TRUNG TAM DAO TAO TIN HOC KE TOAN SAO VIET - ACB

PHU LUC 3

DANH MUC VA BIEU MAU CHUNG TU KE TOAN

(Ban hanh kém theo Théng tw s6 200/2014/TT-BTC ngay 22/12/2014 ciia BY Tai

chinh)
TT TEN CHUNG TU SO HIEU
I. Lao ddng tién lwong
1 Bang chim cong 0la-LDTL
2 Bang chim cong lam thém gio 01b-LDTL
3 Bang thanh toan tién luong 02-LDTL
4 Bang thanh toan tién thudng 03-LBTL
5 Gidy di duong 04-LDTL
6 Phiéu x4c nhén san phém hoac cong viéc hoan thanh 05-LBTL
7 Bang thanh toan tién 1am thém gid 06-LDTL
8 Bang thanh toan tién thué ngoai 07-LDTL
9 Hop dong giao khoan 08-LDTL
10 Bién ban thanh 1y (nghiém thu) hop dong giao khoan 09-LBTL
11 Bang ké trich ndp céc khoan theo luong 10-LBTL
12 | Bang phan bo tién lwong va bao hiém xi hoi 11-LDTL
I1. Hang ton kho
1 Phiéu nhap kho 01-VT
2 Phiéu xuét kho 02-VT
3 Bién ban kiém nghiém vat tu, cong cy, sdn phém, hang hoa 03-VT
4 Phiéu bao vat tu con lai cudi ky 04-VT
5 Bién ban kiém ké vt tu, cong cuy, san phém, hang hod 05-VT
6 Béang ké mua hang 06-VT
7 Bang phan bo nguyén li¢u, vat liéu, cong cu, dung cu 07-VT
I11. Ban hang
1 Béang thanh todn hang dai ly, ky gui 01-BH
2 Thé quiy hang 02-BH
IV. Tién té
1 Phiéu thu 01-TT
2 Phiéu chi 02-TT
3 Gidy dé nghi tam tmg 03-TT
4 Gidy thanh toan tién tam tng 04-TT
5 Gidy dé nghi thanh toan 05-TT
6 Bién lai thu tién 06-TT
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TRUNG TAM DAO TAO TIN HOC KE TOAN SAO VIET - ACB

7 Bang ké vang tién té 07-TT
8 Bang kiém ké quy (dung cho VND) 08a-TT
9 Bang kiém ké quy (dung cho ngoai té, vang tién t¢) 08b-TT
10 | Bang ké chi tién 09-TT
V. Tai sén ¢ dinh
1 Bién ban giao nhan TSCD 01-TSCb
2 Bién ban thanh Iy TSCD 02-TSCb
3 Bién ban ban giao TSCD stra chira 16n hoan thanh 03-TSCb
4 Bién ban danh gié lai TSCD 04-TSCb
5 Bién ban kiém ké TSCD 05-TSCD
6 Bang tinh va phan bd khau hao TSCP 06-TSCP
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MAiu s6: 01a - LDTL

Don vi : .eeennennnes
Bo phén (Ban hanh theo Théng tu s6 200/2014/TT-BTC
Ngay 22/12/2014 ctia Bo Tai chinh)
BANG CHAM CONG
Thang ....nam......
Ngay trong thang Quy ra cong
Ngach So6 cong SO So cong SO cong So
STT| Hova bac 1123 31| hudng cong nghi viéc, nghi viée, | cong
tén luong luong | huéng | ngung viéc | ngung viéc | hudng
hoac cap san luong | huéng 100% | huong ....% | BHXH
bac pham thot luong luong
chuc vu gian
A B C 1123 31 32 33 34 35 36
Cong
Ngay ... thang ... nam...
Nguwoi cham cong Phu trach by phan Ngwoi duyét
(Ky, ho tén) (K, ho tén)
Ky hiéu chim cong:
- Luong SP: SP - Nghi phép: P
- Luong thoi gian: + - Hoi nghi, hoc tap: H
- Om, dicu dudng: 0 - Nghi bu: NB
- Con Om: Co - Nghi khong luong: KL
- Thai san: TS - Ngung viéc: N
- Tai nan: T - Lao dong nghia vu: Lb
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(K¥, ho tén)




E— MAu s6 01b - LPTL
B0 phan : ....ccouveiivivnnicnnnne (Ban hanh theo Thong tu s6 200/2014/TT-BTC
Ngay 22/12/2014 ctia Bo Tai chinh)
N
BANG CHAM CONG LAM THEM GIO
Thang.....nam......
Ngay trong Cong gio lam thém
Sb thang
T | Hova Ngay | Ngay | Ngay | Lam
T tén 12|31 lam | thi 1é, | dém
viéc bay, tét
chu
nhat

A B 112]...]31] 32 33 34 35

Cong

KY hiéu chim cong

NT: Lam thém ngay lam viéc (Tir gio.....dén gio)

NN: Lam thém ngay thtr bay, chi nhat (T gio.....dén gio)
NL: Lam thém ngay 18, tét (Tt gio.....dén giod)

P: Lam thém budi dém

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

Xac nhan cia b§ phan (phong Nguwoi cham Nguoi
ban) c6 nguwdoi lam thém cong duyét
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Don vi......
B¢ phan.................

Maiu s6: 02 - LDTL

(Ban hanh theo Thong tur s6 200/2014/TT-BTC
Ngay 22/12/2014 ciia BO Tai chinh)

SO
BANG THANH TOAN TIEN LUONG
Thang.......... nam...........
Nghi viéc
) Lu’cmg Luong ngung viéc Phu P}}u . Tam Qéc khoan Ky Il
So Bac He san pham thoi gian huong. ..% cap cap |Tong ung phai khau trir vao luong duoc linh
TT | Hovatén lwong ) luong thudc khac | so ky I i i
S6 | S6 | S6 | S6 | s6 | sb quy BH Thué TNCN s6 | Ky
SP tién | cong | tién | cOng | tién lwong XH phai ndp Cong | tién nhan
A B 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 C
Cong
Tong SO tien (VIEt DANG CNT):..viviiiiii e
e A . K
Nguwoi lap biéu

(Ky, ho tén)

K¢ toan truéng
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(Ky, ho tén)

Giam doc
(Ky, ho tén)



Pon Vii..ooeereereenenee. Miu s6 03 - LDTL

B0 phin................. (Ban hanh theo Thong tw s6 200/2014/TT-BTC
Ngay 22/12/2014 cua B Tai chinh)

BANG THANH TOAN TIEN THUONG

Quy.....nam SO,
STT Ho va tén Chuc | Bac Mirc thuong Ghi
vu lwong Xeép loai SO tién Ky nhan cha
thuong
A B C 1 2 3 D E
Cong X X X X

Ngay... thang...

nam......
Nguoi 1ap biéu K¢ toan truéng Giam doc
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Pon vi:........... Cong hoa xa hoi chui nghia Viét Nam Miu s6: 04 - LDTL

By phéan: ....... Doc 1ap - Tu do - Hanh phuc (Ban hanh theo Thong tu s6 200/2014/TT-BTC
& Ngay 22/12/2014 cta Bo Tai chinh)
GIAY PI PUONG
SO e
CAP CRO% ettt
CUIC VUL ettt e e ettt e e e e e e e e e e e e s e e e aanaaaaeeeees
DUuoc clr d1 CONG TAC TAT: 1ouviiiiiieciiecieeciec et e sre e e
Theo cong 1énh (hoic gidy gidi thiéu) sb........ ngay........ thang........ nam........
Tt ngay...... thang...... nam...... dén ngay...... thang...... NAM........ccoevvrirerrrrernne
Ngay...... thang...... nam......
Ngwoi duyét

(K, ho tén, déng dau)
Tién Gng truéc

Luong......ccovvveevvneennnne d
Cong tac phi................. d
CONg....occevveeeerreeeennen. d
Noi di Ngay Phuong Do dai S6 ngay Ly do Ching nhan
Noi dén tién chang cong luu tra clia co quan
st dung duong tac (Ky tén, dong dau)
1 2 3 4 5 6 7
Noi di...
Noi dén...
Noi di...
Noi dén...

- VENGUOT...covviiniiiiiiiciiiececcene, \E ), SHUPURRRR d= d
= VE CUBGC ., \E ) CHRURURR A=, d
- Phu phi ldy vé bang dién thogi....... V& Xeeeoeovreererrnnees s d
- Phong nghi.......ccccooovvveiviiiiieee vé ) CHRUTURR A= d
1- Phu cap di dUONg: CONG......oeveveeeeeeeeeeeeeeeeereeeneeae d
2- Phy cap luu tra:
Tong cOng NQAY CONG tAC:......ccevcreeeriiieeerrreeeeereee e d
Ngay ... thang ... ndm
Duyét
So6 tién duoc thanh todn la:............ccooeeee.
Nguwoi di cong tac Phu trach b¢ phan Ke toan truéng
(Ky, ho tén) (Ky, ho tén) (K, ho tén)
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Pon Vize.evvnennnnens MAu sé: 05 - LPTL
B) phan:............. (Ban hanh theo Thong tu s6 200/2014/TT-BTC
: : Ngay 22/12/2014 ctua Bo Tai chinh)

PHIEU XAC NHAN SAN PHAM HOAC
CONG VIEC HOAN THANH

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

Theo Hop ddng s6:.............. ngay.......... thang.......... Nam..................
STT| Ténsanpham (cong | Pon | So | Pon | Thanh | Ghi
viéc) vi |luong | gia tién cha
tinh
A B B 1 2 3 D

Cong

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

Nguwoi giao Nguwoi nhan Nguoi kiém tra Nguwoi duyét
viée viée chat luwgng
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Pon

Vi:o.ococococooooooooc

B9

phan................

MAiu s6 06 - LDTL

(Ban hanh theo Théng tu s6 200/2014/TT-BTC

Ngay 22/12/2014 cua B¢ Tai chinh)

BANG THANH TOAN TIEN LAM THEM GIO

Thang........nam...........
SO i
H¢ s6 ] , ] S6 tien
Ho He¢ phu Cong Tién Murc luong Lam thém Lam thém ngay Lam thém ngay Lam thém Tong S0 ngay thuc Nguoi
T| va sb cAp hé lwong ngay lam viéc | thir bay, chi nhat 18, ngay tét budi dém cong nghi bu dugc nhéan
T| tén lwong | chicvu | sb thing |Ngay | Gio S6 |Thanh | Sb Thanh S6 Thanh Sb Thanh | tién Sb Thanh thanh tién
gio tién gio tién gio toan gio tién gio tién toan ky tén
Al B 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 C
Cong X X X X X X X X X X X X

Ngudi dé nghi thanh toan
(Ky, ho tén)

K¢ toan trudng
(Ky, ho tén)
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Ngay ... thang ... nam ...

Nguwoi duyét
(Ky, ho tén)




Pon Viieooeereereruenene Miu s6 07 - LDTL
B¢ phan................. (Ban hanh theo Thong tw s6 200/2014/TT-BTC
Ngay 22/12/2014 cuia B¢ Tai chinh)

BANG THANH TOAN TIEN THUE NGOAI
(Dung cho thué nhan cong, thué khoan viéc)

ST
HOQ vaten ngUoi thUC:........oooiiiiieeeeee e s e
B0 phan (hodc dia Chi)i.....cocciii i
D3 thué nhitng cong viéc sau d: ........ccccccoevnn..... tai dja di€m........................ tir ngay...l...... dén ngay.../../....
S6 cong Tién | S6 tién
ST Ho va tén Dia No6i dung hodc | hodc khoi Pon | Than | thué | conlai | Ky
T | nguoi duge chi tén cong viéc | luong cong gia | htién | khau | dugc | nha
thué hoac thué viéc thanh trur nhan n
sO da lam toan
CMT
A B C D 1 2 3 4 |5=3-4| E
Cong
Pé nghi............... ChO thanh t0AN SO TIEN . ....c.cvveeeeieeeeeeeeee et
SE 18N (VIEt DANG CHTE):..v.voveeiveeeeeeeee ettt ettt ettt ene et

(Kém theo ... chirng tir ké todn khac)

Ngay ... thang ... nam ...
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Ngudi dé nghi thanh toan K¢ toan truéng Ngwoi duyét
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Pon Vize.oovunennnn.ne. MAu s6: 08 - LPTL
Bo phan:.............. (Ban hanh theo Thong tu s6 200/2014/TT-BTC
) ’ Ngay 22/12/2014 ctua Bo Tai chinh)

HQP PONG GIAO KHOAN
Ngay... thang... nam... ,
SO: iy A
Hovatén:...................... Churc vu
Paidién.......................... bén giao khoan.............cccoeiiiiiiiiinnniin,
Hovatén:...................... ChUC VU. .
Paidién......................... bénnhan khodn................ccccceeeen
CUNG KY KET HQP PONG GIAO KHOAN NHU SAU:
|- Diéu khoan chung:
- Phuong thirc giao khodn:.............oooi
- Bifu kién thyc hién hop dong:.............o
- Thoi gian thuc hién hop dong: ..o,
-Cac AICU KIEN KNAC: . .. oo
I1- Piéu khoan cu thé:
1. Noi1 dung cong viéc khoan:
2. Trach nhiém, quyén loi va nghia vu ctia ngudi nhan khoan:
3. Trach nhiém, quyén loi va nghia vu cta bén giao khoan:
Dai dién bén nhan khoan Dai dién bén giao khoan
(Ky, ho tén) (Ky, ho tén)
Ngay ... thang ... nam ...
Nguwoi lap Keé toan truwdéng bén giao khoan
(Ky, ho tén) (Ky, ho tén)
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Don Viieewereereereenene Miu s6 09 - LPTL
B¢ phan................. (Ban hanh theo Thong tu s6 200/2014/TT-BTC
Ngay 22/12/2014 ctia B6 Tai chinh)

BIEN BAN THANH LY (NGHIEM THU) HOP PONG GIAO KHOAN
Ngay ... thang ... nam ...

Hovatén: ........... Chicvu ............. Pai dién ............... Bén giao khoan .............

Hovatén: ............ Chucwvu ............ baidién ............... Bén nhan khoan ............

Noi dung cong viée (ghi trong hop dong) da duoc thue hién:........oo.eveveeveeeennee.
Gi4 tri hop dong A& thure RGN .......c..ovvieeeeeee e
Bén ...... d3 thanh toan cho bén...... sé tién la................. ddng (viét bang chiy)......
S tién bi phat do bén ..... vi pham hop dong:................ ddng (viét bang chiy)......
S6 tién bén .... con phai thanh todn cho bén ..... 1a ........ dong (viét bang chiy)......
T AT e e e e e e s e e eeeeesee e,
Dai dién bén nhan khoan Dai dién bén giao khoan
(Ky, ho tén) (Ky, ho tén, dong dau)
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57171 1% Miu s6 10 - LPTL
B0 phan................. (Ban hanh theo Thong tu s6 200/2014/TT-BTC
Ngay 22/12/2014 ctia B¢ Tai chinh)
BANG KE TRiCH NQP CAC KHOAN THEO LUONG
Thang.... nam...
Don vi tinh:.........
S6 thang | Tong quy | Bao hiém x4 hoi, bao hiém Kinh phi cong doan
trich lwong y te ’ ’
STT | BHXH, trich Trong do: Trong do: Sophai | S6 duge
BHYT, | BHXH, | Téng | Trich | Trirvao | Ton | Trich | Tru | [opeone | delaichi
K R . F . R oan cap | tai donvi
BHTN, BHYT, sO | vao chi lwong | gs6 | vao | vao trén
KPCb BHTN, phi chi
KPCb phi | luong
A B 1 2 3 4 5 6 7 8 9
Cong
] Ngay... thang... nam ... )
Nguwoi lap bang Ke toan trudéng Giam doc

(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Don Viieeveeeenenne Miu s6 11 - LDTL
B0 phin............... (Ban hanh theo Théng tu s6 200/2014/TT-BTC
Ngay 22/12/2014 cua Bo Tai chinh)

BANG PHAN BO TIEN LUONG VA BAO HIEM XA HOI
Thang ... nam ...

