PHU LUC 1

DANH MUC HE THONG TAI KHOAN KE TOAN AP DUNG CHO
DOANH NGHIEP NHO VA VUA
(Ban hanh kem theo Thong tw so 133/2016/TT-BTC ngay 26/8/2016 cua Bé Tai chinh)

S6 SO HIEU TK N .
TT | Cép1 | Cap2 TEN TAI KHOAN

1 2 3 4

LOAI TAI KHOAN TAI SAN

01 111 Tién mgt
1111 | Tién Viét Nam
1112 | Ngoai té

02 112 Tién giri Ngin hang
1121 | Tién Viét Nam
1122 | Ngoai té

03 121 Chirng khoan kinh doanh

04 128 Di’iu tw nim giir dén ngay dao han
1281 | Tién gui c6 ky han , ’
1288 | Cac khoan dau tu khac ndam gitr dén ngay dao han

0s 131 Phai thu ctia khach hang

06 | 133 Thué GTGT dugc khéu trir
1331 Thué GTGT duoc khé}u trir cua hang héa, dich vu
1332 | Thué GTGT dugc khau trir cia TSCD

07 136 Phai thu ndi bo
1361 | Von kinh doanh & don vi truc thudc
1368 | Phai thu néi bd khac

08 138 Phai thu khac

1381 | Tai san thiéu cho xur ly

1386 | Cim cb, thé chip, ky quy, ky cuoc
1388 | Phai thu khac

09 141 Tam ing
10 151 Hang mua dang di dwong
11 152 Nguyén liéu, vat liéu

12 153 Céng cu, dung cu




S6 | SOHIEUTK B -
IT | Cip1 | Cip2 TEN TAI KHOAN
1 2 3 4
13 154 Chi phi san xuit, kinh doanh dé dang
14 155 Thanh phim
15 156 Hang hoa
16 157 Hang giri di ban
17 211 Tai san ¢6 dinh
2111 | TSCP hitu hinh
2112 | TSCD thué tai chinh
2113 | TSCP v6 hinh
18 214 Hao mén tai san c6 dinh
2141 | Hao mon TSCD hiru hinh
2142 | Hao mon TSCD thué tai chinh
2143 | Hao mon TSCP vo hinh
2147 | Hao mon bét déng san dau tu
19 217 Bat dong san dau tu
20 228 Piu tir gop vén vao don vi khac
2281 | Pu tu vao cong ty lién doanh, lién két
2288 | Pau tu khac
21 229 Dy phong ton thét tai san
2291 | Du phong gidm gia ching khoan kinh doanh
2292 | Du phong ton thit diu tur vao don vi khac
2293 | Dy phong phai thu kho doi
2294 | Dy phong giam gia hang ton kho
22 241 Xay dung co ban dé dang
2411 | Mua sam TSCP
2412 | Xay dung co ban
2413 | Sira chita l16n TSCP
23 242 Chi phi tra trudc
LOAI TAI KHOAN NO PHAI TRA
24 331 Phai tra cho ngudi ban




Sé SO HIEU TK A" ;
IT | Chnl | Cip2 TEN TAI KHOAN
1 2 3 4
25 333 Thué va cac khoan phai nop Nha nwée
3331 | Thué gi4 tri gia tang phai ndp
33311 | Thué GTGT ddu ra
33312 | Thué GTGT hang nhdp khéu
3332 | Thué tiéu thu dac biét
3333 | Thué xuét, nhép khiu
3334 | Thué thu nhap doanh nghiép
3335 | Thué thu nhép c4 nhan
3336 | Thué tai nguyén
3337 | Thué nha dat, tién thué dat
3338 | Thué bao vé mdi trudng va cac loai thué khac
33381 | Thué bdo vé méi truong
33382 | Céc loai thué khdc
3339 | Phi, I€ phi va cac khoan phai ndp khéc
26 334 Phai tra ngwdi lao dong
27 335 Chi phi phai tra
28 336 Phai tra ndi bd
3361 | Phai tra ndi bd vé vén kinh doanh
3368 | Phai tré ndi bd khac
29 338 Phai tra, phai nép khac
3381 | Tai san thira chd giai quyét
3382 | Kinh phi cong doan
3383 | Bao hiém x4 hoi
3384 | Baohiémy té
3385 | Bao hiém thit nghiép
3386 | Nhén ky quy, ky cugc
3387 | Doanh thu chua thuc hién
3388 | Phai tra, phai nop khéc
30 341 Vay va ng thué tai chinh
3411 | Cac khoan di vay
3412 | No thué tai chinh
31 352 Du phong phai tra
3521 | Du phong béo hanh san phdm hang hoa
3522 | Du phong bao hanh cong trinh xay dung
3524 | Du phong phai tra khac




