TOPICA

BAI 1: KHAI QUAT CHUNG VE
TO CHUC CONG TAC KE TOAN

TS. Phi Van Trong
Giang vién trudng Dai hoc Kinh t& Quéc dan
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Tinh hudng khéi déng

M6t sinh vién maéi ra trwdng va di lam & cong ty thwong mai. Sau vai ngay tim toi
thi sinh vién nay phat hién rang: Néu bd sung mét sé chi tiéu trén héa don sé gilp
doanh nghiép va khach hang quén Iy hang hoa tét hon. Yéu cau dwoc gl dén ké
toan trwdng cong ty nhwng ngay lap tlec bi phan dbi vi theo ké toan trwdng, mau
hdéa don do B6 tai chinh ban hanh chung, céng ty khéng cé dac thu kinh doanh
riéng nén khéng dwgc thém chi tiéu trén hoa don.

1. Céng ty c6 dwoc thém mét sé chi tiéu trén hoa don khéng?

2. Trong trwdng hop dwoc thém chi tiéu thi céng ty phai lam thu tuc gi?
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Muc tiéu bai hoc

Trinh bay dwoc khai niém, dbi twong ciia td chire cong tac ké toan.

Chi ra dwoc ban chéat, nguyén tac va ndi dung td chirc chirng
ttr, tai khodn, s6 va bao céo ké toan.




A

Cau truc ndi dung
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Khai niém, di twong va nhiém vu

T6 chirc chirng tir ké toan

T6 chirc hé théng tai khoan ké toan

T4 chirc s6 ké toan

T6 chirc hé thédng bao cao ké toan

TOPICA
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1.1. Khai niém, doi twong va nhiém vu

1.1.1. Khai niém 1.1.2. Bbi twong 1.1.3. Nhiém vu
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1.1.1. Khai niém, doi twong va nhiém vu

La viéc thiét 1ap mdi quan hé gitra ddi twong va phuwong phap ké toan dé ban
hanh va té chrc van dung ché dé trong don vi.

La viéc xay dwng hé thong chi tiéu théng tin thdng qua viéc ghi chép cla ké toan
trén chirng tir, s6, bao céo.
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1.1.2. Poi twong

Céc giai doan thwe hién cong tac ké toan:
Hach toan ban dau.
Ghi sb ké toan.
Lap bao céo ké toan.
Céac phan hanh ké toan gan véi déi twong cu thé cla ké toan.
B& may ké toan (nghién ciru mdi quan hé gitra cac yéu té trong td chirc bd may
ké toan).
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1.1.3. Nhiém vu

Xay dwng, ban hanh cac ché do, thé I& t6 chic ké toan.

Nghién clru nhirng nguyén tac, diéu kién tién dé va ky thuat té chirc van dung ché
doé chung cho doanh nghiép.

Lwa chon hinh thire td chire ké toan thich hop véi doanh nghiép.

Thiét ké mét cach khoa hoc va hop Iy khdi luong cong tac ké toan trén hé thong ching i,
sO, tai khoan va bao cao ke toan theo dung quy trinh ké toan cho doanh nghiép.

Xay dwng md hinh td chirc bd may ké toan sao cho phi hop véi mé hinh té chive
bé may quan ly tai doanh nghiép.
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1.2. T6 chirc chirng tir ké toan

1.2.1. Ban chat va 1.2.2. Nguyeén tac 1.2.3. NG@i dung

vai tro té chirc td chire
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1.2.1. Ban chat va vai tro
Ban chat ché dd chirng tir ké toan
La nhirng quy dinh vé phwong phap ghi nhan, thé hién cac nghiép vu kinh té phat
sinh va hoan thanh & cac doanh nghiép va cach thirc luan chuyén ching ter.
La khau kh&i dau cho cong nghé ké toan & tirng doanh nghiép.

La nhirng quy dinh dé tao ra va sir dung hé théng ching tr hop phap, hop 1&é &
cac doanh nghiép.