S6 Ghi Co Tai TK 334 - Phai tra nguoi lao dong TK 338 - Phai tra, phai ndp khac
khoan TK 335
TT | Déi tuong Céac khoan | Cong C6 | Kinh phi Bao Biao |Cong C6 TK 338 | Chiphi | Tong
sir dung (Ghi Luong khac TK 334 | congdoan | hiémxa | hiém | (3382,3383, phai tra | cong
No cic Tai khoan) L hoi y té 3384)
A B 1 2 3 4 5 6 7 8 9

1 TK 622- Chi phi nhén cong truc tiép
- Phan xuong (san pham)

TK 641- Chi phi ban hang

TK 642- Chi phi quan ly doanh nghi¢p
TK 242- Chi phi tra trudc

TK 335- Chi phi phai tra

- Xay dung co ban do dang
TK 334- Phai tra nguoi lao dong

TK 338- Phai tra, phai nop khac

P e
PBoovous
—

X
N)
~
=

Cong
Ngay ...... thang ..... nam ...
Nguoi lap bang Ke toan truéng
(Ky, ho tén) (Ky, ho tén)
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511714 OO MAuso01-VT
B0 phan................. (Ban hanh theo Thong tu s6 200/2014/TT-BTC

Ngay 22/12/2014 ctia B¢ Tai chinh)

PHIEU NHAP KHO
Ngay....thang....nam ....... No
SO: e Co

- Ho Va t€N NZUOT ZIA0: ..oouiiiiiiii
- Theo ....cuuueenee. SO weveeenne ngay ..... thang ... ndm ..... CUA ...cocvveiciniiinnn,
Nhap tai kho: ...ccoevviiieiieieen diadiem...........ccoiii,

S| Tén, nhan hiéu, quy Po | S6luong

cach, n
T| pham chat vat tu, Ma | vi Theo | Thu | BPon | Than
dung oy , : h
T | sanpham, hang hoa | s0 | tin | ching |nhap | gia | tién
h tur
A B C | D 1 2 3 4
Cong X | X X X X
- T(f)ng s tién (Yiét DANE CHTE): ettt
- SO ching tr gOc K€M theo:.......oouiiii e
Ngay ... thang... nam...
Nguai lap Ngudi giao hang  Thu kho Ke toan trudéng
phieu
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Hoac bg phan

c¢6 nhu cau nhap)
(Ky, ho tén)
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571714 OO MAuso 02 - VT
B0 phan................. (Ban hanh theo Théng tu s6 200/2014/TT-BTC

Ngay 22/12/2014 ctia B¢ Tai chinh)

PHIEU XUAT KHO
Ngay.....thdng.....nam ...... NO e,
SO i CO o,
- Ho va tén ngudi nhan hang: ...........cccooeeeee. Dia chi (b6 phan)..................
= LY O XUAL KNO: et
- Xuét tai kho (0830 10): wvevveeeeeeeeeeeeen. Dia diém ....o.ooooveeeiiieeeene,
S Tén, nhan hiéu, quy cach, Pon | Sb luong
T | phamchétvattw,dungey, | M3 | vi | Yéu | Thuc | Pon | Thanh
T san pham, hang hod s6 | tinh | cAu | xudt | gia | tién
A B C D 1 2 3 4
Cong X X X X X
- TONG $6 tieN (VIt DANG CRTE):..ouvvivveeeeeeeeeeee et
- S6 Chimng T §OC KM ThBO: ...t
Ngay ...  thang
L nam...
Nouwéildp  Nguoi Thi kho K¢ toan Giam doc
nhan trudéng
phiéu hang (Ky, ho  (Hoic bd phan (K, ho tén)
(Ky, ho — (Ky, ho tén) tén) 6 nhu cau
tén) nhap)

(Ky, ho tén)
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5717 (R O MAausd 03 - VT
B0 phan................. (Ban hanh theo Thong tu sb 200/2014/TT-BTC

Ngay 22/12/2014 cta B¢ Tai chinh)

BIEN BAN KIEM NGHIEM
Vit tu, cong Cu, san pham, hang hoa
Ngay...thang...nam....

SO e,
-Canct......... $O....ngay.....thang....nam.....cla...............ccoeeevrnnnn.
Ban kiém nghiém gom:
+Ong/Ba..................... Chacwvu............ DPai dién..........Truong ban
+Ong/Ba..................... Chacwvu............ bai dién............... Uy vién
+Ong/Ba..................... Chacwvu............ bPai dién............... Uy vién
b3 kiém nghiém cac loai:
Tén nhan hiéu, Két qua kiém nghiém
S6 | quy cach vat tu, Ma | Phuong | bon S6 luong S6 luong S6 lwong Ghi
TT cong cu, san s0 thire vi theo dung quy | khong ding | chu
pham, hang hoa kiém tinh | chingtr | cach, pham | quy cach,
nghiém chat pham chat
A B C D E 1 2 3 F
Y kién cua Ban ki€ém nghiém:.............................
Dai dién ky thuat Thu kho Trudng ban
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Pon Vi ... MAausd 04 - VT
B0 phan................. (Ban hanh theo Thong tu s6 200/2014/TT-BTC

Ngay 22/12/2014 ctia B¢ Tai chinh)

PHIEU BAO VAT TU CON LAI CUOI KY
Ngay ... thang ... nam ... ,

BO Phan ST dUNE: .....oveiiiiee e
S6 | Tén, nhan hi¢u, quy cach, | Ma | Ponvi | S6 luong Ly do:
TT pham chat vt tu SO tinh con su dung hay tra lai
A B C D 1 E

Phu trach b¢ phan sir dung
(Ky, ho tén)
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Pon Viioeorveeenrnnns MAus6 05 - VT
B0 phan................. (Ban hanh theo Thong tu s6 200/2014/TT-BTC

Ngay 22/12/2014 ctia Bo Tai chinh)

BIEN BAN KIEM KE VAT TU, CONG CU, SAN PHAM, HANG HOA

- Thoi diém kiém ké .....gio ...ngdy ...thdng ...nam......
- Ban kiém ké gom :
ONng/ Ba:...oooieeieeeeeee e Chirc VUl..oooocee e Paidién:.....cc.coovviiiiiiiee, Truong ban
ONG/ BAloooeeeeeeeeeeeeeeeeeeeenn (1111 (oY U Dai AN, Uy vién
ONG/ BA: oo, (1111 (oY U Dai AieN: ..., Uy vién
- P kiém ké kho c6 nhitng mit hang dudi day: -
S | Tén, nhan hiéu, bon i Theo 'I:heo Chénh léch i Pham chat i
T | quy cach vat tu, Mrﬁ vi Pon §6 k¢ toan ’kiém ké i Thira i Thi€u Cc:)n Kém M:Qlt
T dung cuy, ... SO tinh gia So Th?nh So Th{inh So Thg‘mh So Th%mh tot phém phépl
lugng tién lugng | tién luong tién lugng tién 100% | chat chat
A B C D 1 2 3 4 5 6 7 8 9 10 11 12
Cong X X X X X X X X X X
Ngay ... thang ... nam ...
Giam doc Ké todn truéng Thu kho Truwéng ban kiém ké
(Y kién giai quyét sb chénh léch) (Ky, ho tén) (K, ho tén) (K, ho tén)

(Ky, ho tén)
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Pon Viteererererrrnnnnn, MAau s6 06 - VT
B phin:................ (Ban hanh theo Théng tur s6 200/2014/TT-BTC

Ngay 22/12/2014 cta B¢ Tai chinh)

BANG KE MUA HANG
Ngay .... thang .... nam ...
Quyén s6: ...
SO i
NO: e
COo: e,

- Ho va tén nguoi

MU .
- BO phan (phong, ban):........cccceeeviieiiiiie e
STT| Tén, quy cach, pham chat | Diachi | Pon S6 | Pon Thanh
hang hoa (vat tu, cong cu...) mua vi |luong| gia | tién
hang tinh
A B C D 1 2 3
Cong X X X
Tong sO tién (Viét BANG CHI): w.v.veveeeeeeeeee e
G CHUL .o s
Nguwoi mua Ké toan truéng Nguoi duyét mua
(Ky, ho tén) (Ky, ho tén) (K, ho tén)
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B¢ phan.................

MAu s6 07 - VT

BANG PHAN BO NGUYEN LIEU, VAT LIEU

CONG CU, DUNG CU
Thang......nam......
So
GhiCocde TK | yihoan | Taikhoan | Tai
152 153 khoan
z. , Gia Gia Gia Gia 242
STT D01.tuqngrsu dung hach | thuc | hach | thuc

(Ghi No cdc TK) toan té todn té
A B 1 2 3 4 5
1 | TK621 - Chi phi nguyén li¢u,

vat liéu truc tiep )

- Phan xuong (san pham)...
2 TK 623 — Chi phi st dung may

thi cong )
3 | TK 627 — Chi phi san xuat

chung
4 - Phanxuéng...................
5 | TK 641 — Chi phi ban hang

TK 642 — Chi phi quan ly doanh
6 | nghiép
7 | TK 242- Chi phi tra trude

Ngudi 1ap biéu
(Ky, ho tén)
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Ngay .... thang ....

(Ban hanh theo Thong tu s6 200/2014/TT-BTC
Ngay 22/12/2014 ctia Bg Tai chinh)

...................

nam ....

K¢ toan truéng
(KY, ho tén)



Pon Vi terecrcrnnene MAu s6 01 - BH
Pia chi: cooeevvennnns (Ban hanh theo Thong tu s6 200/2014/TT-BTC
) Ngay 22/12/2014 cua B Tai chinh)

BANG THANH TOAN HANG PAILY, KY GUI

Ngay ... thang ... nam ... Quyén so: ............
SO: e
NO: oo
CO: e,

Cén clr Hop dong s0:....... ngdy ... thang ... ndm ... vé viéc ban hang dai 1y (ky gii),

Chung t61 gom:

-Ong /Ba ......... chic vy ......... Pai dién........ ................co hang dai 1y (ky gtr).

- Qng /Ba ......... chicvu......... Pai difn ...covveieie

-Ong /Ba ......... chucvu ......... bai dién ................. nhén ban hang dai ly (ky gtri).

-Ong /Ba ......... chucvu ......... Pai di€n Gon VI coooveeeeiiiiiii

I- Thanh quyét toan sb hang dai 1y tir ngay ..../.../... dén ngay .../.../.... nhu SaU:
| Tén, quy cach, S6 S6 i S6 hang da ban Sb

So pham chat Pon | luong luong Tong trong ky ]u‘gng
TT san phém vi ‘t(‘A)n nhan ) S6 Pon Tha:mh ton cuoi
(hang hod) tinh | dauky | trong ky luong gia tién ky
A B C 1 2 3=1+2 4 5 6 7=3-4
Cong X X X X X X X

- Sc‘)’tiép CON NQ CUA CAC KY IIUGC: .ot

I11- S6 tién phai thanh toan dén ky nay: (I =11+ COt 6)................ooooiiii

V- So ti‘én duoc nhan ai:. .. ..o

FHOARONG. ...ocoi

+ Thué nop I}(f) ............................................................................................

F Chi PRI (NEU CO) .o vttt e et e

g S (4 NN

V- S6 tién thanh toan ky nay:

Bl ) 1 00T e RTPPRRPRIN
SO0 g e et s

VI- So tién ng lai (VI=1II - IV - V)

HIGRL CHTLL ettt bbbt b e b e nre e e
Giam ddc don vi giri Nguoi 1ap bang Giam doc don vi
hang dai ly (ky giri) thanh toan nhén ban hang dgilly
(Ky, ho tén, dong dau) (Ky, ho tén) (Ky, ho tén, dong dau)

Ké toan truomg don vi Ké toan trudmg don vi
gtri hang dai ly (ky giri) nhan ban hang dai ly
(Ky, ho tén) (Ky, ho tén)
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Pon Vi teeerecrcrnnene MAu s6 02 - BH

Pia chi: weeveeennnens (Ban hanh theo Théng tu s6 200/2014/TT-BTC
’ Ngay 22/12/2014 cia B Tai chinh)
THE QUAY HANG
Ngay lap thé......cccooveviviienn, TOSO: e
-Ténhang @ ..ooovveeeeeee e, Quy cach: ..oooveieeciiie,
-Ponvitinh: ..o, Pon gid: ...
| Nngp Cong Xuét ban Xut khac ‘
Tén Toén tr | Nhap | ton dau Ton
Ngay | ngudi | dau | kho | khac | ngay (ca) . . cubi
thang ban ngay | trong | trong | vanhdap | Lugng | Tién | Lugng | Tién | ngay
hang | (ca) | ngay | ngay trong (ca)
(ca) | (ca) | ngay (ca)
A B 1 2 3 4 =1+2+3 5 6 7 8 9
Cong
Nguwoi lap

(Ky, ho va tén)
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Don vi:.....ccueeeee. MAus6é 01-TT
Piachizeevunnnnnn, (Ban hanh theo Thong tu s6 200/2014/TT-BTC

Ngay 22/12/2014 ctiia Bo Tai chinh)

PHIEU THU Quyén $6:............
Ngay ....... thang ....... nam....... SO:iierieieiennns
NOooeee
. Coieeenee.
HO va t&N NZUOT NOP LIEN:....eeiiiieiieieeie e ettt ete st et estesaeebesaesssesssesssessseessesseennes
DD 7T 1<) o | PR
| e [0 110 o OO ORUSPSRPRP
SO NI ..o (Vi€t bang Chil)i.....ccovveierieeiieieeiecee e
KM the0:.....ioiieiieiieiceeee e Chimg tir goc:
Ngay .....thang ....nam ......
Giam doc K¢ toan truéng Nguoi np Nguoi lap Thi quy
) tién phiéu
(Ky, ho tén, dong dau) (Ky, ho tén) (Ky, ho tén)  (Ky, ho tén) (Ky, ho tén)
Da nhan dii 56 i8N (VI8 DANG CHTE):.....voveveceeeeeeeeeeee e
+ Ty gid ngoai t& (vang bac, G qUy):......ccooweviiiiiiiiiiiisi s,
+ S0 tién quy d0i:....eccverreninnee SRR W
(Lién guri ra ngoai phai dong dau)
Don vit.....coueeeennnes Mauso02-TT
Dia chi:.................. (Ban hanh theo Thong tu so: .../2014/TT-
BTC
ngay .../.../2014 cua BTC)
PHIEU CHI Quyén sb:..........
Ngay .....thdang ....nam....... SO iveeeireieeieene
NoO .
. CO e,
Ho va tén nguoi NhAN tI€N:.......ccciiiiiiiiiecieee et st ra e
DA CH:eeeeee e e
L O CRie ittt ettt s
SO teN:..ccviiiiiciieeeieee e, (Viet bang chit):....cccocvevivniierie e
Kem theo ....ocvvevieiiciiciececececeee e Chimng tir goc:
) ) Ngay ...... thang .....nam .....
Giam doc Ke toan Thi quy Ngudi lap Nguoi nhin
) truéng phiéu tien
(Ky, ho tén, dong dau)  (Ky, ho tén)  (Ky, ho tén) (K, ho tén) (Ky, ho tén)
D3 nhan @ $6 ti8n (VI DANG CHTE) ©.eoveeeeeeeeeeeeeeee s
+ Ty gid ngoai t& (vang bac, da qUy)i.....cocvuiiiiiiiiiiiies
F SO HIEN QUY GO0iuviiiiiiiieiiicie ettt et e ettt et e eteetaestae e e et e e beebe e sre e sre e be e re e beenee e

(Lién guri ra ngoai phai dong déu)
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MAus603-TT
(Ban hanh theo Thong tu s6 200/2014/TT-BTC
Ngay 22/12/2014 ctiia Bo Tai chinh)

B¢ phan.................

GIAY PE NGHI TAM UNG
thang .....

Kinh QUii..........c..coooiiiiiiii e e

Nguoi dé nghi tam tng
(Ky, ho tén)

Phu trach b¢ phan
(Ky, ho tén)

K¢ toan trudng
(Ky, ho tén)

Giam doc
(Ky, ho tén)

Don vic.......uceeuuee. MAuso 04 -TT
B0 phan:............... (Ban hanh theo Thong tu sd: .../2014/TT-BTC
ngay .../.../2014 cua BTC)
GIAY THANH TOAN TIEN TAM UNG
Ngay .....thang ....nam ....... SO i
Nooiiiin,
COlnve
- Ho va tén ngudi thanh toAn:..........ooiveeiiiiieeeeee e
- BO phan (hoac dia Chi)i.....ccveiiiiieiiicice e

- S6 tién tam mg duoc thanh toén theo bang dudi day:

Dién gidi

2. ..