S5 | SOHIEUTK _ - :
TT | Cipi rCép 5 TEN TAl KHOAN
I 2 1 3 4
! |
32 353 ! Quy khen thuong phuc l¢i
i 3531 | Quy khen thuong |
3532 | Quy phuc loi |
3533 I Quy phtc loi dé hinh thanh TSCD I
3534 i Quy thudng ban quéan ly diéu hanh cong ty
33 356 Quy phat trién khoa hoc va cong nghé
3561 | Quy phat trién khoa hoc va cdng nghé
3562 | Quy phat trién khoa hoc va cong nghé da hinh thanh
TSCDb
LOAI TAI KHOAN VON CHU SO HU'U
| o
34 411 Von dau tu cia chi sé& hiru
4111 | Vén gép cua chi so hitu
4112 | Thang du vén ¢ phan
| 4118 | Von khéc
|
35 a3 Chénh léch ty gia héi doai
i
36 418 l Cic quy thudc von chi sé hiru
37 | 419 | Cb phiéu quy
38 421 L¢i nhuén sau thué chwa phén phoi
4211 | Loi nhudn sau thué chua phéan phéi nam truéc
4212 | Loi nhuan sau thué chura phan phdi nam nay
LOAI TAI KHOAN DOANH THU
39 511 Doanh thu ban hang va cung cap dich vu
5111 | Doanh thu ban hang hoa
5112 | Doanh thu ban thanh phdm
5113 | Doanh thu cung cép dich vu
5118 | Doanh thu khac
40 515 Doanh thu hoat dgng tai chinh




S6 SO HIEU TK — ,
IT | Cipl | Cip2 TEN TAI KHOAN
I 2 3 4
LOAI TAI KHOAN CHI PHI SAN XUAT, KINH
DOANH

41 611 Mua hang
42 631 Gia thanh sin xuit
43 632 Gia von hang ban
44 635 Chi phi tai chinh
45 642 Chi phi quin 1y kinh doanh

6421 | Chi phi ban hang

6422 | Chi phi quan ly doanh nghiép

LOAI TAI KHOAN THU NHAP KHAC
46 711 Thu nhap khac
LOAI TAI KHOAN CHI PHI KHAC
47 811 Chi phi khac
48 821 Chi phi thué thu nhiap doanh nghiép
TAI KHOAN XAC PINH KET QUA KINH DOANH

49 911 Xac dinh két qua kinh doanh




S <2 L0 .G I
BIEU MAU BAO CAO TAI CHINH NAM
(Ban hanh kem theo Thong tw s6 133/2016/TT-BTC ngay 26/8/2016 cua Bé Tai chinh)
I- BIEU MAU BAO CAO TAI CHINH NAM CUA DOANH NGHIEP NHO VA VUA
1. Bao cao tinh hinh tai chinh (Méu s6 B01a - DNN)
Pon vi bao cao: Miu s6 B0la - DNN

Piachi:..............l (Ban hanh theo Thong tie s6 133/2016/TT-BTC ngay
26/8/2016 cua B¢ Tai chinh)

BAO CAO TINH HINH TAI CHINH
, Tai ngay ... thang ... nam ...
(Ap dung cho doanh nghiép dap ing gia dinh hoat dong lién tuc)

Donvi tinh:.............
s A Ma Thuyét | S6 cudi S
CHI TIEU z i - dau
sO minh nam N
nam
i 2 3 4 5
TAI SAN
I Tién va cac khoan twong dwong tién 110
II. Pau tw tai chinh 120
1. Chung khoén kinh doanh 121
2. DAu tu nam giir dén ngay dao han 122
3. Pau tur gop von vao don vi khac 123
4. Dy phong tbn that ddu tu tai chinh (*) 124 (...) (..)
IIL. Cac khoan phai thu 130
1. Phai thu cua khach hang 131
2. Tra trude cho nguoi ban 132
3. Vbn kinh doanh & don vi truc thudc 133
4. Phai thu khac 134
| 5. Tai san thiéu cho xu ly 135
. 6. Du phong phai thu khé doi (*) 136 () (...)
IV. Hang ton kho 140
1. Hang ton kho 141
2. Du phong giam gia hang t6n kho (*) 142 (v) (...)
V. Tai san ¢6 dinh 150
- Nguyeén gia 151
- Gi4 trj hao mon luy ké (*) 152 (..) (...)
V1. Bit dong san dau tw 160
- Nguyén gia 161
- Gia trj hao mén luy ké (*) 162 (...) (...)




CHi TIEU Mi | Thuyét | Sb cudi asﬁou
sO minh nam .
nam
1 2 3 4 5
VII. XDCB dé dang 170
VIII. Tai san khac 180
1. Thué GTGT dugc khiu trir 181
2. Tai san khac 182
TONG CONG TAI SAN 550
(200=110+120+130+140+150+160+170+180)
NGUON VON

I. No phai tra 300
1. Phai tra ngudi ban 311
2. Ngudi mua tra tién trude 312
3. Thué va cic khoan phai ndp Nha nuéc 313
4., Phai tra ngudi lao dong 314
5. Phai tra khac 315
6. Vay va ng thué tai chinh 316
7. Phai tra ndi bd vé vdn kinh doanh 317
8. Du phong phai tra 318
9. Qu§ khen thudng, phuc loi 319
10. Quy phat trién khoa hoc va cong nghé 320
IL. Von chii s& hiru 400
1. Vén gbp cuia chit s& hitu 411
2. Thang du vén ¢d phén 412
3. Vbn khéc caa chii sé hiru 413

4. C6 phiéu quy (*) 414 (..) (..)
5. Chénh léch ty gia hbi doai 415
6. Cac quy thudc von chi sé hiru 416
7. Loi nhuan sau thué chua phan phéi 417

TONG CONG NGUON VON
(500=300+400) 500
Ldp, ngay ... thang ... ndm ...
NGUOI LAP BIEU KE TOAN TRUGNG ~ NGUOI DAI DIEN THEO PHAP LUAT
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén, dong ddu)
Ghi chu:

(1) Nhitng chi tiéu khong cé sé liéu dwoc mién trinh bay nhung khong dwoc danh lai “Ma
$6” chi tiéu.