Vai tro ché dé chirng tir ké toan
Tao ra tinh phap ly, sw trung thue, chinh xac, khach quan cla théng tin ké toan.

Hwéng dan cac don vi ké toan trong céng tac 1ap, thu nhan, x& Iy va luan chuyén
chirng tir ké toan.
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1.2.2. Nguyén tac to6 chirc

Phai can clr vao ché dé do Nha nwéc ban hanh vé hé thdng biéu mau chirng tw
dé td chirc van dung ché dé hop Iy, hop phap, ddm bado chirng ttr 1a can clr phap
ly cho ghi s6 ké toan va théng tin cho nha quan ly.

Phai can clr vao quy mé san xuat, trinh do té chirc quan ly dé xac dinh sé lwong,
chung loai chirng ttr phu hop.

Phai can c vao yéu cau quan ly tai san, ndi dung, dac diém cla trng loai chirng
tor dé t6 chirc str dung chirng ttr thich hop.
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1.2.3. Noi dung t6 chirc

Xac dinh danh muc chwng tw
Theo ndi dung kinh té: Chirng tr vé lao déng, tién lwong; Hang ton kho; Ban hang;
Tién t&; Tai san cb dinh; Chirng tir khéac.
Theo tinh phap Iy vé sir dung chirng to:
Churng ttr bat budc: Phan anh mdi quan hé kinh té gitra cac phap nhan.
Chirng tlr hwéng dan: St dung trong ndi bd don vi.
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1.2.3. Noi dung t6 chirc

T6 chirc lap chirng tir
Quy dinh vé 1ap ching to:
Phai sir dung dung loai chirng tir.
Ghi day du cac yéu td co ban can thiét trén ching ter.
Lap du sb lién can thiét.
Ghi rd rang, trung thwe, gach bd ché trong, khdng duwoc tay xda.
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1.2.3. Noi dung t6 chirc

T6 chirc kiém tra chirng tir
Kiém tra tinh hop & cta chirng tr da st dung: Kiém tra yéu tb co ban va viéc tuan
th( theo ché dé chirng tlr do Nha nwéc ban hanh.
Kiém tra tinh hop phap cta ching tr: Chir ky, dau cta don vi, ca nhan lién quan.
Kiém tra tinh hop Iy: Noi dung cda nghiép vu, sb tién, thdi gian, khdng gian, sb the
tw cua chirng tw.



TOPICA

1.2.3. Noi dung t6 chirc

T6 chirc luan chuyén chirng tir
Phan loai chirng tr ké toan theo cac phan hanh, theo doi twong.
Binh khoan cac nghiép vu trén chirng tu.
Ghi sb chirng tir ké toan theo céch thire td chire sb ké toan tai doanh nghiép.
T6 chirc bao quan, lwu trir va hay chirng tir
Chirng tir ké toan da st dung phai dwoc sap xép, phan loai, bdo quan va lwu triv
theo quy dinh.
Huy ching tir: Chirng tr dwgre huy sau moét thdi gian quy dinh, tay thudc vao
tirng loai chung tw.



A

1.3. T6 chirc hé thdéng tai khoan ké toan

1.3.1. Ban chat va 1.3.2. Nguyén tac

vai tro té chirc
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1.3.3. NGi dung

td chirc

TOPICA
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1.3.1. Ban chat va vai tro

Ban chat hé thong tai khoan keé toan
Hé thdng tai khoan ké toan la nhirng quy dinh vé tén goi, s6 hiéu, ndi dung, két cau
va phwong phap ghi cla tirng tai khoan ke toan.
Hé thdng tai khoan ké toan la sw cu thé hda phwong phap ddi irng tai khoan, la
cau noi gilra phwong phap chung tle, phwong phap tinh gia véi phwong phap tong
hop va can doi ké toan.