[11. Chénh léch
1. S0 tam g chi khong het (1-11)
2. Chi qua so6 tam ung (11 - 1)

A 1

| . S6 tién tam tmg
1. S6 tam tng cac ky truée chua chihét | o,
2.S6tamingkyndy: | e,
- Phiéu chi s6 ... AZAY oo
- Phiéu chi 56 ........... NEAY oo |
l.Sétiéndachi |
1. Ching tir s6 .......... NEAY.ooe | s

Giam dbc Ké toan truong

(Ky, ho tén) (Ky, ho tén)

Nguoi dé nghi
thanh toan
(K3, ho tén)

K& toan thanh to4n

(Ky, ho tén)

MAusdé 05-TT
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Pia chlceeeeneiennnnnns (Ban hanh theo Thong tu s6 200/2014/TT-BTC
Ngay 22/12/2014 ctia B¢ Tai chinh)

GIAY PE NGHI THANH TOAN
Ngay.......thang........ nam...

SO tiéN:...ouvreenann. (Vit DANG ChIT) oo
(Kem theo............ chitng tir géc).
Nguwoi dé nghi thanh toan K& toan truong Nguwoi duyét
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
Pon Viteererrererennenn. MAusd 06-TT
Dia chi:.........cceuue. (Ban hanh theo Thong tu s6: .../2014/TT-
BTC
ngay .../.../2014 caa BTC)
BIEN LAI THU TIEN
Ngay .....thang .....nam ..... o
Quyén so.............
N 10 R
- HO VA €N NZUOT NOP:.eeeiiiieeiiieeeeiieeeitee ettt e et eie et e e snae e e sneeeeans
e D 1T 111§ SRR
= NOTAUNg thulc.cece
-Sotien thu: ....ooooveeeiiii, (Viét bang chil): ....ccoeeveviieeieeee e
Nguoi ndp tién Nguoi thu tién
(Ky, ho tén) (Ky, ho tén)
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Pon vi: Maus607-TT

Bo6 phz.”m: ................ (Ban hanh theo Thong tw s6 200/2014/TT-BTC
Ngay 22/12/2014 ctia Bg Tai chinh)
BANG KE VANG TIEN TE
(Dinh kém phidu .......ovoeveeeeeeeeennn. Quyén sé: ...............
Ngay ....... thang ......... nam ............ ) SO
STT Tén, loai, qui cach | Don vi Sé bon Thanh Ghi
pham chat tinh luong gia tién chu
A B C 1 2 3 D
Cong X X X
Ngay....... thang.....nam ......
K¢ toan truomg Ngudi ngp (nhén) Tha quy Nguoi kiém nghiém
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
Don vit.....ooueeeennnees MAuso 08a-TT
B§ phan................. (Ban hanh theo Thong tu so: .../2014/TT-
BTC
ngay .../.../2014 caa BTC)
BANG KIEM KE QUY
(Diing cho VND) N F
Hom nay, vao........ gio......... ngay......... thang......... nam .......
Chung t6i gom: )
= ONE/BAiii e dai dién ké toan
- Ong/Ba:.... Al oevecrermi dai dién thu quy
- Ong{Bé: .......... . NG eetsisnisinas SRS daidién .......c.ccoe...e
Cung tién hanh kiém ké quy tién mat két qua nhu sau:
STT Dién giai S6 luong (to) Sb tién
A B 1 2
| Sé du theo ) quy: X
I S6 kiém ké thuc te: X
1 Trongdo:-Loai | e |
2 -Loai | e
3 -Loai | i
4 -Loai | e |
5 O v VP OUPURRTR
Il Chénh 1éch (I =1 - ): X
LY dor A THUAL o
F THIGUL oo
-’Két 1udn sau khi Ki8m K& QU .........oveeveeeeeeeeeeeeeeeeeeeeeeeseee e i
Ke toan trwéong Thu quy Nguwoi chiu trach nhiém kiém ké quy
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Pon Vitoeovvreennans MAus6 08b-TT
B6 phan................. (Ban hanh theo Théng tur s6 200/2014/TT-BTC

Ngay 22/12/2014 ctia Bg Tai chinh)

BANG KIEM KE QUY

(Ditng cho ngogi t¢, vangtién té) SO,
Hoém nay, vao ........ gio ......... ngay ......... thang ......... nam .........
Ching t6i gdm:
€)' :7) 27 T dai dién ké toan
€)1 1:7) 27 dai dién thi quy
€)1 1:7) 2 dai dién ...........

Cung tién hanh kiém ké quy ngoai t¢, vang bac ... két qua nhu sau:

sé bon S6 | bon Tinh ra Ghi
Y vitinh | lugng | gia VND chu
T Dién giai .
Ty | VN
T .
g1a D
A B C 1 2 3 4 D
| S(f) du: theo sb qu}?’ X X | i | v | i | e
Il | SO kiém ké thuc té (*) X X | e | e | v |
1 -Loai | e | v | e | i | v [ e
2 -Loai | e | e | e | v [ e [ e
3 ] e | e [ | e | e |
Il | Chénh léch (IIT=1-11) X X | v | e | e | e
“LY o+ ThUA oo B e,
) FTRICU (oo
- K&t ludn sau khi Ki€m K& quy: ...c.coooiiiiiin, oo
Tha quy Keé toan trwéng Ngudi chiu trach nhiém kiém ké quy
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
D()’n Vi:................ Mau Sﬁ’ 09 - TT
B¢ phan ............. (Ban hanh theo Thong tu s6: .../2014/TT-BTC
ngay .../.../2014 caa BTC)
BANG KE CHI TIEN
Ngay..... thang..... nam....
HO VA 8N NZUOT Chi: oottt v et etre s eveeebeeaeas
B0 phan (hoac d1a Chi): ....cciooiiiiiiiie e
Chi ChO CONZ VIEC: .viivviiiieiiciiieieeiee ettt ettt et e e ste et s tveeveesbe e beesbeesbeesbaesseensaesseenns
Ching tur . . A :A
STT & hidu Neay, thing Noi dung chi SO tién
A B C D 1
Cong
So6 tién bang chii:............ s
(Keém theo.... chiing tir goc). .
Nguwoi lgp bing ke Ke toan truéng Ngwoi duyét
(K, ho tén) (K, ho tén) (Ky, ho tén)
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Don vii...cooovvnnnneene
B¢ phan.................

MAiu sé6 01- TSCP
(Ban hanh theo Thong tu s6 200/2014/TT-BTC
Ngay 22/12/2014 ciia B Tai chinh)

BIEN BAN GIAO NHAN TSCP

Ngay .....thang ....nam ......
SO,
NO: oo,
CO: e
Cian ctt Quyét dinh 86: ....vveveenne. ngay ....... thang ....... nam ....... CUA covvreereeeeeeenne
......................................................................................... veé viéc ban giao TSCD..........
Ban giao nhan TSCD gom:
-0NE/Ba i ChUC VU v Pai dién bén giao
-0NE/Ba i ChlIC VU .oovoieieiiee e, Pai dién bén nhan
-0NE/Ba i Chirc VU ..ooovviiiiiiie Paidién .......c..oovee.
Dia diem giao nhan TSCD i....ooiiiiiiii et
Xac nhan viéc giao nhan TSCD nhu sau:
Tén Cong Tinh nguyén gia tai sén cb dinh
¢ hidu | Nuse Nam | sudt Chi Chi Tai
S Y " S6 | Nam | dua | (dien | phi phi Neuve liéu
T qu(};ggc hiéu ;ﬁé ¢ san vao tic}) mllje; vén chay gglgen ky
T hang TSCb (XD) xuat st thlAet (ZSX) chuyén thir TSCP th}lat
dung ke) kém
TSCP)
theo
A B C D 1 2 3 4 5 6 7 8 E
Cong X X X X X X
DUNG CU, PHU TUNG KEM THEO
So Tén, qui cach dung cu, Pon vi tinh S6 lugng Gia tri
thir tu phu ting
A B C 1 2

Giam dbc
bén nhin
(Ky, ho tén, dong dau)

K& toan truéng

Ngwoi nhan Nguwoi giao

bén nhin

(Ky, ho tén)

(Ky, ho tén) (Ky, ho tén)
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15117 7 ER—— Mau s6 02-TSCD
B0 phén................. (Ban hanh theo Théong tur s6 200/2014/TT-BTC
) ’ Ngay 22/12/2014 cua Bo Tai chinh)

BIEN BAN THANH LY TSCD

Ngay .....thang...... nam ...... ’
SO: e

No: e

Co: e
Cian ctt Quyét dinhsb :....... ngay .....thang .....nam...... CUA ...ccceevveeriereeieeieerieeenne
................................................................ V& viéc thanh Iy tai san ¢ dinh.
I. Ban thanh Iy TSCP gom:
Ong/Ba ............................ Chtrc vu.....uueeeeeee. Paidién .....oooevviiiiiin Trudng ban
Ong/Ba:....cooeevieieieen, Chtic vu.........c....... Pai di€én .....ooevviiiiii Uy vién
Ong/Ba: ..o, Chic vu....eeeeene. Pai dién ....ccoovvvvveeiiiiiiiinn Uy vién
I1. Tién hanh thanh ly TSCD:
- Tén, ky ma hiéu, qui cach (Ap hang) TSCD ......oooveeeeeeeecieeeeseeeeeeeeeeee oo
= SO HIBU TSCD ..o eessee s
- NUGC SAN XUAL (XAY QUNE).....oveveveeeeeeeeeeeee e eee e
= NEI SAN XUAL ..o et an st
- Nam dua vao st dung ........ccceeevveveeveeneennennn, S6 the TSCD ..o
= NGUYEN 1A TSCD ..ttt ettt ettt seee
- Gia tri hao mon da trich dén thoi diém thanh 1...........o.ooovvivieeeeeeeeeeeeeee e,
= GIAtri €ON 121 CUA TSCD oottt e eaa e saaree s
I11. Két luin ctia Ban thanh ly TSCD:

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

Trwéng Ban thanh ly
(Ky, ho tén)

- Chi phi thanh 1y TSCD ..o, (Viét BANG CATE) vooveeeeeeeee e
- Gia tri thu NOT teoeveeeeeeeeeee, (Viét bang Chil) o..ovooveeeeeeeeeeeeeeeeee.
- D3 ghi giam s6 TSCP ngay ........... thang .......... nam ..........
Ngay ......... thang ......... nam ......
Giam dbc K& toan trudng
(Ky, ho tén, déng dau) (Ky, ho tén)
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Pon vi ............. MAu s6 03 - TSCD
B0 phan............ (Ban hanh theo Thong tu s6 200/2014/TT-BTC
) ’ Ngay 22/12/2014 cua B¢ Tai chinh)

pIEN BAN BAN GIAO TSCD
SUA CHUA LON HOAN THANH

Ngay ... thang ... nam... SO e,
NO: e,
COt v
Can ci Quyét dinh $6: ......ooooe.e.... ngdy ... thang ... ndm ... cla .......ccoceeeene
Chung t6i gdm:
- Qng J457: T Chuc vu............. Paidién .....coovvvvvvviiiennnn. don vi stra chira
-Ong /Ba ..o, Chuire vu............. Paidién ....cccooovvvvvvienenenn. don vi c6 TSCD.

P4 kiém nhan viée sira chita TSCD nhu sau:

- Tén, ky ma hiéu, quy cach (Ap hang) TSCD ......c.ooveeee oot
- SE higu TSCD ..o S6 thé TSCD: .o,
- BO phan quan [y, ST dUng: ......ccoooiieieee e
- Thoi gian sira chira tr ngdy ..... thang.... nam ...... dén ngay ..... thang ... nam .........

Céc b phan sua chita gom co6:

Tén bd phan Noi dung (muc do) Gia Chi phi Kef:t qua
stra chira cOng viéc stra chira du toan thuc té kiém tra
A B 1 2 3
Cong
L TUAIL et e e e e e e ee e e s eeeeseeeeses s
K& toan trudng Pai dién don vi nhan Pai dién don vi giao
(K, ho tén) (Ky, ho tén) (Ky, ho tén)
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DPon vi.......oo MAu s6 04- TSCP
BoO phﬁn:................ (Ban hanh theo Théong tu s6 200/2014/TT-BTC
’ ’ Ngay 22/12/2014 ctia Bo Tai chinh)

BIEN BAN PANH GIA LAI TSCP

Ngay .....thadng ....ndm ...... SO i,
NOeeeee,
CO: e
- Can ctr Quyét dinh s6 :.......... ngay ....... thang ....... nam ........
O - R PPUURRR Ve viéc danh gia lai TSCDb
-Ong/Ba ........... Chuc vu .....ccoeeee. Paidién ...................... Chu tich Ho1 dong
-Ong/Ba ........... Chic VU ..cocovvvvveiiiiiinnn, Pai di€n ......oooviiiiinnn. Uy vién
-Ong/Ba ........... Chic VU ...oooovvvvvvvieiiin, Pai di€én ..o, Uy vién

Da thyc hién danh gia lai gia tri cac TSCD sau day:

S| Tén, ky ma hiu, Sb Sb Gi4 tri dang ghi sb Gia tri Chénh léch

T qui cach (cap hiéu thé Nguyén Hao Gia tri con laitheo | Tang | Giam

T|  hang) TSCP TSCP | TSCPb Gia mon | conlai | Péanh gi4 lai

A B C D 1 2 3 4 5 6
Cong X X

Ghi chii: Cot 4 "Gia tri con lai theo danh gia lai”. Néu danh gia lai ca gia tri
hao mon thi Cot 4 phai tach ra 3 ¢4t twong tng cot 1,2,3.

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

Uy vién/nguoi lap Ké toan trudng Chu tich Hoi dong
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Pon vi :.............
B¢ phan............

MAu s6 05 - TSCD
(Ban hanh theo Thong tu s6 200/2014/TT-BTC
Ngay 22/12/2014 ctia Bo Tai chinh)

BIEN BAN KIEM KE TAI SAN CO PINH

Thoi diém kiém ké............ gio......... ngay....... thang.......nam..........
Ban kiém ké gom:
-ONE /B i Chirc VUi, Pai dién......ccoovvvviiiiiiiiiiii, Trudng ban
-ONE /B it e Chirc VUi, Pai di€n......cooovvveviiiiiiii Uy vién
-O0NEZ/Ba..iiiiiiee e ChUc VUi, Pai di€n...ccoouviiiiiiiiiiiieeee, Uy vién
D3 kiém ké TSCP, két qua nhu sau:
8 Ten TSCD Mz | Noi sit Theo s0 ké toan Theo kiém ké Chénh 1éch Cthl;
TT ) dung So Nguyén | Gia tri So Nguyén Gia tri S6 | Nguyén Gia tri
lugng gia con lai | luong gia con lai lugng gia con lai
A B C D 1 2 3 4 5 6 7 8 9 10
Cong X X X X X X
Ngay ...... thang ...... nam.. ...

~ Giam déc
(Ghi y kién giai quyet so chénh 1éch)
(Ky, ho tén, dong dau)

K& toan truéng
(Ky, ho tén)
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Don viz..ooeuneeennnn.

