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’ vu ké todn: 4 nhiém vu (Piéu 5 - Luat KT)

J)(eu cau ké todn: 6 yéu cau (Bleu 6): Pay du; Kip
”'[hO'l_ ding thoi gian; R6 rang, dé hiéu va chinh xac théng
tin; Trung thuc hién trang, ban chat su viéc, nOi dung;
Lién tuc; Phan loai, sap x€p thong tin, sO li€u k€ toan
theo trinh tU, c6 hé thOng va c6 thé so sanh dugc.
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I ke L@AN: 641guyen tac (Bicu 7): Gid rj tai sen

el gQr Cie aluly r[]rm el pillfef PIkE toAn da
i dUcc ap dUng nhat quan; Thu thap, phan anh
|t q_n day dd, dung thuc té va dinh ky; Cong khai;

‘._I ué ; Ke toan theo muc lue NSNN (Co quan Nha
n vl SN, tO chlrc c6 si dung NSNN).

oan tail chinh va ké toan quan tri (Piéu 10)

—Ke toan tai chinh la viéc thu tha P, xUr 1y, ki€m tra, phan tich
Var cung cap thong tin kinh t€, tai chinh bang béo cao tai
chmh cho dOi tudng c6 nhu cau sU dung thong tin cla don
vil ké todn;

-_-.v-.‘—-_.

- Ké toan quan tri 1a vi€c thu thap, xu ly, phan tich va cung
cap _thong tin kmh t€, tai chinh theo yeu cau quan trj va

quyét dinh kinh té, tai chinh trong nOi b0 don vi ké todn.
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1 te pha1 ohi t
ty i hoi dodi t
gla NHNN VN cong

i tinh sur d ng trong ke toan

~ 12
3 “VND”).

Jp nghiép vu KT, TC phat sinh la

fiew quoc gia la “d”, ky

heo nguyeén té va dong VN
huc t€ hodc quy doi theo ty

bO;

+ POi vOi loai ngoai té khong co ty gid hoi doai
vOi dong VN thi phdi quy doi thong qua mot
loai ngoai té c6 ty gid hoi dodi vOi dong VN.
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.'Fl n mot loai ngoal t€ do BO Tai chinh quy dlnh
ofil I tlen t€ dé ke toan, nhu’ng khi lap BCTC su

__|._

—= 1et Nam phai quy doi ra dong Viét Nam;
h1en vat va don vi thoi gian lao dOng la don vi
Ong chinh thic cla VN;

| Chu’ viét va chir so s dung trong ké toan

_ Chir viét st dung: Tiéng Viét. TruOng hop phai st
dung tiéng nudc ngoai thi phdi sU dung dong thoi
tiéng Viét va tiéng nudc ngoai.




PHANT: .UAT'KE TOANIVA CAC VAN BAN*
HUONG DAN LUAT K i —
s ——

‘ 'r '*’6 sU‘dUng chii s6 A -Rap; sau chlf' sO hang
| Ll tys triei] r\ tV 1 q;iiﬁiﬁat-daﬂ-ﬂ

—

-—-\J‘-

— P __

5. Ky ke toan (Piéu 13)

_

%___.;gfp ké toan nam, ky ké toan quy, ky ké toan thang,

&y "ké toan nam la mU0i hai thang, tinh tU dau ngay
01 thang 01 dén hét ngay 31 thang 12 nam duong lich;
- Pon vi duoc chon ky ké toan nim khac vOi nim
duong lich va thong bao cho cO quan tai chinh

\ 1& i)
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m cla don vi ke'toan moi dUOC than! ap°
n dau tién tinh tlr ngay duoc cap Giay chu’ng
ky kinhi deanh hoac tinh ttr ,ngdy o h1eu luc
yet dinh thanh 1ap dén hét ngay culi cling
e [OAn nam.