Vai tro hé thong tai khoan ké toan
Cu thé hoa cac nguyén tac, chuan muc ké toan va ché dd quan ly tai chinh cua
Nha nuwéc.

BPinh hwéng cho cac doanh nghiép té chirc cong nghé ké toan.
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1.3.2. Nguyén tac to6 chirc

Nguyén tac thong nhat
Ché d6 tai khoan phai phu hop véi ché dd quan Iy va co ché quan ly trong giai
doan ban hanh ché do.
Ché d6 tai khodn xay dwng phai ddm bao nguyén tac thédng nhéat cac loai hinh
don vi hach toan.

Phai tén trong nhirng quy dinh thong nhét cia ché dd (ché dd chung cta Nha
nwdc va cua nganh).
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1.3.2. Nguyén tac to6 chirc

Nguyén tac dac thu
Can lwu y dén tinh chat dac thu vé:
Loai hinh doanh nghiép, quy mé doanh nghiép.
Trinh d& quan ly va md hinh t6 chirc quan Iy dé xac dinh yéu cau vé théng tin
ké toan.
Trinh d6 cla lanh dao ké toan.
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1.3.2. Nguyén tac to6 chirc

Nguyén tac chuan mwc va nhat quan
Hé thdng tai khoan ké toan phai dam bao ghi chép dwoc toan bd cac nghiép vu
kinh té phat sinh.
Hé thdng tai khoan tdng hop va chi tiét dwoc xay dwng phai don gian, dé lam, dé
doi chiéu kiém tra va tiét kiém chi phi.
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1.3.3. Noi dung t6 chirc

Quy dinh sb lwong, tén goi, ndi dung, két cau cla tirng tai khoan.

Hwéng dan phwong phap ghi cla tirng tai khoan.

Quy dinh trach nhiém, quyén han cua cac doanh nghiép trong viéc van dung hé
thdng tai khoan thdng nhét dé thiét 1ap hé thong tai khoan trong doanh nghiép.



A

1.4. T6 chirc so ké toan

1.4.1. Ban chat va
vai tro
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1.4.2. Nguyén tac

té chirc

1.4.3. NOi dung

td chire

TOPICA
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1.4.1. Ban chat va vai tro

Ban chat ché do Sé ké toan
Ché d6 sb ké toan la nhirng quy dinh vé hinh thrc s, co’ cau va mau s, trinh tw
ghi s0 theo tirng hinh thtrc.
Ché do sb ké toan la cau ndi gitra chirng tr ké toan va bao céo ké toan.
Vai tro ché do Sé ké toan
Hwéng dan cac doanh nghiép trong viéc xay dwng hé thdng sb ké toan.
Pam béo tinh ddng bd, thdng nhat s ké toan & cac doanh nghiép khac nhau, tao
dieu kién thuan lgi cho cong tac kiem tra so ké toan trong doanh nghiép.
Hwéng dan phwong phap ghi sé ké toan.
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1.4.2. Nguyén tac to chirc sé6 ké toan

DPam bao théng nhéat gitra hé thdng tai khoan véi viéc xay dung hé thdng sb ké toan.

Két cAu va ndi dung ghi chép trén tirng loai sé phai phu hop véi ndng lwe, trinh
dd td chire quan 1y.

To chire s6 ké toan phai dam bao tinh khoa hoc, tiét kiém.

Mbi doanh nghiép chi dwoc m& mét hé thdng sd ké toan chinh thirc theo mot
trong cac hinh thirc sé nhat dinh.

Bat dau nién dé phai mé& sb ké toan mdi, cudi nién dd phai khoa sb ké toan.
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1.4.3. Noi dung t6 chirc

Xay dwng hé théng céc loai séb.

Thiét k& ndi dung, hinh thirc, két ciu cla tirng loai sb.
Xay dwng cac quy trinh hach toan trén sé.