Miu s6 06-TSCD
B0 phan.................. (Ban hanh theo Thong tu s6 200/2014/TT-BTC
) ) Ngay 22/12/2014 cua B Tai chinh)

NT0
BANG TINH VA PHAN BO KHAU HAO TSCD
Thang....... nam......
Tyrlé Noi str dung TK 627 - Chi phi TK 623 TK 641 TK 642 Chi TK 241 TK 242 Chi TK 335
) khau san xuat chung Chi phi str Chi phi phi quan ly XDCB do phi tra trude Chi phi
So Chi tiéu hao (%) | Toan DN Phan Phan Phan Phan dung may | banhang | Doanh nghiép dang dai han phai tra
T hoic | Nguyén S6 | xuong | xuong | xwong | xuong | thicong
T thoi gia khiu (san (san (san (sdn
gian st TSCD hao pham) | pham) | pham) | pham)
dung
A B 1 2 3 4 5 6 7 8 9 10 11 12 13
1 | I. Sékhau hao trich
thang trudce
2 | Il. S6KH TSCD tang
trong thang
3 | NI. S6KH TSCP
giam trong thang
4 | IV. S6 KH trich thang
nay (1+11- 1)
Cong X
Ngay ..... thang .... nam ...
Nguwoi lap bang Keé toan trudéng
(Ky, ho tén) (Ky, ho tén)
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PHAN B - GIAI THICH NOQI DUNG VA PHUONG PHAP GHI CHEP
CHUNG TU KE TOAN

I. CHI TIEU LAO PONG TIEN LUONG

1. Muc dich: Cac chung tir thudc chi tiéu lao dong tién lwong duoc 1ap
nham muc dich theo ddi tinh hinh str dung thoi gian lao dong; theo doi cac khoan
phai thanh toan cho nguoi lao dong trong don vi nhu: tién luong, tién cong cac
khoan phu cip, tién thudng, tién cong tic phi, tlen lam thém ngoai gio; theo doi
cac khoan thanh todn cho bén ngoai, cho cac té chirc khac nhu: thanh toan tién
thué ngoai, thanh toan cac khoan phai trich ndp theo lwong,... va mot sé nodi dung
khac c6 lién quan dén lao dong, tién luong.

2. Noi dung: Thudc chi tiéu lao dong tién lwong gdom c6 cac bi€u mau sau:

Bang chdm cong Mau sb 01a- LDTL
Bang chdm cong lam thém gio Mau s6 01b- LBTL
Bang thanh toan tién luong Mau sb 02- LBTL
Bang thanh toan tién thudng Mau sb 03- LBTL
Gidy di duong Mau s6 04- LBTL
Phiéu x4c nhan san phém hoac cong viéc hoan thanh Mau s6 05- LBTL
Bang thanh toan tién lam thém gid Mau s6 06- LBTL
Bang thanh toan tién thué ngoai Mau s6 07- LBTL
Hop dong giao khoan Mau s6 08- LBTL
Bién ban thanh 1y (nghiém thu) hop dong giao khoan ~ Mau s6 09- LBTL
Bang ké trich nop cac khoan theo lwong Mau s6 10- LBTL
Bang phén bo tién luong va bao hiém xa hoi Mausé 11- LBTL
BANG CHAM CONG

(Maus6 Ola - LDTL)

1. Muc dich: Bang chdm cong dung dé theo ddi ngay cong thuc té& lam
viée, nghi viéc, nghi huong BHXH, ... dé ¢ cin ctr tinh tra luong, bao hiém x4 hoi
tra thay luong cho tirng nguoi va quan ly lao dong trong don vi.

2. Phuwong phap va trach nhiém ghi

Mdi bo phan (phong, ban, t6, nhom...) phai 1ap bang chdm cong hang
thang.

Cot A, B: Ghi sd th tu, ho va tén tung nguoi trong by phén cong tac.

Cot C: Ghi ngach bac luong hodc cép bac churc vu cua ting nguoi.
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Cot 1-31: Ghi cac ngay trong thang (Tt ngay 01 dén ngay cudi cing cia

thang).

Cot 32: Ghi tong sb cong huong luong san phdm cua timg ngudi 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 ngimg viéc huong 100% lwong cua

ting nguoi trong thang.

Cot 35: Ghi tong sd cong nghi viéc va ngimg viéc hudng cac loai % lwong

cua tirng nguoi trong thang.

Cot 36: Ghi tong sé cong nghi huéng bao hiém x3 hoi cua ting ngudi trong

thang.

Hang ngiy t6 truong (Trudng ban, phong, nhom,...) hodc ngudi duge uy
quyén cin cit vao tinh hinh thyc té ciia bo phan minh dé cham cong cho ting
ngudi trong ngay, ghi vao ngdy twong tng trong cac cot tir cot 1 dén cot 31 theo
cac ky hiéu quy dinh trong chung tu.

Cudi thang, nguoi chdm ccong va nguoi phy trach by phan ky vao Bang
chdm cong va chuyén Bang chim cong cung cac ching tir lién quan nhu Glay
ching nhén nghi viéc huong BHXH, gidy xin nghi viéc khong huong luong,...
bd phan ke toan kiém tra, doi chiéu qui ra cong dé tinh lwong va bao hiém xa h01
Ké toan tién lwong cin ctr vao cac ky hiéu chdm cong cua timg ngudi tinh ra sb
ngay cong theo timg loai twong Gmg dé ghi vao cac cot 32, 33, 34, 35.

Ngay cong dugc quy dinh 1a 8 gio. Khi tong hop quy thanh ngay cong néu
con gid 1é thi ghi sb gid 1¢ bén canh s6 cong va danh dau phay ¢ giita.

Vi du: 22 cong 4 gio ghi 22,4

Bang cham cong duoc luwu tai phong (ban, t0,...) ké toan cung cac ching tir
c6 lién quan.

Phuwong phdp chim céng: Ty thudc vao diéu kién cong tac va trinh do ké
toan tai don vi dé str dung 1 trong cac phuong phap chAm cong sau:

- Cham cong ngay: Moi khi nguoi lao dong 1am viéc tai don vi hodc lam
viéc khac nhu hoi nghi, hop,... thi mdi ngay dung mot ky hiéu dé cham cong cho
ngay do.

Can chii y 2 truong hop:

+ Néu trong ngay, ngudi lao dong lam 2 viée co thoi gian khac nhau thi
cham cong theo ky hiéu ctia cong viéc chiém nhiéu thoi gian nhat. Vi du ngudi lao
dong A trong ngay hop 5 gio 1am luong thoi gian 3 gio thi ca ngdy hom d6 cham
“H” Hoi hop.

+ Néu trong ngdy, nguoi lao dong 1am 2 viéc c6 thoi gian bang nhau thi
cham cong theo ky hiéu cila cong viée dién ra trudc.

- Cham céng theo gio:
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Trong ngdy ngudi lao dong 1am bao nhiéu coéng viée thi chim cong theo
cac ky hiéu di quy dinh va ghi s6 gid cong thuc hién cong viéc d6 bén canh ky
hi€u twong ung.

- Cham c6ng nghi bu: Nghi bu chi ap dung trong trudng hop lam thém gio
huong Iwong thoi gian nhung khong thanh toan Iwong lam thém, do d6 khi nguoi
lao dong nghi bu thi chdm "NB" va van tinh tra luvong thoi gian.

BANG CHAM CONG LAM THEM GIO
(Mau s6 01b - LDTL)

1. Muc dich: Theo ddi ngay cong thuc té 1am thém ngoai gio dé c6 can cir
tinh thot gian nghi bu hoac thanh toan cho nguoi lao dong trong don vi.

2. Phuong phap lap va trach nhi¢ém ghi

M®i bd phéan (phong, ban, to, nhom...) c6 phat sinh 1am thém ngoai gio 1am
viéc theo quy dinh thi phai 1ap bang chim cong lam thém gio.

Cot A, B: Ghi sb thu tu, ho va tén tung nguodi lam viéc thém gio trong bod
phén cong tac.

Cot 1 dén cot 31: Ghi sd gid 1am thém cia cac ngay (Tir gio...dén gio...) tir

ngay 01 dén ngay cudi cing cia thang.

Cot 32: Ghi tong s6 gio 1am thém vao cac ngay thuong trong thang.

Cot 33: Ghi tong s gior [am thém vao cac ngay nghi thtr bay, chu nhat.

Cot 34: Ghi tong s6 gio lam thém vao cac ngay 18, tét.

Cot 35: Ghi tong sb gio 1am thém vao budi téi (tinh theo quy dinh cta phap

luét) khong thudc ca l1am viéc cua nguoi lao dong.

Hang ngay t6 truong (phong ban, t6 nhom...) hoac nguoi dugc uy quyen
can cur vao sb gid lam thém thyc té theo yéu cau cong viéc cta bd phan minh dé
cham gi0 lam thém cho tirng nguoi trong ngay, ghi vao ngay tuong trng trong cac
cot tir 1 dén 31 theo cac ky hiéu quy dinh trong ching ti.

Cudi thang, ngudi chdm cong, phu trach bo phan c6 nguoi lam thém ky va
giam déc hoic nguoi dugc uy quyén duyét vao bang chdm cong 1am thém gio va
chuyén bang cham cong lam thém gio cung cac chung tir lién quan vé bo phén ké
toan kiém tra, ddi chiéu, quy ra cong dé thanh toan (truong hop thanh toan tién).
Ké toan cin ctr vao cac ky hiéu chim cong cua timg ngudi tinh ra sd cong theo
tirng loai twong Gmg dé ghi vao céac cot 32, 33, 34, 35.

BANG THANH TOAN TIEN LUONG
(Mau s6 02 - LDTL)
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1. Muc dich: Bang thanh toan tién luong 13 ching tir lam cdn ctr dé thanh
toan tién luong, phu cap, cac khoan thu nhap tang thém ngoai tién lwong cho
ngudi lao dong, kiém tra viéc thanh toan tién lwong Cho nguoi lao dong lam viéc
trong doanh nghiép dong thoi 1 cin ctr dé thong ké vé lao dong tién luong.

2. Phuwong phap va trach nhiém ghi
Bang thanh toan tién luong duoc 1ap hang thang. Co so dé lap Bang thanh
toan tién luong la cac chung tir lién quan nhu: Bang chdm cong, phiéu xac nhan
san pham hodc cong viéc hoan thanh...
Cot A, B: Ghi sd tht tu, ho tén cia nguoi lao dong dugce huong luong.
Cot 1,2: Ghi bac luong, h¢ sb lvong ctia nguoi lao dong.
Cot 3,4: Ghi s6 san pham va sé tién tinh theo lwong san pham.
Cot 5,6: Ghi s6 cong va sd tién tinh theo lwong thoi gian.
Cot 7,8: Ghi s6 cong va sd tién tinh theo luong thoi gian hodc nglmg, nghi
viéc hudng cac loai % luong.
Cot 9: Ghi cac khoan phu cap thude quy luong.
Cot 10: Ghi s6 phu cép‘ khac dugc tinh vao thu nhap cua nguoi lao dong
nhung khong nam trong quy luong, quy thuong.
Cot 11: Ghi tong sb tién luong va cac khoan phu cap ma ngudi lao dong
dugc huong.
Cot 12: Ghi s tién tam tng ky I cia mdi nguoi.
Cot 13,14,15,16: Ghi cac khoan phai khél{ tror khoi luong cua nguoi lao
dong va tinh ra tong so tién phai khau trir trong thang.
Cot 17,18: Ghi s6 tién con duoc nhan ky 11
Cot C: Ngu()i lao dong ky nhan khi nhan luvong ky II.
Cubi m01 thang can cur vao chung tu lién quan, ké toan tién luong lap Bang
thanh toan tién luong chuyen cho ké toan truong soat xet xong trinh cho giam dbe

hodc nguoi dugc uy quyén ky duyét, chuyén cho ké toan lap phiéu chi va phat
lwong. Bang thanh toan tién lwong duoc luu tai phong (ban) ké toan cua don vi.

M&i 1an linh lwong, ngudi lao dong phai truc tiép ky vao cot “Ky nhan”
hodc ngudi nhén ho phai ky thay.

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

1. Muc dich: La ching tu xac nhan sO tién thudng cho tung nguoi lao
dong, 1am co sé dé tinh thu nhap ctia méi ngudi lao dong va ghi so ké toan.
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2. Phwong phap va trach nhiém ghi

Goc trén bén trai ciia Bang thanh toan tién thudng phai ghi rd tén don vi, bd
phéan dugc thuong.

Cot A,B,C: Ghi sb thir tu, ho tén, chtrc vu, ctia ngudi dugc thuong.

Cot 1: Ghi bac lvong hién dang dugc hudng dé tinh ra lvong hang thang.

Cot 2,3: Ghi 10 loai thuong dugc binh xét, s6 tién duge thuong theo moi

loai.

Cot D: Ngudi duge thudng ky nhan tién thuong.

Bang thanh toan tién thuong do ‘phong ké toan lap theo timg bo phan va
phai c6 chir ky (ho tén) cua nguoi lap, ké toan trudng va gidm doc.

GIAY PI DPUONG
(Mau s6 04 - LDTL)

1. Muc dich: Gidy di dudng 1a cin cir dé can bo va ngudi lao dong lam thu
tuc can thiét khi dén noi cong tac va thanh toan cong tac phi, tau xe sau khi ve
doanh nghiép.

2. Phuong phap va trach nhiém ghi

Sau khi ¢6 Iénh ctr can bg, nguoi lao dong di cong tac, bd phan hanh chinh
1am thu tyc cap glay di duong. Nguoi di cong tac ¢6 nhu cAu Ung tlen tau xe, cong
tac phi... mang gidy di duong dén phong ké toan lam thii tuc Ung 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 (dong dau va chit ky xac nhan ciia ngudi co trach nhiém & co quan dén cong
tac).

Cot 3: Phuong tién s dung: Can ghi 10 di 6 t6 co quan, 6 t6 khach, tau

hod, may bay ...

Cot 5: Ghi thoi gian cong tac.

Cot 6: Ghi ly do luu tru.

Cot 7: Lay chir ky cua ngudi c6 tham quyén va dong dau ciia noi can b,

nguoi lao dong dén cong tac.

Khi di cong tac vé ngudi di cong tac xuét trinh gidy di duong dé phy trach
bd phan x4c nhan ngay vé va thoi gian dugce huong luu tri. Sau d6 dinh kém cac
chung tu trong dot cong tac (nhu vé tau xe, vé pha, hoa don thanh toan tién phong
nghi...) vao gidy di duong va ndp cho phong ké toan dé 1am thu tuc thanh toan
cong tac phi, thanh todn tam mg. Sau dé chuyén cho ké toan truéng duyét chi
thanh toan.
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Gidy di dudng va cac chimg tir lién quan duoc luu ¢ phong ké toan.

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

1. Muc dich: La chung tir xac nhan s6 sdn pham hodc cong viéc hoan thanh
cua don vi hodc ca nhan nguoi lao dong, lam co s& dé 1ap bang thanh toan tién
lwong hoac tién cong cho nguoi lao dong.

2. Phwong phap va trach nhiém ghi

- Phia trén goc trai ghi rd tén don vi, b phan quan 1y cong viéc phai thanh
toan cho nguoi lao dong.

- Ghi 16 0, ngdy, thang, nam 1ap phiéu.

- Ghi 13 tén don vi (hodc ca nhan) thuc hién sé san pham (hodc cong viéc)
hoan thanh.

- Ghi 16 s6 hop dong va ngay, thang, nim ky hop dong (néu co).

- Cot A, B, C: Ghi sb thir tu, tén, don vi tinh cta san phém (hodc cong viéc)
hoan thanh.

-Cot 1,2, 3: Ghi sd luong, don gid, thanh tién ctia mdi loai san phém (hoac
cong viéc) hoan thanh.

Phiéu nay do nguoi giao viéc lap thanh 2 lién: lién 1 luu va lién 2 chuyén
dén ké toan tién luong dé lam thi tuc thanh toan cho ngudi lao dong. Trudc khi
chuyén dén ké toan phai c6 day du chit ky ciia nguoi giao viéc, ngudi nhan viéc,
ngudi kiém tra chat lugng va nguoi duyét.

BANG THANH TOAN TIEN LAM THEM GIO
(Mau s6 06 - LDTL)

1. Muc dich: Bang thanh todn tién lam thém gid nham x4ac dinh khoan tién
lwong, tién cong lam thém gio ma nguoi lao dong dugce huong sau khi lam viéc
ngoai gio theo yéu cau cong vigc.

2. Phuong phap 1ap va trach nhiém ghi

Goc trén bén trai ciia Bang thanh toan tién 1am thém gid phai ghi rd tén don
vi, b0 phan lam viéc.

Dong thang nim: Ghi rd thang va nim ma ngudi lao dong tién hanh lam
thém gio.

Cot A, B: Ghi sb tht tu, ho va tén cta nguoi lam viéc thém gio .
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Cot 1: Ghi hé s6 lwong ngudi lao dong dang hudng.