(2) S6 liéu trong cdc chi tiéu cé ddu (*) dwoc ghi bang s6 dm dwdi hinh thirc ghi trong
ngodc don (...).

(3) Déi véi doanh nghtep ¢6 ky ké todn ndm la ndm dwong lich (X) thi ¢ ‘S6 cudi ndm’' ¢o
thé ghi la “31.12.X"; *S6 ddau nam" c6 thé ghi la “01.01.X".

(4) Déi véi trieomg hop thué dich v lam ké todn, lam ké todn trudng thi phai ghi ro 50
Gidy chitng nhdn dang ky hanh nghé dich vu ké todn, tén don vi cung cdp dich vu ké todn



2. Bao c4o tinh hinh tai chinh (Mau s6 B01b - DNN)

Miu s6 B01b - DNN
(Ban hanh theo Théng tu sé 133/2016/TT-BTC

ngay 26/8/2016 cua B Tai chinh)

BAO CAO TINH HINH TAl CHINH

Tai ngay ... thang ... n

am ...

(Ap dung cho doanh nghiép dap vng gia dinh hoat dong lién tuc)

Donvitinh:...........
o Ma | Thuyét ci‘éi dsf’
CHI TIEU sb minh g au
nam | nam
1 2 3 4 5
TAI SAN
A - TAI SAN NGAN HAN 100
(100=110+120+130+140+150)

L. Tién va cac khoan twong dwong tién 110
11. Péu tur tai chinh ngin han 120
1. Chirng khoén kinh doanh 121

2. Du phong gidm gia chirng khoan kinh doanh (*) 122 (..) 1(.)
3. Pau tu ndm gilr dén ngay dao han ngin han 123
IIL. Céc khoan phai thu ngin han 130
1. Phai thu ngin han ctia khach hang 131
2. Tré trude cho ngudi ban ngan han 132
3. Phai thu ngan han khac 133
4. Tai san thiéu cho xir ly 134

5. Du phong phai thu ngan han kho doi (*) 135 (.) | ()
IV. Hang tdn kho 140
1. Hang t6n kho 141

2. Du phong giam gia hang tén kho (*) 142 )¢
V. Tai san ngin han khac 150
1. Thué GTGT dugc khau trir 151
2. Tai san ngin han khac 152




L Ma Thuyét S‘i. dSAO
CHi TIEU sb minh | YO | 94
nam nam
1 2 3 4 5
B - TAI SAN DAI HAN 200
(200=210+220+230+240+250+260)
I. Cac khoan phai thu dai han 210
1. Phai thu dai han cda khéach hang 211
2. Tra trude cho ngudi ban dai han 212
3. Vén kinh doanh & don vi truc thudc 213
4. Phai thu dai han khac 214
5. Du phong phai thu dai han khé doi (*) 215 ¢ |G
IL Tai san c6 dinh 220
- Nguyén gia 221
- Gia tri hao mon lu§ ké (*) 222 (.) | ()
III. Bt dong san diu tu 230
- Nguyén gia 231
- Gia tri hao mon luy ké (*) 232 C.) |
IV. Xiy dung co ban dé dang 240
V. Pau tur tai chinh dai han 250
1. Pau tu gop vén vao don vi khac 251
2. Du phong ton that dau tu vao don vi khac (*) 252 Gl N (Ge)
3. P4u tr nim giir dén ngay d4o han dai han 253
VI. Tai san dai han khac 260
TONG CONG TAI SAN 300
(300=100+200)
NGUON VON
C- NO PHAI TRA 400
(400=410+420)
I. No ngin han 410
1. Phai trd ngudi ban ngan han 411
2. Ngudi mua tra tién truée ngin han 412
3. Thué va céc khoan phai nop Nha nuéc 413
4. Phai tra ngudi lao dong 414
5. Phai tra ngén han khac 415




R M-ﬁ Thuyét C?I((;l dsfiou
CHITIEU SO minh . .
I [e— nam | nam |
] |2 3 4 5
6. Vay va no thué tai chinh ngan han 416
7. Du phong phai tra ngén han 417
8. Quy khen thudng, phuc lgi 418
II. No dai han 420
i. Phai tra ngudi ban dai han 421
2. Nguo1 mua tra tién trudc dai han 422
3. Phai tra ni b vé von kinh doanh 423
4. Phai tra dai han khac 424
5. Vay va ng thué tai chinh dai han 425
6. Du phong phai tra dai han 426
7. Quy phat trién khoa hoc va ¢ong nghé 427
D - VON CHU SO HUU 500
(500=511+512+513+514+515+516+517)

