanh nghiép theo 2 cach phin loai: k&t ciu cla tai sin va ngudn hinh thanh tai sin dudi
hinh thic tién t€ tai mot thdi di€m nha't dinh.

Bing cin ddi k& todn 1a ngudn thong tin tai chinh quan trong, cho nhiéu ddi tugng khac
nhau va 12 bdo cdo bit budc.

2.1.2. Néi dung, két cdu

- Bdng cin d6i k&€ todn phai phdn 4nh hai mit von kinh doanh 13: Tai sdn va ngudn von
(Ngudn hinh thanh tai sdn)

- Mdi phin tai sin va ngudn von déu dugc ghi theo 3 cot: M s8, sd dadu nim va s6 cudi
k3.

Phan tai sdn gom:

A: Tai sdn luu dong va dau tu ngin han

B: Tai sdn c¢6 dinh va dau tu dai han
¢ Phan nguén hinh thanh tai sin bao gém

A: N¢ phai tra

B: Ngudn vdn chi s hitu

Tinh chit co ban clia bdo cdo dinh khodn 12 tinh ciAn d6i gifta ti sdn vé ngudn von,
bi€u hién:

Téng cong tai sdn = Tdng cdng ngudn vén hoic (A+B) Tai san = (A+B) ngudn von.

Béang cin ddi k€ toan phan 4nh tinh hinh tai sin va ngudn von tai mot thdi di€ém nhat

dinh. Do viy, ctt sau mdi nghiép vu kinh t& phat sinh bang cin ddi k€ toan sé& thay ddi cu
thé:
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Né&u nghiép vu phat sinh 4nh huéng d&€n 01 bén (hay 01 phan) cia bing can ddi k& todn
(tai sdn hay ngudn von) thi :
+ NE&umot tai sdn ting thi phdi c6 mot tai sdn gidm tuong ¥ng.
+ N&umdt ngudn von ting thi phdi c6 mdt ngudn von gidm tuong ng.
S6 tong cong cia Bang can ddi k€& todn khong thay doi.

Né&u nghiép vu phét sinh 4nh hudng dén 02 bén (hay 02 phin) clia bidng can d6i k€ todn
c6 nghia 1a 4nh hudng dén tai sdn va ngudn von thi :

+ N&u mdt tai sén ting thi phdi c6 mdt ngudn vdn ting tuong dng.
+ N&umdt tai sdn gidm thi phdi c6 mdt ngudn von gidm tuong ¥ng.
S& téng cong clia Bang can ddi k€ todn ciing ting hay gidm mdt lugng tuong Wng.

2.2. Bdo cdo két qud hoat dpng kinh doanh
2.2.1. Khdi niém

Bing k&t qui hoat dong kinh doanh 12 mdt bdo cdo tai chinh tdng hdp, phin dnh tdng
quét tinh doanh thu, chi phi tao ra doanh thu va k&t qua kinh doanh trong mot ky k€ todn ctlia
doanh nghiép.

- B4do cdo k&t qua hoat dong kinh doanh ciing 12 ngudn thdng tin tai chinh quan trong,
can thi€t cho nhitng d6i tugng khac nhau va 13 bdo bit budc.

2.2.2. Néi dung va két cdu ciia bdo cdo két qud hoat dong kinh doanh

2.2.2.1. Noi dung

Bdo cdo k€&t qud kinh doanh phdn 4nh tinh hinh va két qua kinh doanh (lai, 16 kinh
doanh) clia tirng mit hoat dong kinh doanh clia don vi, dong thdi phan dnh tinh hinh thyc hién
nghia vu véi Nha nudce cua don vi.

2.2.2.2. Két cdu

B4o cdo két qua kinh doanh gém 3 phan:

Phan 1: L3i 15

Phan 2: Tinh hinh thuc hién nghia vu véi Nha nudc.

Phan 3: Thu€ gi4 tri gia ting dugc khau trir, thu€ gid tri gia ting dugc hoan lai, thué gid
tri gia ting dudc gidm, thu€ gia tri gia ting hang bdn ndi dia.
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CHUONG III1

TAI KHOAN VA GHI SO KEP

3.1.

Tai khodn

Khdi niém tai khodn

- Tai khodn 1a phuong phdp phan loai cdc d6i tugng ké todn theo ndi dung kinh t€. Mdi
doi trong k€ todn khic nhau dugce theo ddi trén mdt tai khodn riéng.

V& hinh thtic bi€u hién thi thi khodn 13 s6 k& todn tdng hdp dudc ding dé€ ghi chép s6

hién c¢6, sd ting 1én, s& gidm xudng cho tirng ddi tugng k& todn.

- Tai khodn dugc nha nudc qui dinh thong nhat vé tén goi, sd hiéu, ndi dung va cdng

dung.

3.3.2. Két cdu ciia tai khodn va nguyén tdc phdn dnh vao ting logi tai khodn

- P€ phén 4nh tinh 2 mit: ting - gidm cho titng ddi tugng k& todn nén sd tai khodn dugc
chia ra lam hai bén:

+ Bén trdi goi la bén Ng.

+ Bén phai goi la bén C6

DANG CHU T
Ng S6 hiéu tai khodn Co
DANG SO
Chiing tir Tai khoan S6 tién
: . Dién giai o ;
Ngay S6 hiéu doi1 Ung Ng Co
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Nguyén tic ghi chép vao céc tai khodn

Tai khodn k& todn trong doanh nghiép dudc phan thanh 3 loai:
— Tai khodn tai sdn
— Tai kho&n ngudn vén

Tai khodn trung gian phdn 4nh qu4 trinh sin xuat kinh doanh.

¢ Taikhodn tai sdn:

Ng S6 hiéu tai khodn

Co
S6 du dau ky
S6 phat sinh S6 phat sinh
tang trong Ky gidm trong k¥
Cong so phat Cong so phat
sinh trong k¥ sinh trong k¥
S6 du cudi ky
¢ Taikhodn ngudn von:
Ng S& hiéu tai khodn c6
S du ddu ky
S& phét sinh S8 phét sinh
gidm trong ky ting trong ky
Cong sd phat Cong sd phat
sinh trong ky sinh trong ky
S& du cudi ky
SDcudiky | | SDdau ky 4 Phatsinh tang trongky | | Phatsinh gidm trong k¥

Tai khoan trung gian: Tai khodn nay diing d€ theo doi qué trinh hoat dong san xuit kinh
doanh .