Xay dwng phwong phap ghi cia tirng loai sé ké toan.
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1.4.3. Noi dung t6 chirc

Trinh tw ghi s6 ké toan
Hinh thire Nhat ky - S6 céi

Chirng ttr gbc

Bang téng hop Sé/thé ké toan
chirng tr gbc chi tiét

A4

Nhat ky - S cai Bang téng hop
chi tiét

S6 quy tién mat g

Ghi chu:

Bao cao tai chinh

— Ghi hang ngay
—s Ghi cudi thang

_____ s> Quan hé dbi chiéu 6
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1.4.3. Noi dung t6 chirc
Trinh tw ghi s6 ké toan
Hinh thire Nhat ky - S6 céi L
NHAT KY - SO CAl
Nam:
Ngay Ching tw ] TK TK TK
thang p X o SO phat
.z | SO | Ng2 Dién giai :
hi s " gay sinh
J hieu | thang N €
1 2 3 4 5 10| 11 | 12
S6 du dau ky

S6 phat sinh trong ky

CoOng phat sinh

S6 dw cudi ky
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1.4.3. Noi dung t6 chirc
Trinh tw ghi s6 ké toan

Hinh thire Nhét ky chung

Nhat ky dac biét

v2.0018102228

Chuirng tir gbc

Nhat ky chung

Bang can dbi s6
phat sinh

Bao cao tai chinh
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Sé ké toan chi tiét

Bang tébng hop
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1.4.3. Noi dung t6 chirc
Trinh tw ghi s6 ké toan
Hinh thare Nhat ky chung

NHAT KY CHUNG
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Nam:
I?Il(%]é.y Chirng tir O o <2 3é Sé tién
thang X in _ x o a ghi so "
ghi sb SO hiéu mg% Dién giai cai h_;_(ia(u No o
1 2 3 4 5 6 7 8
Trang trwé&c mang sang
Cdng mang sang trang sau
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1.4.3. Noi dung t6 chirc

Trinh tw ghi s6 ké toan

NHAT KY MUA HANG
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Thang....Nam....
Chirng tw Tai khoan ghi N¢ Phai tra
Ngay , nguoi
thang | s5 | Ngay Di&n giai 133 | 152 TK khac ban (Ghi
ghisO | higu | thang R s Co TK
So tien | SO hiéu 331)
1 2 3 4 5 6 7 8 9
Sé trang trudc
10 211 100 110
Cong sang trang
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1.4.3. Noi dung t6 chirc
Trinh tw ghi s6 ké toan

NHAT KY BAN HANG

Thang....Nam....
Ching tw Ghi c6 cac TK
t';']g% o — Phai thu khach
>3 5 hié gay hang (No TK 131
ghisé | Sohieu| =i g (N¢ )| 511 3331
1 2 3 4 5 6 7

Cong trang truéc

Cdng sang trang
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1.4.3. Noi dung t6 chirc
Trinh tw ghi s6 ké toan

SO CAI
Nam
Tén tai khoan........... Sé hiéu
Chirng tir Sé tién
Ngay S6 hiéu
thang sé Ngay Dién giai Trang nhéat ky tai khoan
ghisd | higu | théng divng | NO

Dw dau ky

Cong phat sinh

Dw cubi ky
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1.4.3. Noi dung t6 chirc

Hinh thdrc chirng tir ghi so Y
Chirng tr gbc

Bang tong h9’p S6 ké toan chi tiét
chirng twr goc

S6 dang ky TCGS Bang téng hop
Ghicht: P Bang can dbi s6
——> Ghi trong ky phat sinh
—s Ghi cudi ky

Bao cao tai chinh

oo 2Uan hé ddi chiéu
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1.4.3. Noi dung t6 chirc
Hinh thirc chirng tir ghi s6
CHUNG TU GHI SO
Ngay... thang... nam ,
SO hiéu:
Chirng tir goc o Taikhoan déitng | . . o
Dién giai S6 tién | Ghichu