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

Cot 3: Ghi téng s6 hé sé nguoi 1am thém duoc huong (Cot 3 = cot 1 + cot

2).

Cot 4: Ghi tién luong thang dugc huong tinh bang: Luong téi thiéu (Theo
quy dinh ctuia nha nudce) nhan véi (x) HE so luong cong voi (+) Phu cap chire vu.

Cot 5: Ghi mure lwong ngay dugc tinh bﬁng Luong tbi thiéu (theo quy dinh
cua Nha nudc) x (h€ so lwong + hé so phu cap chuc vu)/ 22 ngay.

Cot 6: Ghi muc lwong gio duogc tinh bang Cot 5 chia cho 8 gio.

Cot s6 givr 1am thém ngay thuong, sO gio 1am thém ngay thir 7, chi nhat, s
gio lam thém ngay 1€ (Cot 7, 9, 11) can clr vao bang cham cong lam thém gio thyuc
te cua thang do dé ghi.

Cot thanh tién cua lam thém ngay thuong (cot 8) = s6 gio (cot 7) x mirc
luong gio (cot 6) x HE s6 lam thém theo quy dinh hién hanh.

Cot thanh tién cua 1am thém ngay thir 7, CN (¢4t 10) = s gior (cot 9) x murc
luong gid (cot 6) x HE s 1am thém theo quy dinh hién hanh.

Cot thanh tién cuia 1am thém ngay 18, tét (cot 12) = s giv (cdt 11) x murc
luong gid (cot 6) x H¢ s 1am thém theo quy dinh hién hanh.

Cot thanh tién 1am thém budi dém (cdt 14) = s6 giv (cdt 13) nhan (x) mire
lwong gio (cot 6) x HE s0 1am thém theo quy dinh hién hanh.

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

Cot 16,17: Ghi sé gid cong nghi b cia nhirng ngay 1am thém va sO tién
tuong trng cua nhiing ngay nghi bu phai tror khong dugc thanh toan tién.

Cot 17 = cot 16 x cot 6 x Hé s6 1am thém theo quy dinh hién hanh.

Cot 18: Ghi s6 tién lam thém thyc thanh toan cho nguoi 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 1am thém gio phai kém theo bang chdm cong 1am
thém gio cua thang do, co day da chir ky cua nguoi lap b1eu ké toan truong, giam
dbc hodc nguol duoc uy quyén duyét. Bang thanh toan tién lam thém gid dugc 1ap
thanh 1 ban dé lam cin ct thanh toan.

BANG THANH TOAN TIEN THUE NGOAI
(Mau s6 07 - LDTL)

1. Muc dich: Bang thanh ton tién thué ngoai 1a ching tir ké toan nham xac
nhan sO tién da thanh todn cho ngudi dugc thué dé thuc hién nhiing cong viéc
khong 1ap dugc hop dong, nhu: Thué lao dong bdc vac, thué van chuyén thiét bi,
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thué lam khoan 1 cong viéc nao do.... Chung tir duoc ding dé thanh toan cho
nguoi lao dong thué ngoai.

2. Phuong phap va trach nhiém ghi

Chung tir nay do nguoi thué lao dong 1ap.

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

Ghi 1 ndi dung, dia diém va thoi gian thug.

Cot A, B, C: Ghi sb tht tu, ho tén, dja chi hodc sb chitng minh thu cua
nguo1 dugc thué.

Cot D: Ghi 0 ndi dung hodc tén cong viéc thué.

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

Cot 2: Ghi don gié phai thanh toan cho 1 cong lao dong hoac 71 dpn vi khoi
luong cong viéc. Truong hop thué khoan gon cong viéc thi cot nay dé trong.

Cot 3: Ghi sd tién phai thanh toan.

Cot 4: Tiér} thué khau trir phai ndp néu nguoi dugce thué c6 murc thu nhap ¢
dién phai ndp thué thu nhap cé nhan theo qui dinh ctia Luat thué (néu co).

’ Cot 5: Sb tién con lai duoc nhan cua nguoi duoc thué sau khi da khau trur

thué. (Cot 5=cot 3 - cot 4)

Cot E: Nguoi dugce thué ky nhan khi nhan tién.

HOP PONG GIAO KHOAN
(Mau s6 08 - LDTL)

1. Muc dich: Hop dong giao khoan 1a ban ky két giita ngudi giao khoan va
ngudi nhan khoan nhim xac nhan vé khdi luong cong viéc khoan hodc ndi dung
cong viéc khoan, thoi gian lam viéc, trach nhiém, quyén loi cua mdi bén khi thuc
hién cong viéc d6. Pong thoi 1a co sé thanh toan chi phi cho nguoi nhan khoan.

2. Phuwong phap va trach nhiém ghi
~ Goc trén beén trai ghi rd tén don vi, dia chi va sd ctia hop dong giao khoan

(néu co). Ghi 0 ho tén, chuc vy dai dién cho phong, ban, bd phan ctia bén giao
khoan va bén nhan khoan.

Phén I. Biéu khoan chung:

- Phuong thtrc giao khoan: Ghi rd phuong thire giao khodn cho nguodi nhan
khoan.

- Diéu kién thyc hién hgp dong: Ghi 15 cac dieu kién cam ket clia 2 bén khi
ky hop dong giao khoan.
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- Thoi gie}n tbuc bién hop QGng: Ghi ro ‘thc‘ri gian thuc hién cong viéc nhan
khoan tir ngay bat dau dén ngay két thiic hop dong.

- Céc diéu kién khac: Ghi 13 cac diéu kién khac khi ky két hop dong.

Phan I1. Diéu khodn cu thé:

Ghi 18 ndi dung cac cong viéc khoan, trach nhiém, quyén loi va nghia vu
cua nguoi nhan khoan va nguoi giao khoan (nhu dleu kién lam vi€c, yéu cau san
pham (cong viéc) khoan, thoi gian hoan thanh va sb tién phai thanh toan) dbi véi
bén nhan khoan.

Hop ddng giao khoan do bén giao khoan 1ap thanh 3 ban :

- 1 ban giao cho nguoi nhan khoan;

- 1 ban luu 6 b phan 1ap hop dong;

- 1 ban chuyen vé phong ké toan cho nguoi ¢ trach nhiém theo ddi qua
trinh thuc hién hop dong giao khoan va 1am can cir dé thanh toan hop dong.

Hop dong giao khoan phai c6 day du chir ky, ho tén cua dai dién bén giao
khoan va dai dién bén nhan khoan, nguoi 1ap va ké toan truéng bén giao khoan.

BIEN BAN THANH LY (NGHIEM THU) HOP PONG GIAO KHOAN
(Mau s6 09 - LDTL)

1. Muc dich: Bién ban thanh Iy hop dong giao khoan 1a chung tur nham xac
nhan s6 luong, chat luong cong viéc va gia tri ciia hop dong da thuc hién, lam can
ctr dé hai bén thanh toan va cham dut hop dong.

2. Phwong phap va trach nhiém ghi

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

Ghi rd ngay, thang, ndm thanh Iy hop dong, sé hiéu ban thanh ly.

Ghi 10 ho tén, chlrc vu cua nhitng nguoi dugce dai dién cho bén giao khoan
va bén nhan khoan.

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

, Ghi ;6 ndi dung cong yiéc da thyc hién va gia tri cua hop d@)ng da thuc hién

den thoi diém thanh 1y hop dong.

Ghi 16 s6 tién bang s6 va br:ing chir ma bén giao khoan da thanh toan cho
bén nhéan khoan tur khi ky hop dong dén ngay thanh ly hop dong.

Ghi r6 n61 dung cua timg bén vi pham hop dong (néu co) va sb tién bi phat
do vi pham h0'p déng

Ghi 15 s6 tién bang s va bang chit bén giao khoan con phai thanh toan cho
bén nhan khoan (Theo tinh toan trong hop dong, nghiém thu cong viéc va sd tién
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da thanh toan truéc cho nhau) dén khi thanh 1y hop dong hodc nguoc lai bén giao
khoan da thanh toan qua cho bén nhéin khoan.

Sau khi kiém tra thuc té viéc thyc hién hop dong, két qua thyc hién hop
ddng hai bén nhét tri dua ra két luan vé timg noi dung cu thé vé khéi lugng thuc
hién, danh gia chat luong va kién nghi, cac viéc can lam (néu co).

Bién ban thanh 1y hop dong giao khoan duoc lap thanh 4 ban, mdi bén gir
2 ban. Bién ban thanh Iy hop ddong giao khoan phai c6 day du chir ky cta dai dién
bén giao khoén va dai dién bén nhan khoan thyuc hién hop déng.

BANG KE TRICH NQP CAC KHOAN THEO LUONG
(Mau s6 10 - LDTL)

1. Muc dich: Bang ké trich nop cac khoan theo lwong ding dé xac dinh sb
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 nop trong thang (hodc quy) cho co quan bao hiém
x3 hoi va cong doan. Ching tir ndy 13 co s dé ghi s6 ké toan vé cac khoan trich
ndp theo luong.

2. Phwong phap va trach nhiém ghi

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

- Cot A: Ghi s6 tht ty.,

- Cot B: Ghi sd thang trich nop BHXH, BHYT, BHTN, kinh phi cong doan
ap dung trong truong hop ke khai theo quy.

- Cot 1: Ghi téng quy lvong dung lam co s¢ dé trich 1ap BHXH, BHYT,
BHTN, kinh phi cong doan.

- Cot 2, 3, 4: Ghi tong s6 tien BHXH, BHYT, BHTN phai ndp va trong d6
chia theo nguon trich tinh vao chi phi va tinh trir vao lwong ctia nguoi lao dong.

- Cot 5,6, 7: Ghi tong sb tién kinh phi cong doan phai ndp va chia theo

nguon trich tinh vao chi phi va tinh trtr vao lwong cia ngudi lao dong.

- C6t 8: Ghi s6 kinh phi cong doan don vi phai nop cap trén.

- Co6t 9: Ghi sd kinh phi cong doan don vi duoc dé 1ai chi tai don vi.

Bang ké dugc 18p thanh 2 ban. Bang ké trich ngp theo luong sau khi lap
xong phai c6 day du chir ky va ghi r6 ho tén cta ngudi 1ap, ké toan truong, giam
doc.
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BANG PHAN BO TIEN LUONG VA BAO HIEM XA HOI
(Mau sé 11- LBTL)

1. Muc dich: Dung dé tip hop va phan bd tién luong tién cong thuc té phai
tra (gom tién luong, tién cong va cac khoan phu cip), bao hiém x4 hoi, bao hiém y
té va kinh phi céng doan phai trich ndp trong thang cho cac dbi 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 cha yéu cia bang phan bo nay gom cé cac cot doc
ghi C6 TK 334, TK 335, TK 338 (3382,3383,3384, 3386), cac dong ngang phan
anh tién luong, bao hiém xa hoi, bao hiém y té, bao hiém that nghiép, kinh phi
cong doan tinh cho cac ddi tugng sir dung lao dong.

- Co so lap:

+ Can cu vao cac bang thanh todn luong, thanh todn lam dém, lam thém
gio... ké toan tap hop, phan loai chimg tir theo ting dbi twong st dung tinh toan s
tién dé ghi vao bang phan bd nay theo cac dong phu hop cot ghi Co6 TK 334 hoic
c6 TK 335.

+ Can clr vao ty 1¢ trich bao hiém xi hoi, bao hiém y té, bao hiém thét
nghiép, kinh phi cong doan va tong s tién luong phai tra (theo quy dinh hién
hanh) theo tirng ddi tuong st dung tinh ra sé tién phai trich BHXH, bao hiém vy té,
BHTN, kinh phi cong doan dé ghi vao cac dong phu hop cot ghi Co6 TK 338
(3382, 3383, 3384, 3386).

S6 liéu cua bang phén bd nay dugc st dung dé ghi vao cac bang ké, Nhat
ky- Chimg tir va cac s6 ké toan c6 lién quan tuy theo hinh thirc ké toan ap dung &
don vi (nhu S6 Cai hoic Nhat ky - S6 cai TK 334, 338...), dong thoi duoc st dung
dé tinh gia thanh thuc té san pham, dich vu hoan thanh.

II. CHI TIEU HANG TON KHO

1. Muc dich: Theo ddi tinh hinh nhép, xuét, ton kho vat tu, cong cuy, dung cuy,
san pham, hang hod, 1am céan c ki€ém tra tinh hinh st dung, du trit vat tu, cong cu,
dung cy, san pham, hang hod va cung cap thong tin can thiét cho viéc quan ly hang
tdn kho.

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

Phiéu nhap kho -Mau s6 01-VT
Phiéu xuat kho - MAau sb 02-VT
Bién ban kiém nghiém vat tu, cong cuy,
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san pham, hang hoa - Mau sb 03-VT

Phiéu béo vat tu con lai cubi ky - MAu sb 04-VT
Bién ban kiém ké vat tu, cong cuy, san phém, hang hoa - Mau sb 05-VT
Bang ké mua hang - Mau sb 06-VT

Bang phan bd nguyén li¢u, vat liéu, cong cy, dung cu - Mau sb6 07-VT

PHIEU NHAP KHO
(Mau s6 01- VT)

1. Muc dich: Nham xéac nhan sd lurong vat tu, cong cu, dung cu, san phém,
hang hoa nhéap kho lam can ctr ghi Thé kho, thanh toan tién hang, xac dinh trach
nhi¢m véi nguodi co lién quan va ghi s6 ké toan.

2. Phwong phap va trach nhiém ghi

Goc trén bén trai cua Phiéu nhap kho phai ghi 16 tén cta don vi (hodc dong
dau don vi), bo phan nhap kho. Phiéu nhap kho ap dung trong cic trudng hop
nhdp kho vat tu, cong cy, dung cy, san phém, hang hoa mua ngoai, ty san XUAt,
thué ngoai gia cong ché bién, nhan goép von, hodc thira phat hién trong kiém ké.

Khi 1ap phiéu nhap kho phai ghi & s6 phiéu nhap va ngay, thang, nim lap
phiéu, ho tén nguo1 giao vat tu, cong cu, dung cu, san phém, hang hoa, s6 hoa don
hodc 1énh nhap kho, té€n kho, dia diém kho nhap.

Cot A, B, C, D: Ghi so thit tu, tén, nhdn hiéu, qui céch, phém chit, ma sb
va don vi tinh cua vat tu, cong cu, dung cu, san phém, hang hoa.

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

Cot 2: Thir kho ghi s6 lugng thyc nhap vao kho.

Cot 3, 4: Do ké toan ghi don gia (gia hach toan hodc gia hoa don,... tuy theo
qui dinh ctia timg don vi) va tinh ra s6 tién cta ting thir vat tu, dung cu, san pham,
hang hoa thyc nhap.

Dong cong: Ghi tong sb tién cta cac loai vat tu, cong cu, dung cy, san
pham, hang hoa nhap cting mét phiéu nhap kho.

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

Phiéu nhap kho do bd phan mua hang hoac bd phan san Xuat l1ap thanh 2
lién (déi voi vat tu, hang hoa mua ngoai) hodc 3 lién (461 v6i vat tu ty san xuat)
(dat gidy than viét 1 lan) va ngudi 1ap phiéu ky (ghi 15 ho tén), nguoi 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 phiéu, thu kho giir lién 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 co) ngudi
giao hang gitr.

88



PHIEU XUAT KHO
(Mau s6 02 - VT)

1. Muc dich: Theo ddi chdt ché sb lugng vat tu, cong cuy, dung cuy, san
pham, hang hoa xuét kho cho cac bd phén sir dung trong doanh nghiép, 1am cin cir
dé hach toan chi phi san xuét, tinh gia thanh san phém, dich vu va kiém tra viéc st
dung, thuc hién dinh mc tiéu hao vat tu.

2. Phuong phap va trach nhiém ghi

Goc bén trai cia Phiéu xuat kho phai ghi 16 tén cia don vi (hodc dong dau
don vi), bo phan xuit kho. Phiéu xuét kho 14p cho mot hodc nhiéu thir vat tu, cong
cy, dung cuy, san phém, hang hoa cung mot kho dung cho mot ddi tuong hach toan
chi phi hodc cung mot muc dich st dung.