/7 N

« Tai khoan doanh thu:

~ g ~

+ K&t cAu tai khodn doanh thu gidng tai khodn ngudn von

g

+ Cu6i ky khdng c6 s6 du.
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N¢  S6 hiéu tai khodn Co

S6 phat sinh
gidm trong ky

Cong sO phat
sinh trong ky

% Tai khodn chi phi:

S6 phat sinh
tdng trong ky

Cong sO phat
sinh trong ky

+ K&t cau tai khodn chi phi gi6ng tai khodn tai san.

+ Cudi ky khong c6 s6 du.

N¢  S6 hiéu tai khodn Co

S6 phéit sinh
tdng trong ky

Cong s6 phat
sinh trong ky

S6 phéit sinh
gidm trong k¥

Cong s6 phat
sinh trong ky

< Tai khodn x4c dinh k&t qué kinh doanh:

+ Bén nd tap hgdp chi phi tao ra doanh thu

+ Bén c6 phan dnh doanh thu thuan dugc két chuyén

+ Chénh léch bén ng va bén cé két chuyén vao tai khoan Igi nhuin chua

phan phoi

3.2. Ghi s6 kép
3.2.1.Khdi niém

Ghi s6 kép, 12 mot phuong phap k& todn diing dé ghi chép sd tién clia nghiép vu kinh t&

phdt sinh vao céc tai khoan cé lién quan.

DPé€ ghi s8 kép vé mit nguyén tic 1a phai dinh khodn cic nghiép vu phat sinh, cu thé:
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Xdc dinh nghiép vu phét sinh 4nh hudng dén nhitng ddi twgng k& todn nao ? (Xac dinh
tai khodn li€n quan?)

Bi€n dong ting gidm cla tirng doi tugng (X4c dinh tai khodn ghi nd va tai khodn ghi cé)
Quy md bi€n dong cia tirng d6i tugng (SG tién ghi nd va ghi cb)

3.2..2. Cdc loai dinh khodn

3.2.2.1.Khdi niém

Pinh khodn k€& todn 13 viéc xdc dinh cic tai khodn ddi tng d€ ghi chép mot nghiép vu
kinh t€ ph4t sinh. Nghia la ghi ng vao tai khodn nao? va ghi ¢6 vao tai khodn nao?

3.2.2.2.Cdc loai dinh khodn
Co6 hai loai dinh khoan la dinh khodn don gian va dinh khoan phitic tap

- Binh khoén giédn don: Chi lién quan dén hai tai khodn trong d6 c¢6 mot TK ghi bén Ng
va mdt TK ghi bén cé.

- Pinh khodn k€ todn phic tap: Lién quan tir 3 ti khodn trd 1én trong d6 ¢6 mot TK ghi
bén Ng va 2 TK ghi bén C6 trd 1én hoidc ngudc lai c6 mdt TK bén C6 va hai ghi bén Ng trd
1é€n

3.2.2.3. Tinh chd't cia cdc dinh khodn

— M®di nghiép vu kinh t€ phét sinh it nhat phdi ghi vao 2 tai khodn k& todn c6 lién
quan.

— Khi ghi ng tai khoan nay thi phai ghi c6 tai khoan kia va ngugc lai

— S6 tién ghi bén ng va bén c6 clia mot dinh khodn phdi bing nhau

3.3. K&'todn tong hop va ké todn chi tiét

K& toan tdng hop la viéc st dung céc tai khodn k& toan cap 1 d€ phan dnh va gidm ddc
cc doi tugng k€ todn mot cach téng quat theo nhitng nghiép vu kinh t€ phat sinh trong doanh
nghiép.

Tai khodn t6ng hgp 12 tai khodn cAp 1 (12 loai dugc ky hiéu bing 3 chit s6) ding dé
phan anh téng quit vé tinh hinh hién c6 va bién dong cia titng ddi tugng k& toan
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Vi du: Phan 4nh tdng quét vé tinh hinh ng phai thu clia khach hang (131), tai khodn nay
chi phdn 4nh téng s6 ng phai thu qua tirng thdi ky nhung khong chi ti€t cu thé 1a phai thu cla
ai, thu vé khoan nao....

K& todn chi ti€t dudc thyc hién dé€ cung cap thong tin chi tiét, ti mi vé mot ddi tugng k&
todn cu thé da dudc theo doi trén TK cAp 1 nhim d4p ng yéu cau quan ly cu thé tai DN

Tai khodn phan tich dugc st dung d€ chi ti€t cho tai khoan tdng hdp. Nhu vy, viéc md
tai khodn phan tich theo tirng tai khodn tdng hgp va tai khodn phan tich phdi thong nhat véi
tai khodn tong hdp vé noi dung va két cAu. Téng s6 du va sd phdt sinh clia tit ci cdc tii
khodn phan tich cda cling mdt tai khodn tdng hgp thi phai bing s6 du va s phdt sinh cla tai
khodn téng hop dé.

Tai khodn phan tich bao gdm tai khodn (ti€u khodn, ky hiéu biing 4 cht s&) va cic s6
chi ti€t (tai khodn cip 1, thi khodn cip 2 quy dinh théng nhat trong hé thong tai khodn k&
to4dn. Riéng s chi ti€t thi tiy theo yéu cAu quan Iy ma don vi tu xay dung.

Vi du: B€ chi ti€t ng phai thu ctia don vi, ngudi ta phadi md cac s6 chi ti€'t d€ theo doi vé
cong nd theo ting khach hang goi 1 chi ti€t ng phdi thu cho khich hang.

Trong thuc t&, viéc ghi sd tai khodn téng hdp goi 13 k& todn tdng hdp, viéc ghi s6 tai
khodn phan tich dugc goi 12 k€& todn chi tiét.

K& todn tdng hdp va k& todn phan tich phai ti€n hanh ddng thdi. Cudi ky k€ toan, phai
lap bang tdng hop céc chi ti€t cho tiing loai tai khodn tdng hgp d€ so sdnh s& du, s& phat sinh
clia cdc tai khodn phan tich véi tai khodn tdng hop.

Tai khodn cdp 2

— Tai khodn cap 2 la hinh k€ todn chi ti€t s& liéu da dugc phén 4nh trong tai khodn
cap 1.

— Tai khodn cap 3 1a hinh k€ todn chi ti€t s6 liéu da dudc phdn 4nh trong tai khodn
cap 2.

TK cap 2 dugc nha nuSc qui dinh thong nhat. Mot s§ trudng hdp nha nudc con qui dinh cd TK
cap 3.