S6 hiéu Ngay thang

No

Co
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1.4.3. Noi dung t6 chirc

Hinh thdrc chirng tir ghi so

SO PANG KY CHUNG TU GHI SO
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Nam
Chtrng t&» ghi so . Churng tir ghi s6 Sb tién
- ] ] SO tién
SO hiéu Ngay thang Sé hiéu Ngay thang
1 2 1 2 3
Coéng Cdng thang
Ly ké tor dau quy
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1.4.3. Noi dung t6 chirc
Hinh thdrc chirng tir ghi so
SO CAl
Nam
TEN TK oo, Sé hidu
Ngay | Chung tir ghi s SohiuTK | ocusn | Ghicha
thang , Ngay Dién giai doi g
- 2 | Sé hieu ; :
ghi sO thang No | Co6
S6 dw dau ky

Codng phat sinh trong ky

S6 dw cudi ky
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1.4.3. Noi dung t6 chirc
Hinh thirc nhat ky chirng twr

Chirng tir goc va cac
bang phan bo

Nhatky chirng tlr R 54 L& toan chi tibt

86 cai » = 2
tai khoan Bang tong hop
———Ghi trong ky ‘

— 5 Ghi cudi ky B&o céo tai chinh

Ghi chu:

P uan hé dbi chiéu 37
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1.4.3. Noi dung t6 chirc
Ké toan trong dieu kién trng dung céng nghé théng tin

D liéu ké

toan (chirng ‘

ter, s liéu)
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Théng tin ké
toan (Bao
céo ké toan
tai chinh, bao
céo ké toan
quan tri)
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1.5. T6 chirc hé théng bao cao ké toan

1.5.1. Ban chat va 1.5.2. Nguyén tac

vai tro té chirc
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1.5.3. Noi dung

td chire

TOPICA
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1.5.1. Ban chat va vai tro

Ban chat hé thong béo cao ké toan
La nhitng quy dinh vé ndi dung, két ciu, biéu mau trach nhiém, thoi diém, thoi
Ky, phwong phap, noi lap va noi nhan cac bao cao ké toan.
La suw cu thé héa phwong phap tdng hop va can dbi ké toan.
Hwéng dan cac don vi trong cong tac 1ap bao cédo ké toan.
Pam bdo chinh xac, day du, thdng nhat, khach quan cta céac théng tin trinh bay
trén bao cao ké toan.
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1.5.1. Ban chat va vai tro

Vai tro hé thong bao cao ké toan
Cung cép cac théng tin toan dién, c6 hé thong tinh hinh san xuéat kinh doanh, két
qua, trinh dd s dung von trong doanh nghiép.
La co s& cung cap sb liéu can thiét dé tién hanh phan tich hoat déng kinh doanh,
danh gia hiéu qua kinh doanh, khai thac cac tiém nang cta doanh nghiép, tlr dé
xay dwng dwoc cac phwong an kinh doanh c6 hiéu qua.



TOPICA

1.5.2. Nguyén tac toé chirc

Nguyén tac thuc thé kinh doanh.
Ky ké toan.

Hoat ddng lién tuc.

Khach gquan.

Gia phi.

Phu hop.
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1.5.3. Noi dung t6 chirc

Quy dinh co’ cAu va mau biéu bao céo ké toan.

Quy dinh trach nhiém lap béo cao ké toan.

Quy dinh trach nhiém clia ngwoi kiém tra, kiém toan béo cao ké toan.
Quy dinh noi nhan hodc cdng khai béo céo ké toan.

Quy dinh vé phuwong phéap lap bao céo ké toan.
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Tong két bai hoc

Nhirng ndi dung da nghién cru:
Khai niém, dbi twong va nhiém vu cla té chirc céng tac ké toan.
Td chire chirng tir ké toan.
Té chire hé théng tai khoan ké toan.
T6 chire sb ké toan.
T chire hé thdng béo cao ké toan.