Khi lap phiéu xuét kho phai ghi r&: Ho tén ngudi nhan hang, tén, don vi (bd
phan): sé va ngay, thang, nim lap phiéu; 1y do xuéat kho va kho xuét vat tu, cong
cy, dung cu, san phém, hang hoa.

- Cot A, B, C, D: Ghi s6 thtt ty, tén, nhin hiéu, qui cach, phém chit, ma sb
va don vi tinh cua vat tu, cong cu, dung cu, san phém, hang hoa.

- Cot 1: Ghi sb lugng vat tu, cong cuy, dung cuy, san phﬁm, hang hoa theo
yéu cau xuat kho ctia nguoi (bd phan) str dung.

- Cot 2: Thu kho ghi sb luong thuc té xuit kho (sé luong thuc té xuit kho
chi 6 thé bang hodc it hon s6 lugng yéu cau).

- Cot 3, 4: K& toan ghi don gia (tuy theo qui dinh hach toan cua doanh
nghiép) va tinh thanh tién cia timg loai vat tw, cong cu, dung cu, san pham, hang
hoa xuat kho (cot 4 = cot 2 x cot 3).

Dong Cong: Ghi téng sb tién cua s vat tu, cong cy, dung cu, san phém,
hang hoa thuc té di xuat kho.

Dong "Téng s6 tién viét bang chir": Ghi tong sb tién viét bang chit trén
Phiéu xuat kho.

Phiéu xuit kho do cac bo phén xin linh hodc do bo phan quan ly, bo phan
kho lap (tuy theo to chtrc quan ly va qui dinh cta timg doanh nghiép) thanh 3 lién
(dat gidy than viét 1 1an). Sau khi lap phiéu xong, ngudi lap phiéu va ké toan
truong ky xong chuyén cho _giam dbe hodc nguoi dugc uy quyén duyét (ghi 16 ho
tén) giao cho ngudi nhén cam phiéu xuong kho dé nhan hang. Sau khi xuét kho,
thii kho ghi vao cot 2 s6 lugng thuc xuét ctia timg thir, ghi ngay, thang, nim xuét
kho va cting ngudi nhan hang ky tén vao phiéu xuat (ghi 18 ho tén).

Lién 1: Luu ¢ bd phan lap phiéu.
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Lién 2: Tha 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 s6 ké toan.

Lién 3: Nguoi nhdn vat tu, cong cy, dung cu, san phim, hang hoa giir dé
theo do1 & bd phan st dung.

BIEN BAN KIEM NGHIEM
(Vat tw, cong cu, sain phim, hang ho3)
(Mdu s6 03 - VT)

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

2. Phuong phap va trach nhiém ghi

Goc bén trai ciia Bién ban kiém nghiém ghi 16 tén don vi (hoic dong dau
don vi), b phan st dung.

Bién ban nay ap dung cho cac loai vat tu, dung cu, san pham, hang hod can
phai kiém nghiém trudce khi nhéap kho trong cac truong hop:

- Nhap kho véi s6 lugng 16n;

- Céac loai vat tu, cong cu, san phém, hang hoa c¢é tinh chét 1y, hoa phuec tap;

- Cac loai vat tu, cong cy, san pham, hang hoa quy hiém;

Nhitng vat tu, cong cy, san pham, hang hoa khong can kiém nghiém trudc
khi nhép kho, nhung trong qua trinh nhap kho néu phat hién c6 sy khac biét lon vé
sO lugng va chat lugng gitra hoa don va thuc nhap thi van phai 1ap bién ban kiém
nghiém.

- Cot A, B, C: thi sb th tu, tén phﬁn hi€u, quy cach va ma sb cua vat tu,
cong cu, dung cy, san pham, hang hoa ki€ém nghiém.

- Cot D: “Phuong thirc kiém nghiém” ghi phuong phap kiém nghiém toan
dién hay xéc suat.

- Cot E: Ghi r6 don vi tinh cua tirng loai

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

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

Y’kié’n ctia Ban kiém nghiém: ghird y kién vé sb luong, chét lugng, nguyén
nhan doi voi vat tu, cong cu, san pham, hang hoa khong dung s6 lugng, quy cach,
pham chat va cach xu ly.

Bién ban kiém nghiém lap 2 ban:

- 1 ban giao cho phong, ban cung tiéu/hoac nguoi giao hang.

- 1 ban giao cho phong, ban ké toan.
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Truong hop vét tu, cong cu, san pham, hang hoa khong dang sb luong, quy
cach, pham chét so v6i chimg tir héa don, thi 1ap thém mat lién, kém theo ching
tir lién quan giri cho don vi ban vat tu, dung cu, coéng cu, san pham, hang hoa dé
giai quyét.

PHIEU BAO VAT TU CON LAI CUOI KY
(Mdu s6 04 - VT)

1. Muc dich: Theo dai s6 luong vat tu con lai cudi ky hach toan & don vi
s dung, 1am can cu tinh gid thanh san pham va kiém tra tinh hinh thyc hién dinh
muc st dung vat tu.

2 . Phuwong phap va trach nhiém ghi

G(’)c bén trai cua Phiéu bao vat tu con lai cubi ky ghi 16 tén don vi (hoac
dong dau don vi), by phan st dung.

Sé luong 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 sb 02 -
VT) va ndp lai kho.

- Néu vat tu con st dung tiép thi by phan st dung 1ap Phiéu béo vat tu con

lai cudi ky thanh 2 ban.

Phu trach bo phan st dung ky tén:

- 1 ban giao cho phong vat tu (néu c6);

- 1 ban giao cho phong ké toan.

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

1. Muc dich: Bién ban kiém ké vat tu, cong cu, san pham, hang hoa nham
x4c dinh sb luong, chét luong va gia tri vat tu, cong cu, san phém, hang hoa c6 ¢
kho tai thoi diém kiém ké lam cédn ¢ xac dinh trach nhiém trong vi¢c bao quan,
xur ly vat tu, cong cu, san phém, hang hoa thtra, thiéu va ghi s6 ké toan.

2. Phuong phap va trach nhiém ghi

Géc trén bén trai ctia Bién ban kiém ké vat tu, cong cu, san phém, hang hoa
ghi 5 tén don vi (hodc dong dau don vi), bd phan sir dung. Bién ban kiém ké vat
tu, cong cu, san pham hang ho4 phai ghi rd glo ngdy, thang, nim thyc hién kiém
ké. Ban kiém ké gom Truorng ban va cac uy vién.

MB&i kho duogc kiém ké 1ap 1 bién ban riéng.
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Cot A, B, C, D: Ghi $6 }hl’I tu, tén, nhan hi€u, quy cach, don vi tinh cua
tung loai vat tu, cong cu, san pham, hang hoa dugc kiém ké tai kho.

Cot 1: Ghi don gia cua tung thtr vat tu, cong cu, san pham, hang ho4 (tuy
theo quy dinh cua don vi d¢ ghi don gia cho phu hop).

Cot 2, 3: Ghi s6 lwong, sb tién cua timg tht vat tu, céng cu, san phdm, hang
hoa theo so6 ke toan.

Cot 4, 5: Ghi s6 luong, s tién cua timg tha vat tu, céng cu, san phdm, hang
ho4 theo két qua kiém ké.

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

S6 lugng vat tu, cong cy, san pham, hang ho4 thyc té kiém ké s& duoc phan
loai theo pham chat:

- T6t 100% ghi vao cot 10.

- Kém pham chét ghi vao cot 11.

- Mét pham chat ghi vao cot 12.

~ Néu c6 chénh léch phéi trinh gidm doc doanh nghiép ghi 15 y kién gidi

quyét s0 chénh 1éch nay.

Bién ban dugc 1ap thanh 2 ban:

- 1 ban phong ké toan luu.

- 1 ban thu kho luu.

Sau khi 1ap xong bién ban, truong ban kiém ké va thii kho, ké toan trudng
cung ky vao bién ban (ghi r6 ho tén).

BANG KE MUA HANG
(Mau sb 06 -VT)

1. Muc dich: La chung tir ké khai mua vat tu, cong cu, dung cu, hang hoa,
dich vu lat vat trén thi trrong tu do trong truong hop ngudi ban thudc dién khong
phai 1ap hoa don khi ban hang hoa, cung cip dich vu theo quy dinh lam can cit 1ap
phiéu nhap kho, thanh toan va hach toan chi phi vat tu, hang hoa,... 1ap trong Bang
ké khai ndy khong dugc khau trir thué GTGT. (Truong hop mua vat tu, hang
hoa,... ciia ngudi ban khong c6 hoa don véi khéi luong 16n dé dugce tinh vao chi
phi hop 1y, hgp I¢ thi phai 1ap “Bang ké mua hang hod mua vao khong c6 hoa don”
(Mau s6 04/GTGT) theo quy dinh ctia Luat thué)

2. Phuong phap va trach nhiém ghi

Goc bén trai ctia Bang ké mua hang ghi rd tén don vi (hodc dong dau don vi),
bd phan st dung Bang ké mua hang. Bang ké mua hang phai dong thanh quyén va
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ghi sé ting quyén dung trong 1 nam. M(zgi quyén “Bang ké mua hang” phai dugc
ghi s0 lién tyc tir dau quyén dén cudi quyén.

Ghi 10 ho tén, dia chi hodc noi lam viéc ciia nguoi truc tiép mua hang.

Cot A, B, C, D: Ghi sb thir ty, tén, quy céch, phém chét, dia chi mua hang va
don vi tinh cta tirng thir vat tu, cong cu, dung cu, hang hoa.

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

Cot 2: Ghi don gid mua cua tung thu vat tu, cong cu, dung cu, hang hoa da
mua.

Cot 3: Ghi sd tién cua tung tha vat tu, cong cu, dung cu, hang hod da mua
(Cot3=Cot 1 x Cot 2).

Dong cong ghi tong sb tién dd mua cac loai vét tw, cong cu, hang héa ghi
trong Bang.

Céac cot B, C, 1, 2, 3 néu con thira thi duge gach 1 duong chéo tir trén xuéng.

Bang ké mua hang do nguoi mua lap 2 lién (dat gidy than viét 1 1an).

Sau khi lap xong, ngudi mua ky va chuyér} cho ké toan trudng soat xét, ky
vao Bang ké mua hang. Nguoi di mua phai chuyén “Bang ké mua hang” cho giam
doc hoac nguoi duge uy quyén duyét va lam thu tuc nhép kho (néu c6) hoac giao
hang cho nguoi quan ly 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 xuit kho trong thang theo gia thuce té va gia hach toan va phan bo gia tri
nguyén liéu, vat liéu, cong cu, dung cu xuat ding cho cac ddi twong sir dung hang
thang (Ghi C6 TK 152, TK 153, N¢ céc tai khoan lién quan), Bang nay con dung
dé phan bod gia tri cong cuy, dung cu XUt dung mot lan co gia tri 16n, thoi gian s
dung dudi mot nam hodc trén mot nam dang duoc 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 cu,
dung cu xuit dung trong thang tinh theo gia hach toan va gia thuc té, cac dong
ngang phan anh cac doi tuong st dung nguyén li€u, vat li¢u, cong cu, dung cu.

- Céan cur vao cac chung tur xuat kho vat liéu va hé sb chénh léch gilta gia
hach toan va gia thuc té cua tung loai vat li¢u dé tinh gia thuc té nguyén liéu, vat
liéu, cong cu xuét kho.
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Gi4 tri nguyén liéu, vat liéu, cong cu, dung cu xuit kho trong thang theo gia
thuc té phan anh trong Bang phan b6 nguyén li¢u, vat liéu, cong cu, dung cu theo
ting ddi twong str dung duge dung 1am cin cir dé ghi vao bén Co cac Tai khoan
152, 153, 242 cua cac Bang ké, Nhat ky - Ching tir va s6 ké toan lién quan tuy
theo hinh thtrc ké toan don vi 4p dung (S6 Cai hodc Nhat ky - S6 Cai TK 152,
153,...). Sb liéu ciia Bang phan bo nay dong thoi dugc sir dung dé tap hop chi phi
tinh gia thanh san pham, dich vu.

III. CHI TIEU BAN HANG

BANG THANH TOAN HANG PAI LY, KY GUI
(Mau sé 01 - BH)

1. Muc dich: Phan anh tinh hinh thanh toan hang dai ly, ky gui gitta don vi
c6 hang va don vi nhan ban hang, la chimg tir d¢ don vi co hang va don vi nhan
ban hang dai ly, ky gui thanh toan tién va ghi s6 ké toan.

2. Phuong phap va trach nhiém ghi

- Ghi 10 tén, dia chi hodac dong dau don vi nhan ban hang dai ly, ky gt ¢
gbc trén bén trai.

- Ghi 13 0, ngay, thang, nam 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 tu va tén, quy cach, phém chat, don vi tinh cua
san pham, hang hoa nhan dai ly, ky gui.

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

+ Cot 2: Ghi s6 lwong hang nhan dai 1y, ky giri ky nay.

‘ + Cot 3: Ghi t‘(;)ng s6 luong hang nhan dai ly, ky gui tinh dén cubi ky nay
gom so lugng hang ton ky trude chua ban va s6 lugng hang nhéan ky nay (Cot 3 =
cot 1+ cot 2).

+ COt 4, 5, 6: Ghi s luong, don gia va sb tién cua hang hoé‘ da ban phai
thanh toan cua ky nay. Pon gia thanh toan la don gia ghi trong hgp dong ban hang
dai ly, ky gui gitra bén c¢6 hang va bén nhén hang.

+ Cot 7: Ghi s6 hang hoa nhan dai 1y, ky giri con tOn (tai qudy, tai kho)
chua ban dugc dén ngay lap bang thanh toan.

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

Muc II: Ghi 5O ti;én bén ban hang dai ly, ky gui con ng chua thanh todn voi
bén c6 hang dén thoi diém thanh toan ky nay.

Muc II: Ghi scf) tién bén ban hang dai ly phai thanh toéan v&i bén co hang
dai Iy mai phat sinh dén ky nay (Muc III = Muc II + ¢t 6 cua Muc ).
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Muc IV: Ghi s tién bén c6 hang dai 1y phai thanh toan v6i bén ban hang
dai 1y vé sb thué nop ho, tién hoa hdng, chi phi khéc, ...(néu cb).

Muc V: Ghi sb tién bén ban hang dai 1y thanh toan cho bén c6 hang dai Iy
ky nay (ghi 1 s6 tién mat va tién séc).

Muc VI: Ghi s tién bén ban hang dai Iy con ng bén c6 hang dai Iy dén thoi
diém thanh toan (Muc VI = Muc III - Myc IV - Muc V).

Bang thanh toan hang dai ly, ky guri do bén nhén ban hang dai ly, ky gui lap
thanh 3 ban. Sau khi 1ap xong, nguoi lap ky, chuyén cho ké toan truong hai bén
soat xét va trinh giam ddc hai bén ky duyét dong diu, mot ban luu & noi 1ap
(phong ké hoach hodc phong cung tiéu), 1 ban luu & phong ké toan dé lam ching
tir thanh toan va ghi s6 ké toan, 1 ban giri cho bén c6 hang dai 1y, ky giri.

THE QUAY HANG
(Mdu s6 02 - BH)

1. Muc dich: Theo do1 sO lwong va gia tri hang hoa trong qua trinh nhan va
ban tai quay hang, gitip cho nguoi ban hang thuong xuyén ndm duoc tinh hinh
nhap, xuat, ton tai quiy, lam can ctr dé kiém tra, quan 1y hang hoa va lap bang ké
ban hang tung ngay (ky).

2. Phwong phap va trach nhiém ghi

- Ghi 13 ho tén, dia chi hoic déng diu 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.

Mai thé quay hang theo doi mot mat hang, khong ghi nhirng mat hang khac
nhau vé€ quy cach, pham chat vao cung mgt thé.

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

- Cot 1: Ghi s6 lugng hang hoa ton dau ngay (ca).

- Cot 2: Ghi s6 lugng hang hoa tir kho nhap vao quay trong ngdy (ca).

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

- Cot 4: Ghi tong so lugng hang héa co trong ngay (ca).