3.3.4. S& chi tiét

S& chi ti€t 12 hinh thifc k€ todn chi ti€t s§ liéu dd duge phin 4nh trong tai khodn cap 1
hoic cip 2, cip 3 theo yéu ciu quan 1y clia doanh nghiép.

. 2 N N ~ N 2 g ~ . ~ 2 A A
Khi phan anh vao tai khodn cip 2 va cac s6 quy trich 1di bao dam cédc yéu cau
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- Thyc hién dong thdi véi viéc ghi chép vao TK cip 1
- Nguyén tic ghi chép phit hdp véi TK cap 1
- Bén canh thu6c do bing tién, trén cdc sd chi ti€t con ghi chép theo thudc do hién vat
hodc thudc do thdi gian lao dong.
3.4. M6i quan hé giita tai khodn va bang can doi ké todn
TK va Bang cin ddi k€ todn c6 mdi quan hé mat thi€t dudc bi€u hién qua cic mit:

- Pau ky phai cin ctt Bing cAn d6i k& toan dugc 14p vao cudi ky trude d6 d€ mé cic TK
twong ng va ghi s6 du dau ky vao ciac TK.

e N 9 . - P N ~ e N 2 2 2 1A A e ~ 2
- Cu6i ky phai cidn cd vao s6 du cudi ky ctia cac TK d€ 14p ra Bang can ddi ké todn
mdi.
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CHUONG IV

TINH GIA CAC POI TUGNG KE TOAN

4.1. cdc nhén té’ anh hudng dén viéc tinh gid

4.1.1. Miic gid chung thay doi

— Theo nguyén tic gid phi doi héi phai hach todn tdi sdn theo gid thyc t€ khi phat
sinh nghia 1a phan 4anh theo gia lich si.

— Khi mic gid chung trong nén kinh t& thay ddi s& 1am thay ddi gid cd biét clia cdc
loai tai san cia doanh nghiép.

4.1.2. Yéu cdu qudn Iy ndi b va don gidn héa cong tdc ké todn

— Thong thudng st dung gid tam tinh (goi 1 gid hach todn) dé€ phin anh nhitng
nghiép vu kinh € c¢6 lién quan dén nhitng d6i twgng k€& todn ma gid thuc t€ ludn
ludn bi€n dong nhu ngoai t& ching han,...

— Gi4 hach todn dudc xdc dinh ngay tifr diu nién d6 hoic dau ky hach todn va 6n
dinh trong sudt ky hach todn d6. Cudi ky k& todn phai diéu chinh gid hach todn
theo gia thyc té.

4.2. Tinh gid mjt s6 doi tugng chii yéu

4.2.1.Tai san cé dinh

TSCP dugc phan anh theo cac chi ti€u: Nguyén gid, Gia tri hao mon, Gia tri con
Gia tri con lai = Nguyén gid — Gid tri hao mon

Nguyén gid TSCD: 1a gi4 tru ban dau, day di khi dua tai sdn cd dinh vao sit dung.
Viéc x4c dinh nguyén gid dudc nha nu6c qui dinh thong nhat

4..2.2. Vat liéu

4.2.2.1. Gidi thi¢u vé phiong phdp ké khai thuong xuyén va kiém ké dinh ky

— Phuong phap ké khai thudng xuyén: 1a phuong phap theo doi va phan dnh mét cach thudng
xuyén, lién tuc tinh hinh xuit, nhap ton kho clia vat tu, hang
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— héa, thinh phadm trén s6 k€ toan sau mdi 1an phat sinh nghiép vu nhap hodc xuat.

Tri gia ton . Tri gid nhap _  Trigid xudt _  Trigid ton
dauky trong ky trong ky cudi ky

— Phuong phéap ki€m ké dinh ky: 12 phuong phdp ma trong ky k& todn chi & chitc theo doi
cac nghiép vu nhip vao, cudi ky ti€n hanh ki€m ké tinh hinh tén kho, rdi x4c dinh hang
da xuat kho trong ky.

Tri gid ton . Trigid nhap _ Tri gid ton _  Tri gid xudt
dau ky trong ky cudi ky trong ky
 Luuy:

+ SW dung phuong phap ki€ém ké dinh ky phai cin than v6i hang ton

+ Chi 4p dung & cdc don vi thudng mai kinh doanh cédc mit hang c¢6 gid tri thap, sd lugng
16n, c6 nhiéu quy céch,...
4.2.2.2. Tinh gid vat lieu nhdp
Hang nhap kho dugc xdc dinh tuy theo tirng ngudén nhap nhu sau:

¢ Mua ngoai:

Gid tri thuc _  Gié mua thyc t€ Thué& Chi phi Khodn
t& nhap trén héa don (néu c6) thu mua gidm  gid

dugc hudng
— Gid mua: Gia ghi trén héa don clia ngudi ban hodc gid mua thyc t€.
—  Chi phi thu mua: Gdm chi phi van chuyén, b&c xép, bio quan,..

¢ Tu ché& bi€n hoic thué ngoai gia cong ché bién

Gid thyc t€ = Gi4 thyc t&€ xudt ch€ bi€n hoic +  Chi phi ch& bi€n hoic chi phi
nhép thué bén ngoai gia cong thué ngoai gia cong

¢ Go6p von lién doanh hoic gép von ¢d phin

Gia thuc t€ 1a gid dugc cidc bén tham gia gép von, hoic dai hoi c6 dong hoic hoi ddng
quén tri théng nhat dinh gia.

4.2.2.3. Tinh gid vat liéu xudt
C6 thé tinh gid theo mot trong bon phuong phap:

Phuong phap thuc t€ dich danh
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Phuong phdp nhap trudc - xuit trudce.
Phuong phdp nhap sau - xuit trudc.
Phuong phap don gia binh quén.

Vi du: C6 tinh hinh nhap kho 1 loai nguyén vat liéu A tai mot doanh nghi€p trong thing
10/2001 nhu sau:

Ngiy. thing DPon vi S6 lugng B\dn gid Théln\h tién
’ tinh (kg) (dong/kg) (dong)
02/10/2001 Kg 500 60 30.000
05/10/2001 Kg 600 70 42.000
10/10/2001 Kg 400 60 24.000
14/10/2001 Kg 1.000 80 80.000
176000

Ngay 15/10 xuat kho 900 kg da st dung. Xdc dinh tri gid xuat kho
1) Phuong phdp thuc t€ dich danh

Xuat 1an lugt hét loai c6 don gia thap nhat, dén loai c6 don cao hon, khong phan biét
nhap trudc hay nhap sau.