1. Vén gép ciia chii s¢ hiru 511
2. Thang du vén ¢ phan 512
3. Vén khéc cua chi s& hitu 513

4. Cd phiéu quy (*) 514 @) | @
5. Chénh léch ty gia hoi doai 515
6. Cac quy thudc vén chu sé hitu 516
7. Loi nhuan sau thué chua phan phdi 517
TONG CONG NGUON VON 600

(600=400+500)
Lap, ngay ... thang ... ndm ..
NGUOI LAP BIEU KE TOAN TRUONG  NGUOI PAI DIEN THEO PHAP LUAT
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén, dong dau)
Ghi chu:

(1) Nhitng chi tiéu khong c6 s6 liéu dioc mién trinh bay nhng khéng dugc danh lai “Md
s6” chi tiéu.

(2) S6 liéu trong cdc chi tiéu c¢é dau (*) diegc ghi bang s6 dm dudi hinh thicc ghi trong
ngodc don (...).

(3) Déi véi doanh nghiép co kp ké todn nam la nam duong lich (X) thi “S6 cudi nam” c6
thé ghila “31.12.X"; “S6 dau nam" cé theé ghila “01.01.X".

(4) Doi v6i triecng hop thué dich vu lam ké todn, lam ké todn trucng thi phdi ghi ré sé
Gidy chitng nhdn ddng kY hanh nghé dich vy ké todn, tén don vi cung cdp dich vu ké todn.
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3. B4o cdo tinh hinh tai chinh (Mau sé B01 - DNNKLT)

Pon vi bdo c40:....ccvenennnnnnne. Miu s6 B01 - DNNKLT
DA Chitereeeereereerereeeeereernns (Ban hanh theo Thong tie 56 133/2016/TT-BTC
ngay 26/8/2016 cua B¢ Tai chinh)

BAO CAO TINH HINH TAI CHINH
Tai ngay ... thang ... nam ...
(Ap dung cho doanh nghiép khéng dap tng gia dinh hoat ddng lién tuc)

Donvitinh:............
- £ Sb Sb
CHi TIEU Ma | Thuyét | & | ddu
SO minh 8 8
nam nam
1 2 3 4 5
TAI SAN
L. Tién va cac khoan twong dwong tién 110
I1. Pau twr tai chinh 120
1. Chirng khodan kinh doanh 121
2. Pau tu nim giir dén ngay d4o han 122
3. Pau tu gép von vao don vi khac 123
III. Cac khoan phai thu 130
1. Phai thu ctia khach hang 131
2. Tra trudce cho nguodi ban 132
3. Von kinh doanh & don vi truc thudc 133
4. Phai thu khac 134
5. Tai san thiéu cho xtr Iy 135
IV. Hang tdn kho 140
V. Tai san ¢6 dinh va bit dong san ddu twr | 150
VI. Xiy dung co ban dé dang 160
VILI. Tai san khac 170
1. Thué GTGT duogc khéu trir 171
2. Tai san khac 172
TONG CONG TAI SAN 200
(200=110+120+130+140+150+160+170)
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| o | . | Sb s
CHi TIEU M3 | Thuyet§ o6 | ddw
) minh 7 ,
B B _ nim nam
1 2 | 3 4 5
NGUON VON

i. No phai ira 300
1. Phai tra ngudi ban 311
2. Ngudi mua tra tién trude 312
3. Thué va céc khoan phai ndp Nha nuéc 313
4. Phai tra nguoi lao dong 314
5. Phai tra khac 315
6. Vay va ng thué tai chinh 316
7. Phai tra ndi bo vé von kinh doanh 317
8. Du phong phai tra 318
9. Quy khen thudng, phic lgi 319
10, Quv phat trién khoa hoc va cong nghé 320
il. Von chit sé hivu 400
1. Vén gop cua chu sO hiru 411
2. Thang du vén cd phén 412
3. Vén khac cua chi sé hiru 413

4. C phiéu quy (*) 414 Kegns) (...)
5. Chénh léch ty gla héi doai 415
6. Cac quy thudc von chu s& hitu 416
7. Loi nhudn sau thué chua phan phéi 417
TONG CONG NGUON VON 500

(500=300+400)

Lép, ngay ... thang ... ndm

NGUOI LAP BIEU KE TOAN TRUONG  NGUOI PAI DIEN THEO PHAP LUAT
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén, dong dau)

Ghi chu:
_ (1) Nhitng chi tiéu khong cé sé liéu diegc mién trinh bay nhumg khong dwoc ddanh lai “Ma
$0” chi tiéu.
(2) S6 liéu trong cdc chi tiéu cé ddu (*) dwgc ghi bang s6 Gm dudi hinh thitc ghi trong
ngodc don (...).
’ (3) Déi véi doanh nghiép c6 ky ké toan ndm la nam dwong lich (X) thi “S6 cudi ndm” co
thé ghila “31.12.X"; “S6 dau ndm" co thé ghila “01.01. X".
(4) P6i véi trucng hop thué dich vu lam ké todn, lam ké todn trecng thi phdi ghi ré sé
Gidy ching nhdn dang ky hanh nghé dich vu ké toan, tén don vi cung cap dich vu ké todn.
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4. Bao cio két qua hoat dong kinh doanh (Miu s6 B02 - DNN)