= n vi k€ toan khi chia, tach, _hop, nhat, sap nhap,
=—C y“ doi hinh thuc sO hu‘u g1a1 thé, chadm dut hoat

dOng hoac ,pha san thi ky ké toan cuoi cung tinh tUr dau
ngay Ky ké toan ndm, dén hét ngay trudc ngay ghi trén
guyeét dinh chia, tdch, hop nhat..
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| 6 Cac hanh vi bi nghiém cam

- Gid mao, khai man, thoa thuan hoac ép bubc ngusi
khac gid mao, khai man, tdy xoa tai li€u k€ toan.

- CO s thoa thuan hoac €ép buOc ngu‘Ol khac cung cap,
xdc nhan thong tin, sO li€u ké toan sai su’ that.
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501 k€' todn tai san cla ddn vl k€ toan hoac

e E ilién quan dén don vi ké toan.

9 hogc ¢o ¥ lam hu hong tai liéu ké toan
hdl han luu trlr quy dinh tai Piéu 40 cla
Ic]8 Ke toan.

= 5-35 1 hanh, cong bo chuan muc ké toan, ché do ké
—= *:tgan khong ding tham quyen

- - Loi dung chlc vu, quyEn han de doa, tru dap ngu‘O’l
[am k€ toan trong V1ec thuc hién cong viéc ké toan.

NGO
..,PJ..d
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BRI\ r@i' o"“‘ Ach nhiem quan y, dieu anih don vi ké

"0'-‘.1 KIeT 7lam ke todn, thu kho, thU quy hoac mua,
| 'san, tolr doanh nghlep tu' nhan, ho kinh
_L athe.
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= ‘*“*c— 3tl‘1 ngu'dl lam ké todn, ngudi lam ké todn tru’Ong

ﬁ‘l%hﬁng dU tiéu chuan diéu kién theo quy dinh tai
: Bleu 50 va Diéu 53 cUa Luat K€ todn.

- Cac hanh vi khic vé ké todn ma phép luat nghiém
cam.
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1U’ng gidy t0 va vat mang tin
I te tai chinh phat sinh va da
hi s0 ké toan.

=
—

_/ l dung cUa ching tir ké todn
] *en va sO hiéu;
: Ngay, thdng, ndm;

- Ten, dia chi cUa don vi hodc c4 nhan lap;

- Tén, dia chi cua don vi hoac ca nhan nhan;
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T e
NG ng nghiép vu k R‘ﬁ'h‘fe fal Chmh phat smh

I

gj 'don gia va sO tié |.- 50; ng SO
de thu, chi tién ghi bang s6 va bang Chu’

s
e
(=)

.L

&, 110 va tén cUa ngUoi lap, nguoi duyét va
gu’dl €O lien quan.

—I-

== gﬁal ra chu‘ng tU ké todn c6 thé c6 thém nhing noi
= dung khéc theo tUng loai.

- Ngoai nhirng n0i dung chl yéu cla chiing tUr ké toan
qui dinh tai khodn a, muc 2.1 néi trén, chUng tU ké todn
c6 thé c6 thém nhing ndi dung khic theo tUng loai
chlng tur
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' 1 tt‘fdién tr

dlroe the hien duoi dang all
n t0r, du‘dc ma hoa va dam bao an toan dir

il
e

:—::‘ ‘?aff’[am bao tinh bao mat va bao toan dirliéu;
- Bleu kién khi st dung chUng tu dién tU:

+ C6 dia di€ém, cac du‘dng truyén tai thong tin, mang
thong tin, thiét bi truyén tin ddp Ung yéu cau;

+ C06 doi ngli ngudi thuc thi dU trinh dO, kha nang
thuc hién;
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dlen LU cUamgUdl dal d1en theo phap Juat,

EME e dar dien theo plar

re chic hoac ca nhan st dUDg chU’ng tUr dién

dlch thanh todn dién tU;

AP phu’dng thUc giao nhan chUng tU di€n tl va
'<y E: 3t cUa vat mang tin:

5 f«:—wn ]{et veé cac hoat dong dién ra do chUng tU di€n tCr

cUa minh lap kh6p, ding quy dinh.
- Gi4 trj chUng tur di€n tU dudc quy dinh:

- Chu‘ng tUr dién tlr co gla tri d€ thuc h1en nghlep vU
kinh té, tai chinh va chu‘ng tur bang giay chi co gia tri
luu gilr, khong c6 hiéu luc d€ giao dich, thanh todn.
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eLe)l \_--J.F.,! tere c.F.;) glay Eokzinl il VI.J.I.:)
¢ nglroc [ai diroce thuc hién theo diing quy dinh
Ung, kiém soat, x(rly, bdo quan va luu gilr

i aE én tirva Chu‘ng tUr bang gidy.

= “C“ac nghlep vU kinh té, tai chinh phat sinh tai don vi ké
fodn déu phai lap ching tU ké todn va chi dugc lap mot
lan.

- Chung tU'ké toan phdi dudgc lap theo nOi dung quy dinh
trén mau. Chua c6 quy dinh mau thi ching tUr ké toan phai

/7 oy 2 7 A, E o’\7
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ofe et tat, khong duoc ta x0a, sUa
AET phaiding bt muc, SO va chl’ viet
UC khong ngat quang, cho trOng phai gach
il viét sai vao mau chu‘ng tU ké todn thi phai
/! e” éng cach gach chéo vao chlng tlr viét sai.

4' r—!-

Jso [ien quy dinh.
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= Ngerl lap, ngu’dl ky duyét va nhlng ngudi khac
ky_ten tren chu‘ng tU k€ todn phai chiu trdch nhiém
veé noi dung cla chUng tUr ké todn.

- Chung ttr ké todn dugc lap dudi dang chlng tur
dien tU' phai tudn theo quy dinh. Chlng tU di€n tU
phai dugc in ra giay va luu tr( theo quy dinh.
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hung tur ke todn

I

phaico al’ chtrky:

heo C

C ddn

2 _na tru’dng (hoac ngu’dl duoc uy quyen) khong
-_f" “thua uy quyen” cUa nguoi dlng dau don
l h“ gu’dl dUgc uy quyén khong dudc uy quyén lai
é 0 npUroi khac.

_E'"

== .'—an vi phai mo sO dang ky mau ch(r ky.

- ChU ky trén chlng tur ké toan pha1 do nguoi co
thdm quyén hoac ngudi dugc uy quyén ky. Nghiém
cam ky chlng tU ké todn khi chua ghi dU n0i dung
chUng tUr thuOc trdch nhiém cUa nguoi ky.
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"ye_l '_':’ duyet chi va ké toedn trUGng hoac ngUOi
| uyen ky truGc khi thuc hién. Chlr ky trén
@ ké toan dung dé€ chi tién phai ky theo tUng

.—""'_

= _d!_nh-CUa phap luat.
7.5. Hod don ban hang

- TO chlrc, cd nhan khi ban hang hod hodc cung cap dich
vU phai lap héa don ban hang giao cho khach hang theo
quy dinh.
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Ua BO Tai chin t I kliong bat buoe phai lap
hang, trUr khi ngUoi mua hang yéu cau.

——

la hang c6 quyén yéu cau ngUoi ban giao hoa
o) E E’flang cho minh (lién 2).

- T06 ch (rc ¢4 nhan tU in hoa don ban hang phai duoc BO
’l'u chl_nh chap thuan bang van ban trudc khi thuc hién.

- Phai st dung hoa don ban hang theo ding quy dinh.
- Hbéa don ban hang duoc th€ hién bang cac hinh thic sau
CENE

- H6a don theo mau in san;
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/e the in san gia thanh toan.

r n~ hinh quy dinh mau hoéa don, tO chifc in, phat
Vi —su’ dUHg hoa ddn ban hang

Iﬁehoa don ban hang hoac lap héa don bén hang

—

= khong ding quy dinh thi bi xUr Iy theo quy dinh cUla
- phap luat.