500 kg X 60 d/kg = 30.000

600 kg X 70 d/kg = 42.000
Tdng cong: 900 kg 72.000
2) Phuong phdp FIFO (Nhap trude, xuat trude)

500 kg X 60 d/kg = 30.000

400 kg X 70 d/kg = 28.000
Tdng cong: 900 kg = 58.000
3) Phuong phdp LIFO (nhap sau, xuat trudc)

900 kg X 80 d/kg = 72.000
Tdng cong: 900 kg = 72.000
4) Phuong phdp thyc t&€ binh quin gia quyén

Don Gid xutkho (500 x 60) + (600 x70) + (400 x 60) + (1.000 x 80) _ 66,4/kg

500 + 600 + 400 + 1.000
900 x 66,4 = 59.760"
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CHUONG V

CHUNG TU KE TOAN VA KIEM KE

5.1. Chiing tir ké todn
5.1.1. Khdi niém va ¥ nghia kinh t&, phdp Iy ciia chiing tit ké todn

Chitng tir 12 loai gidy td, vit mang tin (dia vi tinh, dia CD) ding d€ minh chiing cho cdc
nghiép vu kinh t€ phat sinh va thyc sy hoan thanh. K& todn ciin cit vao ndi dung ching
tir d€ phan tich, ghi chép vao sd siach k€& todn.

Vidu: Phiéu chi, Phi€u thu, H6a don b4n hang,..
Giay bdo ng, Gidy bdo c6, Bang thanh todn luong,...
Phi&u nhap kho, Phi€u xuit kho,...

— Moi nghiép vu kinh t& phat sinh déu phai c6 chitng ti k& todn x4c minh mdi bdo ddm
tinh phap ly.

— Chtng tir k€ todn 1a tai liéu gbc, c6 tinh bing chitng, tinh phép ly. Noi dung chitng tir
phai c6 diy dd cic thong tin: Tén, s6 hiéu chitng tlr, ngay thang 1ap ching tit, don vi
lap, don vi nhan chitng tlr, ndi dung kinh t€ cla nghiép vu kinh t&€ phat sinh, chi tiéu
s6 lugng, gid tri cia nghiép vu, chit ky clia nhitng ngudi lién quan: ngudi ndp tién,
ngudi nhan tién, ngudi nhan hang, ngudi giao hang, ngudi phu trich don vi...

— Chiing tir phai chinh xdc, day du, kip thdi va hgp phap, hgp 1&
5.1.2. Phan logi chitng tur
Chitng tir k€ toan dudc phan thanh 2 loai: ching tir géc va chitng tir ghi s6

- Chitng tir g6c 1a 1a loai chitng tir dugc 1p ngay ldc nghiép vu kinh t&€ ph4t sinh hoic
vura hoan thanh.

- Chitng tir ghi sd dugc ding dé€ tdng hdp cic chitng tir gdc ciing loai nhim gidm bt
khoi lugng ghi chép cilia k& todn.

5.1.3 Trinh ty xit ly chitng tir
Trinh ty xi¥ Iy chitng tir bao gdm cic budc:
- Kiém tra chitng tir.

- Hoan chinh ching tur.
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- Luan chuyén chitng tir.

- Bdo quan chiing tir.

5.2. Kiém ke

5.2.1. Khdi niém

Ki€m ké 12 phuong phap ki€m tra truc ti€p, tai chd sd hién c6 clia cic loai thi sdn nhim
ddi chi€u vdi s6 liéu do k& todn cung cip. Khi ki€m ké c6 thé x3y ra cic trudng hop:

Thira trong ki€m ké: S liéu ki€m ké > S6 liéu k& todn
Thira trong ki€m ké: S liéu kiém ké < S6 liéu k& todn
5.2.2. Phén loai kiém ké

¢ Theo pham vi ki€m ké c6 thé chia thanh hai loai:

— Kiém ké ting phin: 1a viéc ki€ém ké chi thuc hién cho mdt loai hoic mdt s loai
tai san ¢ doanh nghiép.

— Kiém ké toan phan: la viéc ki€m ké thuc hién cho tit cd cdc loai tai sdn trong
doanh nghiép.

¢ Theo thdi gian tién hanh ki€m ké ciing chia thanh hai loai:
— Kiém ké dinh ky: 14 viéc ki€m ké c6 xdc dinh thsi gian trudc d€ kiém ké, tiy theo
loai tai sdn ma xdc dinh thdi gian khic nhau nhu tién mit phai ki€m ké cia mdi

ngay, nguyén vt liéu phai ki€m ké hang thing.

—  Kiém ké bat thudng: 12 viéc ki€m ké khong xac dinh thdi gian trudc ma xay ra dot
xuat khi ph4t hién dau hiéu sai pham hoic mat mat tai sdn trong doanh nghiép.

5.2.3.Phuong phdp
— Kiém ké theo phudng phdp tryc ti€p: cin dong, do d€m,..
— Kiém ké theo phuong phap ki€m nhin ddi chi€u,..
5..2.4. Vai tro ciia ké todn trong kiém ké
K& todn déng vai trd quan trong trong cong tic ki€m ké clia doanh nghiép vi trudc tién

bit budc k€ toan phai 12 mot thanh vién chii y&u trong ban kiém ké va sau dé gidi quyét
nhitng khodn chénh 1&ch tai san trén bién ban ki€m ké.
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Tru6c khi ki€m ké, k€ todn cin ci vao tinh hinh cia doanh nghiép dé xiy dung k&
hoach ki€ém ké.

Trong khi kiém ké, k& todn phai ki€m tra viéc ghi chép trén bién ban ki€m ké, ddi
chi€u s& liéu giita s sach k& toan vdi bién ban ki€m ké d€ xac dinh khodn chénh 1éch tai sdn
trong doanh nghi€p.

Sau khi ki€m ké k& todn cin ctf vao két qua ki€m ké va y ki€n gidi quyét clia lanh dao
ma ghi chép diéu chinh s liéu trén sd k& todn.
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CHUONG VI

KE TOAN CAC NGHIEP VU CHU YEU TRONG DOANH NGHIEP.

6.1. Ké todn cdc yéu té’ co ban ciia sdn xudt.

6.6.1. Ké todn tai sdn cé dinh:

- Tai khodn st dung:

+ TK “TSCP hitu hinh” (211)

+ TK “TSCD v6 hinh (213)

K&t ciu cda hai tai khodn nay nhu sau:

Bén Nog: Nguyén gida TSCD ting lén.