Don vi bao c0: ... Miu s6 B02 - DNN
Diachiteeernininiieeeenene (Ban hanh theo Thong tw s6 133/2016/TT-BTC ngay
26/8/2016 cua Bé Tai chinh)

BAO CAO KET QUA HOAT PONG KINH DOANH

Nam...
Ponvitinh:...........
. 7 i & | Nam | Nim |
CHi TIEU Ma | Thuyet | Nam | Nam
| o so | minh | nay | trudc
' 1 2 3 4 5 |
1. Doanh thu ban hang va cung cip dich vu 01
. 2. Cac khoan giam trir doanh thu 02

3. Doanh thu thuin vé ban hang va cung c:‘lp 10 ‘
dich vu (10= 01-02) E

4. Gia vén hang ban 11

5. Loi nhuén gop vé ban hang va cung cip dich | 20
vu (20=10-11)

| 6. Doanh thu hoat ddng tai chinh 21 |

7. Chi phi tai chinh 22 |
- Trong do: Chi phi lai vay 23
8. Chi phi quan ly kinh doanh 24

' 9. Loi nhuin thuin tir hoat dong kinh doanh | 30 |

|

| (30 =20+ 21-22-24)

- 10. Thu nhap khac 31
. 11. Chi phi khac 32 |
12. Loi nhuin khac (40 = 31 - 32) 40 '
13. Tong l¢i nhuin ké toan truéc thué 50 ’
| (50 = 30 + 40) |
" 14. Chi phi thué TNDN 51
15. Loi nhuéin sau thué thu nhiap doanh nghiép | 60 ;
(60=50 — 51) - - } ]

' Ldp, ngay ...Lthdng... nam ..
NGUOI LAPBIEU KE TOAN TRUONG  NGUOI PAI DIEN THEO PHAP LUAT
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén, dong dau)

Ghi chu:

(1) Nhitng chi tiéu khong cé sé liéu dwoc mién trinh bay nhung khong dugc danh lai “Ma
s6” chi tiéu. ]

(2) Déi véi truomg hop thué dich vu lam ké todn, lam ké todn trucng thi phai ghi rd s6
Gidy ching nhdn dang ky hanh nghé dich vu Ké toan, tén don vi cung cdp dich vu ké todn.



5. Bdo cao luu chuyén tien té

M4iu s6 B03 - DNN

Pia Chiterorsinieeriireeeesrenens (Ban hanh theo Thong tu s6 133/2016/TT-BTC

ngay 26/8/2016 cua B¢ Tai chinhj

BAO CAO LUU CHUYEN TIEN TE

(Theo phuong phdp truc tiép)

Nam ...

Don vi tinh: ...

Chi tidu M‘a Thuye Nam N‘Zli"l’l
s6 | tminh | nay trudc
_ 1 2 3 4 5
i. Luwu chuyén tién tir hoat djng kinh doanh
1. Tién thu tir ban hang, cung cdp dich vu va doanh | 01
thu khéc
2. Tién chi tra cho nguoi cung cép hang hoéa, dich | 02
vu
3. Tién chi tra cho ngudi lao dong 03
4. Tién lai vay da tra 04
5. Thué thu nhap doanh nghiép di nop 05
6. Tién thu khéc tir hoat dong kinh doanh 06
7. Tién chi khac cho hoat dong kinh doanh 07
Lueu chuyén tién thudn tir hoat dpng kinh doanh 20
I1. Lwru chuyén tién tir hoat dpng dau tur
1. Tién chi dé mua sam, xdy dung TSCD, BDSDT | 21
va cac tai san dai han khéc
2. Tién thu tir thanh ly, nhugng ban TSCD, BDSPT | 22
va cac tai san dai han khac
3. Tién chi cho vay, dau tu gop vbn vao don vi khac | 23
4. Tién thu hdi cho vay, diu tu gép vbn vao don vi | 24
khac
5. Tién thu lai cho vay, ¢ tuc va loi nhuan dugc | 25
chia
Lwu chuyén tién thudn tic hoat dpng diu tir 30
I1L. Liwru chuyén tién tir hoat ddng tai chinh
1. Tién thu tir phat hanh cb phiéu, nhan vén gop cta | 31
chu s& hiru
2. Tién tra lai vdn gbp cho cac chi so hiru, mua lai | 32
¢0 phiéu cua doanh nghi€p da phat hanh
3. Tién thu tir di vay 33
4. Tién tra ng géc vay va ng thué tai chinh 34
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Chi tiéu Ma | Thuye ¢ Nim § Nam
s0 | tminh | nay trude
1 2 3 4 5
5. Cb tirc, loi nhugn da tra cho chu s¢ hiru 35
Lueu chuyén tién thuan tir hoat dpng tai chinh 40
Luwu chuyén tién thuin trong ky (50 = 20+30+40) | 50
Tién va twong dwong tién dau ky 60
Anh huéng cua thay déi ty gia hdi dodi quy dbi | 61
ngoai té
Tién va twong dwong tién cudi ky 70
(70 = 50+60+61)
. . ) ) . _ Ldp, ngay ... thang ... nam ..
NGUOUI LAP BIEU KE TOAN TRUONG NGUOI PAI DIEN THEO P}{AP LUAT
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén, dong dau)

Ghi chu:

(1) Cac chi tiéu khéng cé sé liéu thi doanh nghiép khéng phdi trinh bay nhung khong
duoc danh lai “Ma so” chi tiéu.