7.6. Chirng ttr ké todn sao chup

- Phai dudc chup tUr ban chinh va phai c6 chlr ky va
dau x4c nhan;
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y nd V1en tro'cla nuoc ngoal theo cam két phai
Uffig tUr chinh cho nha tai trQ nuréc ngoa. .

gquan nha nUdc c6 tham quyén tam gilr hoac tich

at lieac b huy hoai do nguyen nhan khach quan.
Jch chtrng ttr ké todn ra tleng Viet

_':I':._r

= Chu‘ng ilrké todn | ghi bang ti€ng nudc ngoai phdi dugc
= dlch ratiéng Viét dé sUr dung.

- (Cac chu’ng tU it phat sinh thi phal dich toan bo chlmng tur.
Céc chUng tU phat sinh nhiéu lan thi Ehat sinh lan dau phai

dich day dU, c4c lan sau chi chi phai dich cac ndi dung
chu yéu.
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fmh bang fieéng nlroe ngoal
Iy, str'dung chirng tir ké todn
tu‘ ke todn la can clr dé ghl sO ké todn.

| g tlr ke todn pha1 duoc sap x€p theo nOi dung
' hte theo trinh tU thoi glan

—— Chl 0 quan nha nUdc c6 tham quyen mOi c6 quy yén

~  tam gilr, tich thu hoac niém phong chu‘ng tUr ké toan
va phal sao chup chU‘ng tu’ bl tam gil, bl tich thu va
ky xdc nhan trén Chu‘ng tUr sao chup.

- CO quan co tham guyen niém phong chlng tU ké
todn phai lap bién ban.
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153 1\/_U£Jr iy dinh've so ke toan
toan va hé théng s6 ké todn

t il ding dé ghi chép, hé thong va luu gilr
o cac nghiep vu kinh te tai chinh da phat sinh
' quan dén don vi ké todn.

*86 k& toan phal ghi r0_tén don v ké todn; tén sO
- ngay, thang, nam laE Jof _ngay, thang, nam khéa sO
chtr ky cla nguoi lap so, ke toan tru’Ong va ng u’dl
dai dién theo phap luat cUa don vi ké toan sO
trang; dong dau giap lai.
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g/ chl yeu clia so ké todn:
L ang ghi sO;

=

u vad ngay, thdng cla chUng tU ké todn ding
ghISO

tét nOi dung cUa nghi€p vu kinh té, tai chinh
h;

t én cla nghlep vU kinh t€, tai chinh phét sinh;
) du’ dau ky, sO tién phat sinh trong ky, sO du
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SONENOHIT OIS Hopva sOke tod

) , | Chmh quy dinh cu thé vé hinh thic ké todn,
" "'_l DIE 'SO ké toan va sO ké toan.

a chOn dp dung hé théng s6 ké todn

‘1\7[61 don vi ké toan chi c6 mOt hé thong sO ké toan
homOt ky ké to4dn nam.

- (Cdn clrvao hé thong sO ké todn do BO Tai chinh quy
dinh dé chon mOt hé thOng sO ké toan 4p dung & don
vl.

- Pon vi ké toan dudc cu thé hod cac sO ké toan da
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an phal dung mau in san hoac ké san, c6
anh quyén hoac dé to roi.

ao chirng tU ké todn dé€ ghi sO ké todn.

3 to4n phal cghi kip thoi, ro rang, day du theo
ung cua so.