Bén C6: Nguyén gid TSCP gidm xudng.

Du Ng: Nguyén gid TSCD hién cé.

+ TK “Hao mon TSCDB” (214)

K&t ciu cla tai khodn nay nhu sau:

Bén N¢: Gia tri hao mon cia TSCD gidm xudng.
Bén C6: Gia tri hao mon ctia TSCP ting 1én.

Du Ng: Gia tri hao mon hién cé cia TSCD.

Giira TK 211, 213, 214 ¢6 mdi lién hé:

S6 du TK 211,213 - S6 du TK 214 = Gi4 tri con lai.
Khi 1én BCDKT thi hao mon TSCP dudc ghi bén tai sdn va ghi s6 am.
- Phuong phéap phan anh:

+ Tang TSCD:

. Khi mua s§m TSCD, k€ todn cin ci vao nguyén gia, thu€ GTGT ndp khi mua TSCD
va so tién thanh todn d€ phan anh:
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Ng TK 211 “TSCDB hitu hinh” hodc TK 213 “TSCD v6 hinh™.
Ng TK 133 “Thu€ GTGT dugc khau trir”.
C6 TK 111 “Tién mat”.
Hoic C6 TK 112 “Tién giti ngan hang”.
Hodc C6 TK 331 “Phai tra cho ngudi ban”.
+ Giam TSCB: Khi gidm TSCP do nhugng ban hoic thanh 1y s€ ghi:
Ng TK 214 “Hao mon TSCBD” -> Gia tri da hao mon.
C6 TK 821 “Chi phi bat thudng: -> Gia tri con lai.
C6 TK 211 “TSCP hitu hinh -> Nguyén gi.

+ Khau hao TSCP 12 phéan gid tri cia TSCP chuyén vao chi phi clia ciac ddi tugng sit
dung bi€u hién dudi hinh thic tién té.

K¢& toan khau hao TSCP sit dung TK 214 “Hao mon TSCP”, két ciu cia TK 214 da
gidi thiéu & trén.

+ Hang thang, khi ti€n hanh trich khau hao TSCD, k€& todn sé& ghi:
N¢ TK 627 “Chi phi sdn xuit chung”.
Ng TK 641 “Chi phi ban hang”.

Ng TK 642 “Chi phi quan 1y doanh nghiép”.

C6 TK 214 “Hao mon TSCD™.

DPong thdi k& todn con ghi don bén Ng TK 009 “Ngudn von khau hao cd bidn” khodn
khau hao di trich.

6.1.2. K& todn vat liéu:

+ K& todn vat liéu stt dung TK 152 “nguyén liéu, vat liéu”. K&t cau clia TK ndy nhu
sau:

Bén Nog: Tri gid vat li€u nhap kho.
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Bén Cé: Tri gi4 vat liéu xui't kho.
Du Ng: Tri gid vat liéu ton kho.

(1) Khi nhap vat liéu tir cic ngudn khac nhau, k€& toan phai cin cif vao gia thuc t& dé
nhap, thu€ GTGT ndp khi mua va s6 tién thanh todn d&€ phan 4nh:

Ng TK 152 “Nguyén li€u, vat li€u”.
N¢ TK 133 “Thu€ GTGT dugc khau trir”.
C6 TK 111 “Tién mit”
Hoic C6 TK 112 “Tién gtti ngan hang”.
Hodac Co6 TK 331 “Phai tra cho ngudi ban”.

(2) Khi xuat vat liéu st dung cho cdc doi tugng, cin ci vao gid xuit kho va mifc st
dung cho tirng doi tugng sé ghi:

No TK 621 “Chi phi nguyén vit liéu truc tiép”.
No TK 627 “Chi phi sdn xuit chung”.
Ng TK 641 “Chi phi ban hang”.

Ng TK 642 “Chi phi quan 1y doanh nghiép”.

C6 TK 152 “Nguyén li€u, vat liéu”.
6.1.3. K& todn tien luong va cdc khodn trich theo tién luong.

- K& todn tién luong st dung tai khodn 334 “Phdi trd cong nhan vién”. Tai khodn nay
c6 k€t cau nhu sau:

Bén Ng: Khoan tién di thanh todn cho CNV.
Bén C6: Khoan tién phai thanh todn cho CNV.
Du C6: S8 tién con phai thanh todn cho CNV.

Phuong phdp phan anh:
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+ Khi xdc dinh s& tién luong phai thanh todn cho cdng nhan tinh vao chi phi clia cic ddi
tugng c6 li€n quan s€ ghi:

No¢ TK 622 “Chi phi nhan cong truc tiép”.

No¢ TK 627 “Chi phi sdn xudt chung”.

NG TK 641 “Chi phi ban hang™.

Ng TK 642 “Chi phi quin 1y doanh nghiép”.
C6 TK 334 “Phai trd cong nhan vién”,

K¢& todn BHXH, BHYT va KPCD sit dung tai khodn 338 “Phdi trd va phai ndp khic”.
K&t ciu cda tai khodn 338 nhu sau:

Bén Ng: S6 da trd, da ndp hoic da sit dung.

Bén C4: S& phai trd, phai ndop hoic trich 1ap dudc.
Du C6: S8 con phai trd, phai nodp.

Phuong phdp phan anh.

Khi tinh BHXH, BHYT va KPCP theo ty 1& quy dinh d€ tinh vao chi phi san xuét kinh
doanh s€ ghi:

N¢ TK 622 “Chi phi nhan cong truc ti€p”.

N¢ TK 627 “Chi phi sdn xuit chung”.

Ng TK 641 “Chi phi bdn hang”.

Ng TK 642 “Chi phi quan 1y doanh nghiép”.

C6 TK 338 “Phai tra phai ndp khac”.

6.2. Ké todn qud trinh sdn xudt

Cic khoan chi phi d€ cau thanh nén ban thin sin phim, lao vu bao gdm céc khoan:
- Chi phi nguyén liéu tryc ti€p.

- Chi phi nhan cong truc Gép.

- Chi phi sdn xuat.
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6.2.1. K& todn chi phi nguyén vat liéu triic tiép.

- K& todn chi phi nguyén vat liéu tryc ti€p st dung tai khodn 621 “Chi phi nguyén vat
liéu tryc ti€p”. K&t cau cia TK 621 nhu sau:

Bén Ng: Tap hdp chi phi nguyén vat liéu st dung truc ti€p cho qud trinh sdn xut trong
ky.

Bén C6: K&t chuyén chi phi nguyén vat lidu sit dung tryc ti€p cho sdn xuit vao cudi ky.
Tai khodn 621 khong c6 s6 du.