(2) Déi véi truong hop thué dich vu lam ké toan, lam ké todn tru’ong thi phai ghi ré s6
Gidy ching nhdn ddng ky hanh nghé dich vu ké todn, tén don vi cung cap dich vu ké todn.
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Maiu s6 B03 - DNN

Dia chizoocvvvinniininiiiniennas (Ban hanh theo Théng tir sé 133/2016/TT-BTC
ngay 26/8/2016 cua Bé Tai chinh)

BAO CAO LUU CHUYEN TIEN TE

(Theo phwong phdp gidn tiép)

Nam ...

Pon vi tinh: ...........

Chi tiéu M& | Thuyét | Nim | Nim
SO minh nay | trudc
i 2 3 4 N
I. Liru chuyén tién tir hoat djng kinh doanh
1. Loi nhudn triroc thué 01
2. Diéu chinh cho cdc khodin 02
- Khiu hao TSCD va BDSDT 03
- Cac khoan du phong 04
- Lai, 16 chénh léch ty giérhfr)i doai do danh gia lai ! 05
cac khoan muc tién té cé goc ngoai té
- Lai, 13 tir hoat dong dau tur 06
- Chi phi lai vay 07
- Cac khoan diéu chinh khac 08
3. Loi nhudn tir hoat dong kinh doanh trieéc thay | 09
doi von luu dong
- Tang, giam cac khoan phai thu 10
- Tang, giam hang tén kho 11
- Tang. gidm cac khoan phai tra (Khong ké 13i vay | 12
phai tra, thué thu nhap doanh nghiép phai ndp)
- Téng, gidm chi phi tra trusce 13
- Tang, giam chung khoan kinh doanh 14
- Tién lai vay di tra 15
- Thué thu nhap doanh nghiép da nop 16
- Tién thu khac tir hoat dong kinh doanh 17
- Tién chi khac cho hoat dong kinh doanh 18
Luwu chuyén tién thuin tir hoat djng kinh doanh 20
IL. Lwru chuyén tién tir hoat déng dau tr
1.Tién chi dé mua sim, xay dung TSCD, BbSDT | 21
va cac tai san dai han khac
2.Tién thu tir thanh ly, nhuong ban TSCPD, BDSPT | 22
va cac tai san dai han khac
3.Tién chi cho vay, dau tir gop vén vao don vi khac 23
4.Tién thu hdi cho vay, d4u tir gép von vao don vi khac

24
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Ma | Thuyét | Nam | Nim

Chi tiéu £ ) ’
SO minh nay | trwoc
1 2 3 4 5
5.Tién thu l4i cho vay, ¢ tire va loi nhudn dugc | 25
chia
Luru chuyén tién thuin tic hoat djpng didu tw 30

IIL. Lwu chuyén tién tir hoat ddng tii chinh
1. Tién thu tir phat hanh ¢ phiéu, nhan vén gop caa | 31
chu s& hitu

2. Tién tra lai von gop cho céc chu s¢ hitu, mua lai | 32
¢o0 phiéu cuia doanh nghiép da phat hanh

3. Tién thu tir di vay 33
4. Tién tra ng géc vay va ng géc thué tai chinh 34
5. Cd tte, loi nhuan da tra cho chu sé hiru 35
Tién va twong dwong tién diu ky 60
Anh huéng cua thay dbi ty gia hbi doai quy doi | 61
ngoai té

Tién va twong dwong tién cudi ky 70

(70 = 50+60+61)

Ldp, ngay ... thdng ... nam
NGUOI LAP BIEU KE TOAN TRUGNG  NGUOI PAI DIEN THEO PHAP LUAT
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén, dong dau)

Ghi chu:
(1) Caéc chi tiéu khéng cé s6 liéu thi doanh nghiép khong phdi trinh bay nhung khong
duwoc danh lai “Ma so chi tiéu”.

(2) Déi véi truong hop thué dich vu lam ké todn, lam ké todn trudng thi phdi ghi ro s6
Gidy chimg nhdn dang ky hanh nghé dich vu ké todn, tén don vi cung cdp dich vu ké todn.

17



6. Bin thuyét minh Bao cdo tai chinh (Miu sé6 B09 - DNN)
Don vij bao cio: Miu s6 B09 - DNN

Dia chi:....cocoeeiieninniiinninnne, (Ban hanh theo Théng tw s6 133/2016/TT-BTC
ngay 26/8/2016 cua Bo Tai chinh)

BAN THUYET MINH BAO CAO TAI CHINH
Nam ...
(Ap dung cho doanh nghiép dap irng gia dinh hoat dong lién tuc)

I. Dic diém hoat ddng ciia doanh nghiép

1. Hinh thtrc s& hiru vén.

2. Linh vuc kinh doanh.

3. Nganh nghé kinh doanh.

4. Chu ky san xuét, kinh doanh théng thudng.

5. Pic diém hoat dong ctia doanh nghiép trong nam tai chinh c6 anh huong dén Bao
cao tai chinh.

6. Tuyén bo vé kha nang so sanh théng tin trén Béo céo tai chinh (c6 so sanh dugc
hay khong, néu khong so sanh dugc phai néu 16 ly do nhu chuyén do6i hinh thue s
hiru, chuyén d6i loai hinh doanh nghiép, chia, taich doanh nghiép néu d6 dai vé ky so
sanh...)