DafD

'érol

- Viéc ghi sO ké toan pha1 theo trinh tu thOi gian phat
sinh cUa nghiép vu kinh té.
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{tin, so lieu trén so ke todn pha1 dU'Oc ghi
UG; khong ghi xen thém vao phia trén hoac
:,-'_L."_ﬁmong ghi chong lén nhau; khong ghi cach
puiong hop ghi khong hét trang sO Phal gach
Orphiein khong ghi; khi ghi hét _trang phai cOng sO
cOng cUa trang va chuyén soO liéu tOng cOng
irang ke tiép.
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an vi ké todn phai khoa sO ké toan vao cuOi ky ké
toan truGc khi lap BCTC va cac trUGng hop khoéa sO
ké todn khac theo quy dinh cUa phéap luat.
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50, ke t04n bang may vi tmh thi phan mém ké

.IL; ‘chon phal dap Ung tieu chudn va diéu kién
Ll __r “ajuit dinh cUa BO Tai chinh( Thoéng tu sO
__I_, ZOOS/TT BTC ngay 24/11/2005).
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4 St achU’a sO ke toan
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“Céc phu‘dng phdp sUra chita sO ké toén :
+ Ghi cai chinh;

+ Ghi sO am;

+ Ghi b0 sung

I| \




I: LUAT KE TOAN' VA CAC VA
"HUONGDAN LUAT KE/TO! R

S

e
< p) - —

SONENOHINCO SaS ot o Kt e
ho co quan nha nudc c6 tham quyén thi
LI hu’a trén sO ké toan cUa nam do.

rr: 1en 30 ké toan co sai sot sau khi BCTC nam

L; 10D cho co quan nha nudc c6 tham quyén thi phai

'*-':-':-_: 4 clilta tén s6 ké toan cla ndm da phat hién sai sot

= B
ﬁ-—-

| 'Va ohi chd vao dong cudi clla sO k€ todn ndm co sai
SO

- Ghi sO ké toan bang mdy vi tinh thuc hién slra sO
theo “Phuong phéap ghi s6 am” hodc “Phuong phap ghi
bo sung”.
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g 101 10’ de sta'c aso etoantlphal
sO du‘ dau nam tren sO ké toan tOng hdp vd

:- heu ké toan phai duoc bao quan ddy dd, an

=

oarf' neu sao chup thi phai cé bién ban kém theo.

T lieu ké toan luu tr(t phai 1a ban chinh. Néu sao
chL_Jp thi phai c6 bién ban kém theo.

- Tai liéu k€ toan phai dua vao luu tr¥ trong thoi han
mUGi hai thang, ké tu ngay két thuc ky ké todn ndm
hoac két thiic cong viéc ké todn.

—
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fr: leu ke toan pha1 dudc luu trlr theo thoi
g lisau day:

—— -:—5.--_ + T6i thi€u nim nim:
+ T0i thi€u mUCi nam;

+1.Uu tr(r vinh vién.
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A tEong trong hop) tal
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- h1en tai liéu ké todn bi mat hoac bi huy
vi ké toan phai thuc hién ngay cac cong viéc

" _T6 chic phuc hoi 1ai tai liéu ké todn bj hu hdng;
- Lién hé vai tO chUc, c4 nhan c6 giao dich tai li€u, sO
liéu ké toan dé dudgc sao chup hodc xac nhan;
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phap quy ainhrthiphai kiém ke tai san
a1 liéu ké toan bi mat hoac bi huy hoai.

\
mY\
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1e(: ké toan trong tru‘dng\ho‘p don vi ke
EC] 1a, tach hop_nhat, sap nhap, chuyen ‘doi
i thircso hu’u glal thé, cham dutt hoat dong

sf( yCong viéc ké todn trong truOng hop chia don vi

AL

(2) Cong viéc ké toan trong truong hop tdch don vi
ké todn



e

e viee ke'todn trong triong hop hop
& Un VI ké todn

(_4,_, ong viéc ké toan trong truGng hop
fii en doi linh vuc s6 hliu

_ £-5) Qong viéc ké todn trong tru'Ong hop gidi
thé cham duUt hoat dOng, pha san
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- C6 thé so sdnh.
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== ‘V@ﬁ chii s6 hitu

_:’th hinh kinh doanh
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