Phuong phédp phan dnh:

- VAt liéu xult tryc ti€p cho qué trinh sin xuit s& ghi:

No TK 621 “Chi phi nguyén vat liéu tryc tiép”.

Ng TK 152 “Nguyén li€u, vat liéu”.

- Cudi ky t6ng hdp chi phi nguyén vat liéu truc ti€p st dung trong ky d€ két chuyén vé
tai khoan tinh gid thanh:
Ng TK 154 “Chi phi SXKD dé dang”.
C6 TK 621 “Chi phi nguyén vat liéu truc ti€p”.
6.2.2. K& todn chi phi nhdn cong truc tiép:

- K& todn chi phi nhan cong tryc ti€p st dung tai khodn 622 “Chi phi nhan cong truc
ti€p”. K&t cAu ciia TK 622 nhu sau:
Bén nd: Tap hdp chi phi nhan cong truc ti€p thuc t&€ phat sinh.
Bén c6: K&t chuyén chi phi nhan cong truc ti€p vao cudi ky.
TK 622 khong ¢6 sd du.
Phuong phdp phan anh:
(1) Khi tap hgp chi phi nhin cdng truc ti€p phat sinh sé& ghi:
Ng TK 622 “Chi phi nhan cong tryc ti€p”
C6 TK 334, 338

(2) Cudi ky k&t chuyén chi phi nhan cong tric ti€p vao tai khodn tinh gid thanh:

Ng TK 154 “Chi phi SXKD dé dang”
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C6 TK 622 “Chi phi nhan cong truc ti€p”

6.2.3. K& todn chi phi sdn xudt chung

K& todn chi phi sdn xuat chung st dung TK 627 “Chi phi sdn xuit chung”. K&t cdu TK
nay nhu sau:

Bén Ng: Tap hop chi phi chung thyc t&€ phét sinh.
Bén C6: Phan bd chi phi sdn xuat chung cho cidc ddi twong d€ k&t chuyén vao cudi ky.
Tai khodn 627 khong c6 s6 du.
Phuong phdp phan dnh:
- Khi tap hop chi phi sdn xui't chung thyc t&€ phét sinh sé& ghi:
No TK 627 “Chi phi sdn xuit chung”.
C6 TK 152 “Nguyén vat liéu”.
C6 TK 153 “Cong cu, dung cu ™.
C6 TK 214 “Hao mon TSCD”.
C6 TK 334 “Phai tra CNV”.

- Cu6i thdng phan bd chi phi sin xudt chung vao cic ddi tugng cé lién quan dé két
chuyén vé tai khoan tinh gid thanh, sé& ghi:

Ng TK 154 “Chi phi SXKD dé dang”.

C6 TK 627 “Chi phi sdn xuat chung”.

6.2.4. Tinh gid thanh sdn phdm

Téng gia thanh sin Chi phi SX dé& Chi phi SX phat Chi phi SX dé
phdim SX hoan = dangdiuthing * sinhtrongthdng -  dang cudithing

thanh trong thang

Gid thanh don vi _ Tdng gid thanh sdn phaAm hoan thanh
san phdm S& lugng san pham hoan thanh
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- P€ tong hop chi phi sdn xuét va tinh gid thanh sdn phaim k€& todn sit dung tai khon:
TK 154 “Chi phi SXKD d& dang”. K&t ciu clia tai khodn nay nhu sau:

Bén Ng: Téng hop chi phi sdn xuit phat sinh.

Bén C6: Gia thanh sdn pham hoan thanh.

Du N¢: Chi phi sdn xuét kinh doanh d& dang.

Phuong phédp phén dnh:

Khi tdng hdp cic khodn chi phi sdn xuat phét sinh trong thdng sé& ghi:
No¢ TK 154 “Chi phi sidn xuit kinh doanh d§ dang”.

C6 TK 621 “Chi phi nguyén vat liéu .

C6 TK 622 “Chi phi nhan cong truc ti€p”.

C6 TK 627 “Chi phi SX chung”.

- Khi xdc dinh dugc gia thanh sin pham hoan thanh sé ghi:
Ng TK 155 “Thanh phim”.

C6 TK 154 “Chi phi sdn xuat kinh doanh d& dang”.

6.3. Ké todn qud trinh bdn hang va xdc dinh két qud kinh doanh.

TK 632 “Gid von hang ban”: Tai khodn nay dudc sit dung dé phin 4nh gid von san
phdm, hang héa dudc tiéu thu, két cAu thi khodn 632 nhu sau:

Bén Ng: Tri gid vOn clia san phdm di tiéu thy trong ky .
Bén Cé6: két chuyén tri gia von clia sin pham vao cudi ky d€ xic dinh két qua.
Tai khodn 632 khong c6 s6 du.

TK 511 “Doanh thu ban hang”: Tai khodn nay dudc st dung d€ phin 4nh doanh thu bén
hang va cdc khodn lam gidm doanh thu, k&t cAu cla tai khodn 511 nhu sau:

Bén Ng: Cac khodn lam gidm doanh thu (gidm gid, hang ban bi tra lai, thu€ tiéu thu dic
biét, thu€ xudt khiu).

- K&t chuyén doanh thu thuin vio cudi ky d€ xac dinh k&t qua.
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Bén C6: Doanh thu ban hang phét sinh trong ky.
Tai khodn 511 khong c6 s6 du.
TK 333 “Thu€ va cdc khodn phéi nop cho nha nudc”:

Tai khodn nay dugc dung d€ phan dnh s tié€n phadi nop, dd nop va con phai ndp cho
nha nudc. K&t cau cia tai khodn ndy nhu sau:

Bén Ng: S tién da ndp cho nha nuéc.
Bén C6: S6 tién phdi ndp cho nha nudc.
Du Cé6: S& tién con phai ndp cho nha nuéc.

TK 641 “Chi phi ban hang”: Tai khodn nay dugc st dung d€ tap hop chi phi ban hang
va két chuyén vio cudi ky d€ xac dinh k&t qua, két ciu cia TK 641 nhu sau:

Bén Nog: Tap hgp chi phi badn hang phat sinh trong ky.

Bén C6: K&t chuyén chi phi ban hang vao cudi ky d€ xac dinh k&t qua.

Tai khodn 641 khong c6 s6 du.