IL. Ky ké toan, don vj tién té sit dung trong ké toan

1. Ky ké toan nam (bét dau tir ngay..../..../.... két thic vao ngay ..../...J...).

2., Pon vj tién té st dung trong ké toan. Trudng hop c6 su thay ddi don Yi tién té trong
ké toan so v6é1 ndm trudc, giai trinh rd ly do va anh hudng cua su thay doi.

III. Chuin muc va Ché dd ké toan ap dung

Tuyén bé vé viéc tuan thi Chuan muc ké toan va Ché do ké toan ap dung

IV. Cic chinh sach ké toan ap dung (chi tiét theo cac ndi dung duéi diy néu cé
phat sinh)

- Ty gia ho6i doai ap dung trong ké toan.

- Nguyén tic chuyén déi BCTC lap bang ngoai té sang Dong Viét Nam.

- Nguyén tic ghi nhin cac khoan tién va cac khoan tuong duong tién.

- Nguyén tic ké toan cac khoan dau tur tai chinh.

- Nguyén tic ké toan ng phai thu.

- Nguyén tic ghi nhan hang tén kho.

- Nguyén tic ghi nhan va cac phuong phap khau hao TSCD, TSCD thué tai chinh, bét
dong san dau tu.

- Nguyén tac ké toan no phai tra.

- Nguyén tic ghi nhan va vén hoa cac khoan chi phi di vay.

- Nguyén tac ghi nhan vén chii s& hiru.
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- Nguyén tic va phuong phap ghi nhan doanh thu.
- Nguyén tic ké toan chi phi.

V. Théng tin bo sung cho cac khoin muc trinh bay trong Bao céo tinh hinh tai
chinh

Don vitinh:......
1. Tién va twong duong tién Cudi nam Pau nam
- Tién mat
- Tién giri ngan hang khéng k¥ han
- Tuong duong tién
Cong

2. Cac khoan dau twe tai chinh Cudi ndam Pau nam

a) Ching khoan kinh doanh
- Téng gia tri c6 phiéu;

- Téng gid tri trai phiéu;

- Cac loai chimg khoan khac;

b) Qﬁu tu nam gitt dén ngay déo han
- Tién gui c6 ky han
- Cac khoan dau tu khac nam giir dén ngay ddo han

¢) Du phong ton that dau tu tai chinh
- Du phong giam gia chung khoan kinh doanh
- Du phong t6n that dau tu vao don vi khac

3. Cac khoan phai thu Cubi nam Pau nam
(Tuy theo yéu cau quan ly cia doanh nghié€p, co thé
thuyét minh chi tiét ngéin han va dai han)

a) Phai thu cua khach hang
Trong d6: Phai thu cta cac bén lién quan

b) Tra trudc cho ngudi ban
Trong do: Tra trudc cho cac bén lién quan

¢) Phai thu khac (Chi tiét theo yéu cdu quén ly):
- Phai thu vé cho vay

- Tam Uing

- Phai thu ndi bg khac

- Phai thu khéc

d) Tai san thiéu chd xir ly
- Tién;
- Hang t6n kho;



- TSCb;
- Tai san khéc.
d) No x4u (Tdng gia tri cac khoan phai thu, cho vay
qua han thanh toan hoac chua qua han nhung kho
c6 kha nang thu héi)
Cudi nam

4. Hang ton kho (Md sé 141)
- Hang dang di trén duong;
- Nguyén liéu, vat lidu;
- Céng cy, dung cy;
- Chi phi san xuat kinh doanh dé dang;
- Thanh phém;
- Hang héa;
- Hang guri di ban.

Cong
Trong d6:
- Gia tri hang ton kho « dong, kém, mat phdm chét
khong c6 kha nang tiéu thy;
- Gia tri hang t6n kho dung dé thé chép, cim cb bao
dam cac khoan ng phai tra;

DPau nam

- Nguyén nhan va huéng xir ly dbi v6i hang ton kho « dong, kém, mat phdm chét.
- Ly do dan dén vigc trich lap thém hoac hoan nhdp du phong giam gia hang ton

kho.
5. Tang, giam tai san cé dinh (Chi tiét tieng logi tai sdn theo yéu cdu quan ly cua
doanh nghiép):
Khoan muc S6 dw didu | Ting trong | Giam trong S6 du

nam nam nam

A. TSCD hiru hinh

A -
cuol nam

Nguyén gia

Gia tri hao mon lity ké

Gia tri con lai

B. TSCP vo hinh

Nguyén gia

Gia tri hao mon lity ké

Gia tri con lai

Gia tr1 con lai
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- Gid tri con lai cudi ky cua TSCD diing dé thé chdp, cam cé dam bdo khodan vay;