- C6t 5: Ghi sb lugng hang hoa xuit ban trong ngdy (ca).

- Cot 6: Ghi s tién thu dugc ciia s6 hang hoa ban trong ngay (ca).

- Cot 7, 8: Ghi s6 lugng va gia tri hang hoa xuét ra vi cdc muc dich khac
khong phai ban trong ngay (ca).

- C6t 9: Ghi sb lugng hang ton lai quay hang vao cudi ngay (ca).

Cubi thang cong thé quiy hang dé 1ap bao cdo ban hang.
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Thé nay do ngudi ban hang gitr va ghi hang ngay (ca), trudc khi str dung
phai dang ky vé1 ké toan.

IV- CHI TIEU TIEN TE

1. Muc dich: Theo doi tinh hinh thu, chi, ton quy cac loai tién mat, ngoai
té, vang tién té va cac khoan tam ung, thanh toan tam ung cua don vi, nham cung
cip nhirng thong tin can thiét cho ké toan va ngudi quan 1y cia don vi trong linh
vuc tién té.

2. NOi dung: Thudc chi ti€u tién t€ gobm cac biéu mau sau:

- Phiéu thu: Mau s6 01-TT
- Phiéu chi: Mau sb 02-TT
- Gidy dé nghj tam tng: Mau s 03-TT
- Giy thanh toan tién tam ng: Mau sb6 04-TT
- Gidy dé nghi thanh toan: Mau s6 05-TT
- Bién lai thu tién: Mau sb 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

(Mau s6 01 - TT)

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

Déi véi ngoai té trudc khi nhap quy phai duoc kiém tra va lap “Bang ké
ngoai t&" dinh kém v6i Phiéu thu.

2. Phuong phap va trach nhiém ghi

- Géc trén bén trai ciia Phiéu thu phéi ghi 0 tén don vi va dia chi don vi.

- Phleu thu phai dong thanh quyen va ghi sO timg quyen dung trong 1 nam.
Trong mdi Phiéu thu phai ghi sO quyén va s cia timg Phiéu thu. S6 phiéu thu

phai danh lién tuc trong 1 ky ké toan. Tung Phiéu thu phai ghi & ngay, thang, nim
1ap phiéu, ngay, thang, nam thu tién.
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- Ghi 13 ho, tén, dia chi ngudi ndp tién.

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

- Dong “S4 tién": Ghi bang s va bang chit s6 tién ndp quy, ghi & don vi
tinh 1a dong VN, hay USD ...

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

Phié}l thu do ké toan lap thanh 3 lién, ghi day du cac ndi dung trén phiéu va
ky vao Phiéu thu, sau d6 chuyén cho ké toan truong soat xét va giam doc ky duyét,
chuyén cho thu quy lam thu tuc nhap quy. Sau khi da nhan du so tién, thu quy ghi
s0 tién thyc t€ nhap quy (bang chit) vao Phiéu thu trude khi ky va ghi ro ho tén.

Thu quy gitr lai 1 lién dé ghi 6 quy, 1 lién giao cho nguoi ndp tién,ql lién
luu not 1ap phiéu. Cudi ngay toan bd Phi€u thu kém theo ching tir géc chuyén cho
ké toan dé ghi so ké toan.

Chu 35

+ Neu 1a thu ngoai t¢ phai ghi 16 ty gia tai thoi diém nhap quy dé tinh ra
tong so tién theo don vi dong dé ghi so.

+ Lién phiéu thu guri ra ngoai doanh nghiép phai dong dau.

PHIEU CHI
(Mau s6 02 - TT)

1. Muc dich: Nham xac dinh cac khoan tién mat, ngoai t€ thuc té xuat quy
va lam can cu dé thu quy xuat quy, ghi s6 quy va ké toan ghi s6 ké toan.

2. Phuong phap va trach nhiém ghi

Goc trén bén trai cia chung tir ghi 6 tén don vi va dia chi don vi.

- Phiéu chi phai dong thanh quyén, trong mdi Phiéu chi phai ghi sO quyén
va sb cua timg Phiéu chi. SO phiéu chi phai danh lién tyc trong 1 ky ké toan. Tung
Phiéu chi phai ghi rd ngy, thang, nim lap phleu ngdy, thang, nam chi tién.

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

- Dong “Ly do chi" ghi 16 ndi dung chi tién.

- Dong “S4 tién": Ghi bang sd hodc bang chit s tién xuat quy, ghi rd don vi
tinh 1a ddng VN, hay USD ..

- Dong tiép theo ghi sé luong ching tir gbe kém theo Phiéu chi.

Phiéu chi duoc 1ap thanh 3 lién va chi sau khi ¢6 du chir ky (Ky theo timg
lién) cua nguoi lap phleu ké toan truong, giam doc thu quy moi duoc xudt quy.
Sau khi nhan du s tién nguoi nhan tién phai ghi so tién da nhan bang chir, ky tén
va ghi 16 ho, tén vao Phiéu chi.

Lién 1 luu ¢ noi lap phiéu.
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Lién 2 thu quy dung dé ghi sd quy va chuyén cho ké toan cing véi chimg
tir gbe dé vao so6 ké toan.

Lién 3 giao cho ngudi nhan tién.

Chu 35'

+ Néu 1a chi ngoai t¢ phai ghi 16 ty gia, don gia tai thoi diém xuat quy dé
tinh ra tong sd tién theo don vi dong tién ghi so.

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

GIAY PE NGHI TAM UNG
(Mau s6 03 - TT)

1. Muc dich: Gidy dé nghi tam ung 1a cin ctr dé xét duyét tam tng, lam thu
tuc 1ap phiéu chi va xuat quy cho tam tng.

2. Phuong phap va trach nhiém ghi

Goc trén bén trai cua Gidy dé nghi tam tng ghi o tén don vi, tén bo phan.
Gidy d& nghi tam tmg do ngudi xin tam ung viét 1 lién va ghi rd giri giam doc
doanh nghiép (Nguoi xét duyét tam ung).

- Nguoi xin tam ung phai ghi 6 ho tén, don vi, bd phan va sb tién xin tam
mg (Viét bang sb va bang chir).

- Ly do tam ting ghi r& muc dich sir dung tién tam tng nhu: Tién cong tc
phi, mua vin phong pham, tiép khach ...

- Thoi han thanh toan: Ghi 1d ngay, thang hoan lai s6 tién da tam Gng.

Gidy dé nghi tam tmg dugc chuyén cho ké toan trudng xem xét va ghi ¥
kién dé nghi giam dbc duyét chi. Can cit quyét dinh cua giam ddc, ké toan lap
phiéu chi kém theo gidy dé nghi tam tmg va chuyén cho thi quy lam tha tuc xuét
quy.

GIAY THANH TOAN TIEN TAM UNG
(Mau s6 04 - TT)

1. Muc dich: Gidy thanh toan tién tam tng 13 bang liét ké cac khoan tién da
nhan tam ung va cac khoan da chi cua nguoi nhan tam tng, lam cén cr thanh toan
s tién tam mg va ghi s6 ké toan.

2. Phuong phap va trach nhiém ghi
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Goc trén bén trai cua Gidy dé nghi tam tmg ghi o tén don vi, t€n bo phan.
Phan dau ghi rd ngdy, thang, nim, s6 hiéu cia gidy thanh toan tién tam tmg; Ho
tén, don vi nguo1i thanh toan.

Cian ctr vao chi tiéu cta cot A, ké toan ghi vao cot 1 nhu sau:
’ Muc I- S6 tie“‘rg tam tkng: Gom sd tién tam Gmg cac ky trude chua chi hét va
sO tam Ung ky nay, gom:
Muc I: Sb tam ung cac ky trude chua chi hét: Can cur vao dong s6 du tam
ung tinh dén ngay 1ap phiéu thanh toan trén so ké toan dé ghi.
- Muyc2: Sb tam tmg ky nay: Can cr vao cac phiéu chi tam Gmg dé ghi, mdi
phiéu chi ghi 1 dong.
Muyc II- 86 tién di chi: Can cr vao céc chimg tir chi tiéu cia ngudi nhan
tam tng dé ghi vao muc nay. Moi ching tir chi ti€u ghi 1 dong.
Muc III- Chénh léch: La s6 chénh léch gitra Muc [ va Muc 11
- Néu s tam tmg chi khong hét ghi vao dong 1 ctia Muc I11.
- Néu chi qua s6 tam tng ghi vao dong 2 ctiia Mye II1.
Sau khi l4p xong gidy thanh toan tién tam tng, ké toan thanh toan chuyén
cho ké toan truong soat xét va giam dbc doanh nghiép duyét. Glay thanh toan tién
tam tng kém theo ching tir géc dugc ding 1am cin cr ghi s6 ké toan.

Phan chénh 1éch tién tam tng chi khong hét phai 1am tha tuc thu hdi ndp
quy hodc trir vao lwong. Phan chi qua s6 tam tng phai lam thu tuc xuat quy tra lai
cho nguoi tam tng. Ching tir gdc, gidy thanh toan tam tng phai dinh kém phiéu
thu hodc phiéu chi ¢6 lién quan.

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

1. Muc dich: Gidy dé nghi thanh toan dung trong truong hop dé chi nhung
chua dugc thanh toan hodc chua nhan tam (mg dé tong hop cac khoan da chi kem
theo chimg tur (néu c6) dé 1am thu tuc thanh toan, 1am can cr thanh toan va ghi sd
ké toan.

2. Phuong phap va trach nhiém ghi
, Go’c trén bén trai cua Giéy Qé nghi thanh toan ghi 0 tén don vi, bd phén.
Giay dé nghi thanh toan do nguoi d€ nghi thanh toan viét 1 lién va ghi ro gui giam
doc doanh nghi¢p (Hoac nguoi xét duyét chi).
- Ngubi dé nghi thanh ,toér‘l phé@ ghi r§ ho tén, dia chi (don vi, by phén) va
s0 tién dé nghi thanh toan (Viét bang s6 va bang chir).
- Noi dung thanh toan: Ghi rd noi dung dé nghi thanh toan.
- Gidy dé nghi thanh toan phai ghi 1 s6 luong chimg tir gbc dinh kém.
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Sau khi mua hang hoac sau khi chi ti€éu cho nhitng nhi€ém vu dugc giao,
ngudi mua hang hodc chi tiéu 14p gidy dé nghi thanh toan. Gidy dé nghi thanh toan
dugc chuyén cho ké toan truéng soat xét va ghi v kién dé nghi giam dbc doanh
nghiép (Hodc ngudi duoc uy quyén) duyét chi. Can ctr quyét dinh cua giam ddc,
ké toan 1ap phiéu chi kém theo gidy dé nghi thanh toan va chuyén cho thu quy 1am
thi1 tuc xuét quy.

BIEN LAI THU TIEN
(Mau s6 06 - TT)

1. Muc dich: Bién lai thu tién 1a gidy bién nhan cta doanh nghiép hodc ca
nhan d3 thu tién hodc thu séc cta ngudi ndp 1am cin ctr dé 1ap phiéu thu, ndp tién
vao quy, dong thoi dé ngudi ndp thanh toan véi co quan hodc luu quy.

2. Phuwong ph:ip va trach nhiém ghi

Bién lai thu tién phai dong thanh quyén, phai ghi r6 t€n don vi, dia chi cua
don vi thu tlen va dong dau don vi, phai danh so tung quyén. Trong mdi quyén
phai ghi 16 sb hiéu cua ting to bién lai thu tién lién tuc trong 1 quyén.

Ghi 10 ho tén, dia chi cia ngudi ndp tién.

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

- Dong “Sé tién thu” ghi bang sb va bang chit sb tién ndp, ghi rd don vi tinh
1a “ddng” hoic USD...

Néu thu bang séc phai ghi rd s6, ngay, thang, nim cia to séc bat dau luu
hanh va ho tén nguoi stir dung séc.

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

Sau khi thu tién, nguoi thu tién va nguoi ndp tién cung ky va ghi r6 ho tén
dé xac nhan sb tién da thu, da ndp. Ky xong nguoi thu tién Iuu 1 lién, con lién 2
giao cho ngudi ndp tién gitr.

Cudi ngay, ngudi duge don vi giao nhiém vu thu tién phai cin ct vao ban
bién lai luu dé 1ap Bang ké bién lai thu tién trong ngay (N éu thu séc phai 1ap Bang
ké thu séc riéng) va ndp cho ké toan dé ké toan 1ap phiéu thu lam tha tuc nhép quy
hodc 1am thu tuc ndp ngan hang. Tién mit thu dugc ngay ndo, ngudi thu tién phai
ndp quy ngay do.

Bién lai thu tién 4p dung trong cac trudng hop thu tién phat, 1& phi, ngoai
phép luat phi, 1€ phi... va cac truong hop khach hang ndp séc thanh todn vdi céc
khoan no.

BANG KE VANG TIEN TE
(Mau s6 07 - TT)
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1. Muc dich: Bang ké vang tién t¢ dung dé liét ké so vangtién té€ cua don vi,
nham quan ly chat ché, chinh xéac cac loai vangtién t¢ co tai don vi va lam can ctr
cung véi chung tir gde dé 1ap phiéu thu, chi quy.

2. Phuong phap va trach nhiém ghi

Cot A, B: Ghi sd thir tu va tén, loai, qui cach, phélm 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 chii: Khi can thiét, tai cot B c6 thé ghi rd ky hiéu cta loai vangtién té...

Bang ké do nguoi dung ra kiém nghiém lap thanh 2 lién, 1 lién dinh kém
v6i. phiéu thu (chi) chuyén cho thu quy dé 1am thu tuc nhap hoac xuat quy va 1
lién giao cho nguo1 ndp (hodc nhan).

Bang ké phai c6 day du chit ky va ghi 16 ho tén nhu qui dinh.

BANG KIEM KE QUY
(Dung cho VND)
(Mau s6 08a - TT)

1. Muc dich: Bang kiém ké quy nham x4c nhan tién bang VND ton quy
thue té va sb thira, thiéu so voi s6 quy trén co s¢ do tang cuong quan ly quy va
lam co s& qui trach nhiém vat chét, ghi s6 ké toan s chénh léch.

2. Phuong phap va trach nhiém ghi

Goc trén bén trai ciia Bién ban kiém ké quy tién mat phai ghi 16 tén don vi
(hoic déng dau), bo phan.

Viée kiem ké quy duoc tién hanh dinh ky vao cudi thang, cudi qui, cudi
nam hodc khi can thiét co thé kiém ké dot xuat hodc khi ban glao quy. Khi tién
hanh kiém ké phai 1ap Ban kiém ké, trong d0, thu quy va ké toan tién ‘mdt hodc ké
toan thanh toan 1a cac thanh vién. Bién ban kiém ké quy phai ghi rd sé hiéu ching
tir va thoi diém kiém ké (....gi0 ....ngdy ....thang ....nam .....). Trudc khi kiém ké
quy, thu quy phai ghi s quy tat ca cac phiéu thu, phiéu chi va tinh sé 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.

- Dong “S6 du theo s6 quy": Cin cr vao sb ton quy trén sd quy tai ngay,
gid cong s6 kiém ké quy dé ghi vao cot 2.
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- Dong “S6 kiém ké thuc t&": Cian cr vao sb kiém ké thyuc té dé ghi theo
ting loai tién vao cot 1 va tinh ra tong sd tién dé ghi vao cot 2.

- Dong chénh léch: Ghi s6 chénh 1éch thira hodc thiéu gitra s6 du theo sb
quy voi s6 kiém ké thuc té.

Trén Bang kiém ké quy can phai xac dinh va ghi 1o nguyén nhan gay ra
thira hodc thiéu quy, c6 ¥ kién nhan xét va kién nghi cua Ban kiém ké. Bang kiém
ké quy phai co chit ky ciia tha quy, Trudng ban kiém ké va ké toan trudong. Moi
khoan chénh léch quy déu phai bao cdo giam dbc 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 QUY
(Ditng cho ngoai té, vang tién té)
(Mau s6 08b - TT)

1. Muc dich: Bién ban nhdm xac nhén tién ngoai t¢, vang tién t¢, ... ton quy
thuc té va so thura, thi€u so vdi s6 quy trén co s¢ d6 tdng cudng quan ly quy va
lam co s& qui trach nhiém vat chat, ghi s6 ké toan s6 chénh Iéch.