TK 642 “Chi phi quan 1y doanh nghiép”: Tai khodn nay dudc si dung d€ tap hop chi phi
quan 1y doanh nghiép va két chuyén vao cudi ky d€ xac dinh két qui. K&t ciu clia TK 642
nhu sau:

Bén Ng: Tap hgp chi phi quan Iy doanh nghi€p phat sinh trong ky

Bén C6: K&t chuyén chi phi quan 1y doanh nghiép vao cudi ky d€ xic dinh k&t qua.

Tai khodn 642 khong c6 s6 du.

TK 911 “Xdc dinh két qua kinh doanh”: Tai khodn nay dugc st dung d€ x4c dinh két
qua 1ai, 16 cia doanh nghiép. K&t cAu ctia TK 911 nhu sau:

Bén Ng: Céc khodn chi phi va gid von sin phdm, hang héa dudc k&t chuyén sang va
khodn l4i dudc két chuyén.

Bén C6: Doanh thu thudn va cdc khodn thu nhiap dugc két chuyén sang va khoan 15
dugc k&t chuyén.

TK 911 khong ¢6 s6 du.
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Phuong phdp phdn dnh
(1) Khi xuat kho san pham d€ ban sé& ghi:
N¢ TK 632 “Gia von hang ban”.
C6 TK 155 “Thanh phadm”.
(2) Doanh thu bdn hang va thu€ GTGT diu ra phit sinh sé& ghi:
No 111 “Tién mit”.
Ng TK 112 “Tién glri ngan hang”.
Ng TK 131 “Phai thu cia khach hang”.
C6 TK 511 “Doanh bdn hang” gid béan
C6 TK 333 “Thué va cic khodn phdi nop cho nha nuéc” - Thué€ GTGT dau ra.
(3) Khi tidp hgp chi phi ban hang hoic chi phi quan ly doanh nghiép sé& ghi:
Ng TK 641 “Chi phi bdn hang”.
(hodc Ng TK 642 “Chi phi quan ly doanh nghiép”).
C6 TK 334 “Phai tra CNV”.
C6 TK 338 “Phai tra va phai ndp khac”.
Co6 TK 214 “Hao mon TSCD”.
C6 TK 152 “Nguyén vat liéu”.

(3) Khi két chuyén cic khoan d€ xac dinh 1ii, 16 s& ghi:
K&t chuyén doanh thu ban hang:
Ng TK 511 “Doanh thu bdn hang”.

C6 TK 911 “X4c dinh k&t qué kinh doanh”.

K&t chuyén gid von hang ban:
N¢ TK 911 “Xdc dinh két qué kinh doanh”.

C6 TK 632 “Gia von hang ban”.
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K&t chuyén chi phi ban hang:
No¢ TK 911 “Xéc dinh két qua kinh doanh”.

C6 TK 641 “Chi phi bdn hang”.
K&t chuyén chi phi quin 1y doanh nghiép:

No¢ TK 911 “Xéc dinh k&t qué kinh doanh”.

C6 TK 641 “Chi phi quan ly doanh nghiép”.
KQKD > 0: Lii, khi k&t chuyén sé& ghi:

No TK 911 “Xéc dinh két qué kinh doanh”.

C6 TK 421 “Lgi nhuan chwa phan phdi”.
KQKD < 0: L3, khi k&t chuyén sé ghi:

No TK 421 “Lgi nhuan chwa phan phéoi”.
C6 TK 911 “X4c dinh két qud kinh doanh”.
6.4. Ké todn mua bdan hang héa
- K& todn hang héa st dung TK 156 “Hang héa” Tai khodn nay c¢6 hai tai khodn cap 2:

+ TK 1561 “Gid mua hang héa”: Tai khodn nay dugc st dung d€ phan 4nh tri giad hang
héa nhap, xuit va tdn kho.

K&t ciu cla tai khodn nay nhu sau:

Bén Ng: Tri gid hang hda nhap kho.
Bén Cé: Tri gid hang héa xuat kho.

Du Ng: Tri gid hang héa tdn kho.

+ TK 1562 “Chi phi thu mua hang héa”: Tai khodn nay dung tdp hgp chi phi phat sinh
trong qua trinh mua hang va phan bd chi phi mua hang cho hing da ban ra.

K&t cau cla tai khodn nay nhu sau:
Bén Ng: Tap hdp chi phi mua hang thuc t€ phét sinh.

Bén C6: Phan bd chi phi mua hang cho hang di ban trong ky.
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Du Ng: Chi phi mua hing hién c6 (phan bd cho hang hién con).
- Phuong phdp phdn dnh:
(1) Khi mua c4c loai hang héa vé nhap kho sé& ghi:
Ng TK 1561 “gid mua hang h6a”.
N¢ TK 133 “Thu€ GTGT dugc khau trir”.

C6 TK 111 “Tién mit”.

C6 TK 112 “Tién giti ngan hang”.

C6 TK 331 “Phai trd cho ngudi ban”.
(2) Cac khoan chi phi phat sinh trong qué trinh mua hang sé ghi:
Ng TK 1562 “Chi phi mua hang héa”.

C6 TK 334 “Phai tra CNV”.

C6 TK 338 “Phai tra va phai ndp khac”.

C6 TK 111 “Tién mit”.

C6 TK 112 “TGNH".
(3) Khi xuét kho hang héa d€ ban cho khach hang sé& ghi:
N¢ TK 632 “Gia von hang ban”.

C6 TK 1561 “Gi4d mua hang héa™.

(4) Cudi ky phan b3 chi phi mua hang cho hang d4 ban ra d€ x4c dinh gia von hang ban
s€ ghi:

Ng TK 632 “Gid von hang ban”.

C6 TK 1562 “Chi phi thu mua hang héa”.
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Céc nodi dung khdc con lai lién quan dén qué trinh ban hang dudc phdn dnh twong tw nhu
& phan bian sin phim d3 néu & trén.
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CHUONG VII

SO KF TOAN - KY THUAT GHI SO KE TOAN

7.1 Sé ké todn

7.1.1. Khdi niém

S6 k€ toan 1a cdc td s6 theo mot mau nhat dinh dung d€ ghi chép cic nghiép vu kinh t&
phét sinh theo ding phuong phdp k& todn trén co s s6 liéu clia chitng tir gbc.

7.1.2. Phuong phdp ghi s6 — sita s6
— M3 s6: PAu ky k€& todan phai md s6 k& todn va ghi s& du ddu ky vao tai khodn.
— Ghi s6: Ghi cic nghiép vu kinh t& phdt sinh trén cd s3 ciia cdc chitng tir goc.
— Khéa s6: Cudi ky k€& toan phai khéa s6, khéa s6 k& todn 1a tim ra s du cudi ky.
+ Phuong phap cai chinh
+ Phuong phdp ghi bd sung

+ Phuong phdp ghi s6 4m

7.2 hinh thiic sé ké todn

7.2.1. Hinh thitc s6 ké todn: Nhdt ky s6 cdi

Hinh thitc nhit ky — s8 cdi, hinh thifc niy dugc sit dung phd bién tai cdc don vi c6 qui
md nhd, nghiép vu phat sinh it. Trong hinh thiic nay ciu tric clia nhat ky — s6 cdi dugc thiét
1ap nhim ghi chép nghiép vu ph4t sinh theo thif ty thdi gian va theo hé théng va ciu tric céc
s6 chi ti€t dugc thiét 1ap nhim ghi chép chi ti€t cac ndi dung ma nhat ky — s8 cai khong thé
ghi chép dudc. Trinh tu ghi chép dugc thuc hi€n nhu sau:

Hiang ngay, cin ci chitng tir gdc hodc bang tdng hgp chitng tir gdc ghi vao nhat ky — s6
cdi, sau d6 ciing cin ctf cdc chiing tir nay ghi vio cic s6 chi tiét.

Cudi thang, khéa s8, sau d6 cin cif cdc s6 chi ti€t 1ap bang tdng hgp chi tiét, ddi chi€u
s6 liéu clia bang tdng hop chi tiét vdi so liéu clia cac tai khodn trong s cdi phai khdp ding
vdi nhau.

7.2.2. Hinh thitc ké todn: Nhat ky chung
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Hinh thic nhat ky chung - Pay 13 hinh thifc s6 k& todn st dung cic loai s6 nhat ky
chung, nhat ky dic biét, s6 cdi va cdc s6 chi ti€t. CAu tric cda cdc nhat ky dugc thiét 1ap 1a
nhim ghi chép nghiép vu kinh t& theo thit tu thdi gian, ciu tric cda s6 cdi 1a nhim ghi chép
nghiép vu theo hé thdng va ciu tric cic s chi ti€t 1a d€ ghi chi ti€t cdc nghiép vu. Trinh ty
ghi chép dudc thyc hién nhu sau:

Hang ngay, cin ct chitng tir gc ghi vao nhat ky chung hoic ghi vao nhat ky dic biét,
cin ¢ cac nhat ky ghi vao s cdi, sau d6 cin ci chiing tir gdc ghi vao cdc s6 chi ti€t c6 lién
quan.

Cudi thang, cin cif cdc s6 chi ti€t 1ap cdc bang tdng hgp chi ti€t, sau dé d6i chi€u bang
tdng hdp chi ti€t v6i cdc tai khodn tuong tng trong s cdi, s liéu cda chiing phai khdp ding
véi nhau.

7.2.3. Hinh thitc s6 ké todn: Chitng tit ghi s6

Hinh thitc ching tir ghi s& 12 hinh thifc s6 k& toan st dung trong cidc doanh nghiép cé
nhiéu nghiép vu phit sinh, st dung nhiu tai khodn va c6 nhiéu nhan vién k& todn. Hinh thitc
nay bao gém cic loai s6: s6 ding ky chifng tir ghi s8, s6 cdi, cic s6 hoic thé chi ti€t. CAu tric
clia s& ding ky ching tir ghi s§ dugc thi€t 1ap nhim vio viéc ding ky nghiép vu phdt sinh
theo thdi gian, quan 1y chiing tir ghi s§ va ki€m tra ddi chi€u véi bang cin d6i phat sinh. Ciu
triic ctia s6 cdi 1a nhiim ghi chép cac nghiép vu theo hé thdng (theo tai khoadn tdng quat). CAu
triic s6 chi ti€t nhim ghi chi ti€t cdc ndi dung ma s8 tdng hgp khong thé ghi chép dugc. Trinh
ty ghi s8 dugc thuc hién nhu sau:

Hiang ngay, cin ctf chitng tir g6c hoic bang tdng hop chiing tir géc 1ap ching tir ghi s6,
cin ctf chitng tir ghi s6 dé ghi vao sd ding ky chiing tir ghi s8, sau d6 diing chitng tir ghi s6
nay ghi vao s8 cdi. Pong thdi cin cif chitng tir g6 ghi vao cic s& chi ti€t lién quan.

Cudi thiang, khéa s6, cin cif cic s8 chi ti€t 14p sic bang tong hop chi ti€t d€ d6i chi€u
vdi cdc tai khodn trong sd ci. Cin cif s6 cdi 1ap bang cAn ddi phat sinh. P&i chi€u bang cian
ddi s6 phat sinh véi s6 ding ky ching tir ghi s, s6 liéu giita cac s6 ddi chi€u phai khép diing
vdi nhau.

7.2.4. Hinh thitc s8 ké todn: Nhit ky chitng tiv

Hinh thtic nhat ky — chitng tir 1a hinh thifc ¢6 nhiéu vu di€m nhat trong diéu kién k&
to4n thii cong, dudc 4p dung rong rii trong cdc doanh nghiép 16n ¢6 nhi€u nghiép vu va nhiéu
nhan vién k€& todn c6 trinh 6 cao. Hinh thifc nay bao gébm céc s8 sach sau: nhiat ky — chitng
tif, bang ké, s cdi, sd chi ti€t.

CAu tric clia nhat ky — ching tir dudc thi€t 1ap ding d€ ghi chép cdc nghiép vu phat
sinh theo v& c6 cia tai khodn, né k&t hgp giita k€ todn tdng hdp vdi k& toan chi tiét, giita ghi
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tht tu thdi gian vdi ghi theo hé thong, giita k€ todn hang ngay vdi yéu ciu tdng hop céc chi
tiéu. SO cdila d€ ghi theo hé thdng va sb chi ti€t 1a d€ ghi cdc chi ti€t nghiép vu. Trinh ty ghi
s6 dudc thuc hién nhu sau:

Hang ngay, cin ct chitng tir gbc¢ ghi truc ti€p vao nhat ky — ching tir, bing ké va sd chi
ti€t c¢6 lién quan hoidc cin cif chitng tir gdc ghi vao bang ké d€ cudi thing ghi vao nhat ky —
ching tur.

Cudi thang, khéa s8, 14y s tong cong trén nhat ky ching tir ghi vao s6 cdi, cin cif s6
chi ti€t 1ap bang tdng hdp chi ti€t, d5i chi€u bang vdi cic thi khodn trong sd c4i.
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