2. Phwong phap va trach nhiém ghi

Goc trén bén trai ghi tén don vi, bo phan. Viéc klem ké quy dugc tién hanh
dlnh ky vao cudi thang, cudi qui, cu01 nam hoic khi can thiét c6 thé kiém ké dot
xuat hodc khi ban giao quy. Khi tién hanh kiém ké phai lap ban kiém keé, trong do,
thit quy va ké toan quy 1a cac thanh vién.

Bién ban kiem ké quy phai ghi rd s6 hiéu chimg tir va thoi diém kiém ké
(...gi0 ....ngay ....thang ....nam .....). Trudc khi klem ké quy, thu quy phai ghi )
quy tat ca cac phleu thu, phiéu chi va tinh sé du ton quy dén thoi diém kiém keé.

- Khi tién hanh kiém ké phai tién hanh kiém keé riéng timg loai tién c6 trong
quy nhu: Ngoai t&, vangtién té ...

- Dong “Sé du theo sd quy": Cian cir vao s quy tai ngay, gio kiém ké quy
dé ghi vao cot 2, 4.

- Dong “Kiém ké thyc té": Can cir vao s6 kiém ké thuc té dé ghi theo timg
loai ngoai té, vangtién té ...

- Dong chénh 1éch: Ghi s6 chénh 1éch thira hodc thiéu gitta s6 du theo sb
quy voi s6 kiém ké thue té.

Trén Bang kiém ké quy can phai xac dinh va ghi 6 nguyén nhén gay ra
thira hodc thiéu quy, c6 ¥ kién nhan xét va kién nghi ctia Ban kiém ké. Bang kiém
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ké quy phai ¢6 chir ky (ghi rd ho tén) cia thi quy, trudng ban kiém ké va ké todn
truong. Moi khoan chénh Iéch quy déu phai bao cao giam doc doanh nghiép xem
x¢ét giai quyét.

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

- 1 ban luu ¢ thu quy

- 1 ban luu & ké toan quy.

Ghi chi: (*) Truong hop kiém ké vangtién té thi cot "Dién giai" phai ghi
theo tirng loai, tung thur.

BANG KE CHI TIEN
(Mau s6 09 - TT)

1. Muc dich: Bang ké chi tién 1 bang liét ké cac khoan tién da chi, lam can
clir quyét toan cac khoan tién da chi va ghi s6 ke toan.

2. Phuwong phap va trach nhiém ghi

Goéc trén ‘bén trai ghi o tén don vi. Phan dau ghi r0 ho tén, by phan, dia chi
cua nguoi chi tién va ghi rd ndi dung chi cho cong viéc gi.

- Cot A,B,C,D ghi rd sb thu ty, s6 hiéu, ngdy, thang chung tir va dién giai
nd1 dung chi cua tirng chiig tur.

- Cot 1: Ghi s0 tién.

Bang ké chi tién phai ghi rd tong s tién bang chit va sb chimg tir goc dinh

kem.

Bang ké chi tién duoc 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 s6 lugng, chat lugng va gia
tri Cﬁ'fl TSCD. Giam doc chéat ché tinh hinh st dung, thanh 1y va sura chira 16n tai
san cO dinh.

2. Noi dung: Thudc chi tiéu vat tu gdm cac biéu miu sau:

- Bién ban giao nhan TSCD -Mausd 01 - TSCP
- Bién ban thanh Iy TSCD - MAu s6 02 - TSCP
- Bién ban ban giao TSCD stra chira 16n
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hoan thanh - M3u s6 03 - TSCD

- Bién ban danh gia lai TSCD - Mau sb 04 - TSCD
- Bién ban kiém ké TSCPH - Mau s6 05 - TSCD
- Bang tinh va phan bo khiu hao TSCD - Mau sb 06 - TSCD

BIEN BAN GIAO NHAN TAI SAN CO PINH
(Mau sé 01 - TSCP)

1. Muc dich: Nham xé4c nhan viéc giao nhan TSCP sau khi hoan thanh xay
dung, mua sam, duoc cép trén cép, duogc tang, biéu, vién trg, nhan gop von, TSCD
thué€ ngoai...dua vao sir dung tai don vi hodc tai san ctia don vi ban giao cho don vi
khac theo 1énh cua cip trén, theo hop dong goép von,...(khéng sir dung bién ban
giao nhan TSCP trong trudng hop nhuong ban, thanh 1y hoic tai san ¢6 dinh phat
hién thira, thiéu khi kiém ké). Bién ban giao nhan TSCP la cin ctt dé giao nhan
TSCP va ké toan ghi s6 (thé) TSCP, s6 ké toan c6 lién quan.

2 . Phwong phap va trach nhiém ghi

Goc trén bén trai cua Bién ban giao nhan TSCD ghi o tén don vi (hodc
dong dau don vi), by phan sir dung. Khi co tél‘i san ma&i dua ya‘lo st dung hoac diéu
tai san cho don vi khac, don vi phai 1p hoi dong ban giao gom: Dai dién bén giao,
dai dién bén nhan va 1 s6 uy vién.

Bién ban giao nhan TSCD lap cho timg TSCD. Pbi v6i truong hop giao
nhan cung mot lic nhiéu tai san cung loai, cung gia tri va do cung 1 don vi giao c6
thé 1ap chung 1 bién ban giao nhan TSCD.

Cot A, B: Ghi s6 thir tu, tén, ky ma hiéu, qui cach (cap hang) cia TSCP.

Cot C: Ghi sb hiéu TSCD.

Cot D: Ghi nuéc san xuét (xay dung).

Cot 1: Ghi nim san xuét.

Cot 2: Ghi nim bat dau dua vao st dung.

Cot 3: Ghi cong suat (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 cdu thanh nén nguyén gia TSCD gom: Gia
mua (hodc gia thanh san xuét) (cot 4); chi phi van chuyén, lip dit (cot 5); chi phi
chay thur (cot 6).

Cot 8: Ghi nguyén gid TSCD (¢t 7=c0t 4 + cOt 5 + cOt 6 +...).

Cot E: Ghi nhiing tai li¢u k¥ thuat kém theo TSCD khi ban giao.

Bang ké phu tung kém theo: Li¢t ké sb phu tung, dung cu do nghé kém theo
TSCD khi ban giao. Sau khi ban giao xong céc thanh vién ban giao, nhan TSCD
cung ky vao bién ban.
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Bién ban giao nhan TSCD dugc 1ap thanh 2 ban, mdi bén (giao, nhan) giir 1
ban chuyén cho phong ké toan dé ghi s6 ké toan va luu.

BIEN BAN THANH LY TAI SAN CO PINH
(Mau s6 02 - TSCP)

1. Muc dich: X4c nhén viéc thanh Iy TSCD va 1am cin cir dé ghi giam
TSCD trén so ké toan.

2. Phuong phap va trach nhiém ghi

Goc trén bén trai cua Bién ban thanh 1y TSCD ghi 10 tén don vi (hodc dong
dau don vi), bo phan str dung. Khi c6 quyét dinh vé viéc thanh 1y TSCP doanh
nghiép phai thanh 1dp Ban thanh ly TSCD. Thanh vién Ban thanh ly TSCD dugc
ghi chép & Muc I.

O Muc IT ghi cac chi tiéu chung vé TSCD c¢6 quyét dinh thanh Iy nhu:

- Tén, ky hiéu TSCD, s6 hiéu, s6 thé TSCD, nudc san xuat, nim dua vao sir
dung.

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

Muc III ghi két luan ctiia Ban thanh 1y, ghi y kién nhan xét ciia Ban vé viéc
thanh Iy TSCD.

Muc IV, két qua thanh 1y: Sau khi thanh 1y xong cin ctr vao ching 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 thu hoi (gia tri phu ting, phé liéu thu hoi tinh theo gia thyc té da ban
hodc gia ban udc tinh).

Bién ban thanh 1y phai do Ban thanh Iy TSCP lap va c6 day du chit ky, ghi
rd ho tén cuia truéng Ban thanh 1y, ké toan trudng va giam déc doanh nghiép.

BIEN BAN BAN GIAO TSCD
SUA CHUA LON HOAN THANH
(Mdu sé 03 - TSCP)

1. Muc dich: Xac nhan viéc ban giao TSCD sau khi hoan thanh viéc sua
chira 16n gitta bén c6 TSCD stra chira va bén thuc hi¢n viéc stra chita. La can ctr
ghi s6 ke toan va thanh toan chi phi stra chira TSCD.

2. Phuwong phap va trach nhiém ghi
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Goc trén bén trai cua Bién ban ban giao TSCD sura chira 16n hoan thanh ghi
10 tén don vi (hodc dong dau don vi), bo phan st dung. Khi co TSCD sua chira lon
hoan thanh phai tién hanh 14p Ban giao nhan gdm dai dién bén thyuc hién viéc stra
chira va dai dién bén c6 TSCD stra chira.

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

1 - Ghi tén, ky hiéu, s6 hiéu TSCPD stra chira.

Noi quan 1y sit dung TSCD va ghi 5 thdi gian bit dau stra chira va hoan
thanh viéc stra chira TSCD.

2 - Cac b0 phan sura chira.

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

Cot B: Ghi noi dung (Mtrc do) cua cong viée stra chita nhu: Thay thé méi
hodc stra chira, tan trang lai v.v...

Cot 1: Ghi gia du toan (Gid ké hoach) (Ddi véi truong hop don vi ty lam)
hodc gia hop dong hai bén da thoa thuan (P61 voi truong hop thué ngoai) cua tung
b phan can stra chira.

Cot 2: Ghi s chi phi thuc té di chi cho ting bo phan sira chita (D6i voi
truong hop don vi tu stra chira).

of)fr)i‘vc'ri truong hop thué ngoai stra chita thi chi ghi vao cot nay khi c6 su
thay do61 vé gia ca (So voi gia ghi theo hop dong) phat sinh trong qua trinh sta
chira dugc bén c6 TSCD stra chira chap nhan thanh toan.

Cot 3: Ghi rd két qua kiém tra ciia tiing bd phan sau khi da sira chita xong.

_- Két lugn: Ghi y kién nhan xét tong thé vé viéc sura chita Ion TSCD cua
Hoi dong giao nhan.

Bién ban giao nhan TSCD sura chﬁ:a~1('m hoan thanh Iap thanh 2 b@n, dai
dién don vi hai bén giao, nhan cung ky va moi bén gitr mot ban, sau do chuyén cho
ké todn trudng cua don vi c6 TSCD stra chira, soat xét xong luu tai phong ké toan.

BIEN BAN PANH GIA LAI TAI SAN CO PINH
(Mau sé 04 - TSCP)

1. Muc dich: Xac nhan vi¢c danh gia lai TSCD va lam can cu dé ghi s6 ké
toan va céc tai liéu lién quan dén s6 chénh léch (ting, giam) do danh gia lai TSCD.

2. Phuong phap va trach nhiém ghi

Goc trén bén trai cua Bién ban danh gia lai TSCDP ghi 16 tén don vi (hoac
dong dau don vi), bo phan sir dung. Khi c¢6 quyét dinh danh gia lai TSCD, don vi
phai thanh 1ap Hoi dong danh gia TSCD.

Cot A, B, C, D: Ghi sb thir tu, tén, ky ma hi€u, qui cach (cép hang) s6 hiéu
va s theé cua TSCD.
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Cot 1, 2, 3: Ghi nguyén gia, gia tri hao mon va gia tri con lai cua TSCD
trén so ké toan tai thoi diém danh gia.

Cot 4: Ghi gia tri con lai ciia TSCD sau khi danh gia lai. Truong hop danh
gia lai ca gia tri hao mon thi cot nay duogc chia thanh 3 cot twong ung cot 1,2,3 dé
ghi.

Cot 5,6: Ghi s6 chénh léch gitra gia danh gia so voi gia tri dang ghi trén so
ké toan trong truong hop kiém ké danh gid lai ca nguyén gia, gia tri hao mon va
gia tri con lai thi cac cot ndy duoc chia ra 3 ¢t twong tmg dé 1dy sb liéu ghi s6 ké
toan.

Sau khi danh gia xong, Hoi ddng c6 trach nhiém lap bién ban ghi day du
cac ndi dung va cac thanh vién trong Hoi dong ky, ghi 16 ho tén vao Bién ban
danh gié lai TSCD.

Bién ban danh gia lai TSCD dugc 1ap thanh 2 ban, 1 ban luu tai phong ké
toan dé ghi s6 ké toan va 1 ban luu cung véi ho so ki thuét cia TSCP.

BIEN BAN KIEM KE TAI SAN CO PINH
(Mau s6 05 - TSCD)

1. Muc dich: Bién ban kiém ké tai san cé dinh nhdm x4c nhan s luong, gia
tri tai san cd dinh hién c0, thira thiéu so v4i so ké toan trén co sé d6 tang cuong
quan 1y tai san c¢d dinh va 1am co so quy trach nhiém vat chat, ghi s6 ké toan sb
chénh léch.

2. Phwong phap va trach nhiém ghi

Goc trén bén trai ciia Bién ban Kiém ké TSCP ghi 1 tén don vi (hodc dong
dau don vi), bo phan st dung. Viéc kiém ké tai san cb dinh dugc thyc hién theo
quy dinh cuia phap luat va theo yéu cu cia don vi. Khi tién hanh kiém ké phai lap
Ban kiém ke, trong do ké toan theo doi tai san c6 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 d6i tugng ghi tai
san ¢ dinh.

Dong “Theo s6 ké toan” cin ctr vao s6 ké toan TSCD phai ghi ca 3 chi tiéu:
Sd lugng, nguyén gia, gia tri con lai vao cot 1,2,3.

Dong “Theo kiém k&” can cir vao két qua kiém keé thuc té dé ghi theo timg
d6i tugng TSCD, phai ghi ca 3 chi tidu: s6 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 tidu: Sb
luong, nguyén gia, gia tri con lai vao c6t 7,8,9.

Trén Bién ban kiém ké TSCD cin phai xac dinh va ghi 5 nguyén nhan gay
ra thira hodc thiéu TSCD, c6 y kién nhan xét va kién nghi ciia Ban kiém ké. Bién
ban kiém ké TSCD phai c6 chir ky (ghi 16 ho tén) clia Truong ban kiém ké, chir ky
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soat x¢t cua ké toan truong va giam dbc doanh nghiép duyét. Moi khoan chénh
léch vé TSCD cua don vi déu phai bao céo giam ddc doanh nghiép xem xét.

BANG TINH VA PHAN BO KHAU HAO TSCD
(Mau sb 06 - TSCD)

1. Muc dich: Dung dé phan anh s khau hao TSCP phai trich va phan b6 sd
khau hao d6 cho cac dbi twong sir dung TSCD hang thang.

2. Két cAu va ndi dung chii yéu

Bang tinh va phan bd khau hao TSCP c6 cac cot doc phan anh s khau hao
phai tinh cho ting ddi twong sir dung TSCP (nhu cho b phan san xuét - TK 623,
627, cho bd phan ban hang - TK 641, cho by phan quan ly - TK 642...) va cac
hang ngang phan anh s6 khau hao tinh trong thang trudc, sé khau hao ting, giam
va s khau hao phai tinh trong thang nay.

Co s¢ lap:

+ Dong khau hao di tinh thang trudc 1ay tir bang tinh va phan bo khau hao
TSCD thang trudce.

+ Cac dong sb khau hao TSCPD ting, giam thang ndy duoc phan anh chi tiét
cho timg TSCP c6 lién quan dén sd tang, giam khau hao TSCP theo ché do quy
dinh hién hanh vé khu hao TSCP.

Dong s khau hao phai tinh thang nay duoc tinh bang (=) S6 khau hao tinh
thang trude cong (+) Vi s6 khau hao ting, trir (-) S6 khiu hao giam trong thang.

S6 khau hao phai trich thang nay trén Bang phan bo khau hao TSCPD dugc st
dung dé ghi vao cac Bang ké, Nhat ky - Chimg tir va s6 ké toan c6 lién quan (cot
ghi Co TK 214), déng thot dugce st dung dé tinh gia thanh thyc té san phflm, dich
vu hoan thanh.
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