- Nguyén gid TSCP cudi ndm da khdau hao hét nhung van con sir dung;

- Nguyén gia TSCP cuéi ndm cho thanh ly;

- D6i v6i TSCD thué tai chinh:

- Thuyét minh sé liéu va gidi trinh khdc.
6. Tang, giam bdt dpng sdin didu tw (Chi tiét theo yéu ciu quin Iy cua doanh
nghiép):

3 K o e A
Khodan muc So Tang Giam So
A K.
dau trong trong cuoi
nam nam nam nam

a) Bat dong san dau tu cho thué

- Nguyén gia

- Gia tri hao mon liiy ké

- Gia tri con lai

b) Bit dong san diu tw nam giir
ch¢ tang gia

- Nguyén gia

- Gia tri hao mon liiy ké cua ’
BDSDT cho thué/TSCP chuyén
sang BDSDT nam gilt cho tang gia

- Gia tri cOn lai

- Gid tri con lai cubi ky ciia BPSPT diing dé thé chdp, cam cé dam bdo khoan vay,
- Nguyén gid BPSPT da khdu hao hét nhumg vdn cho thué hodic ndm gii¥ cho ting gid;

- Thuyét minh sé liéu va gidi trinh khdc.

7. Xdy dung co bdn do dang Cudi nim Diu nam
- Mua sam
- XDCB
- Stra chira 1én TSCD
Cong
8. Tai san khdc Cudinam  DPiunam

- Chi phi tra trude (chi tiét ngan han, dai han theo
yé€u cau quan ly cua doanh nghi€p)
- Cac khoan phai thu cia Nha nudce
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9. Cdc khodn phdi tra

Cudi nam Dau nam

(Tuy theo yéu cu quan ly cia doanh nghiép, c6 thé

thuyét minh chi tiét ngan han va dai han)
a) Phai tra ngudi ban
Trong do: Phai tra cac bén lién quan

b) Ngudi mua tra tién trude
Trong d6: Nhan trude cua cac bén lién quan

¢) Phai tra khac (Chi tiét theo yéu cau quan ly):

- Chi phi phai tra

- Phai tra n0i b khac

- Phai tra, phai nop khac

+ Tai san thira cho xur ly

+ Cac khoan phai ndp theo luong
+ Céc khoan khac

d) No qua han chua thanh toan

10. Thué va cdc khodn phai nop nha nwéc

(Chi tiét cho ting loai thué)

Cong
11. Vay va ng thué tai chinh Cubi
nam
a) Vay ngin han
Trong do6: Vay tir cac bén lién quan
b) Vay dai han

Trong d6: Vay tur cac bén lién quan
¢) Cac khoan no gde thué tai chinh
Trong d6: No¢ thué tai chinh tir cac bén
lién quan

Cong

12. Du phong phdi tra

- Du phong bao hanh san phdm hang hoa;
- Du phong bao hanh céng trinh xay dung;
- Du phong phai tra khac.

Cong

Pau nam SO S6da Cudi nam
phai  thuc
nop  ndp
trong  trong
nam nam
Trong ndm Pau nam
Tang Giam
Cudi ndm Dau nam
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13. Vén chii sé hiru

a) Bang doi chiéu bién ddng cia von chu sé hiru

. > A L 4 o =
Cac khodan muc thugc von chu sé hiru

Von | Thang | Vén | C6 | Chénh | LNST | Céng

N gop | duwvén | khdc | phiéu | l&ch thué
Noi dung cia cb cua quy ty gia chwa
. A R gla A
chi s¢ | phan chui phan
hiru & phdi va
hiru cac quy
A 1 2 3 4 5 6 7

SO du dau nim

Giam vOn trong nam

SO du cudi nam

- Thuyét minh va giai trinh khac vé vbn cht s& hitu (nguyén nhén bién dong va céc
thong tin khac).

14. Cdc khodan muc ngoai Bdo cdo tinh hinh tai chinh

a) Tai san thué ngoai (Chi tiét s6 lugng, ching loai va céc thong tin quan trong
khac d6i vdi cac tai san thué ngoai chu yéu)

b) Tai san nhan gitt ho (Doanh nghiép phai thuyét minh chi tiét vé& sb lugng, chung
loai, quy cach, pham chat cta timg loai tai san tai thoi diem cuoi ky).

- Vit tu hang hoa nhan giir hd, gia cdng, nhan Uy thac.

- Hang hoa nhén ban hg, nhan ky guri, nhan cim cd, thé chép.

c) Ngoai té céc loai: (Thuyét minh chi tiét s6 luong timg loai nguyén té).

d) No kho doi da xu ly.

d) Thong tin vé cac khoan tién phat, phai thu vé l4i tra cham, ... phat sinh tir cac khoan
no qué han nhung khéng duge ghi nhén doanh thu.

e) Cac thong tin khac vé cac khoan muc ngoai B4o c4o tinh hinh tai chinh.

15. Thuyét minh vé cdc bén lién quan (danh sach cac bén lién quan, giao dich va céc
thong tin khac vé cic bén lién quan chua dugc trinh bay & cac ndi dung néu trén)

16. Ngoai cdc ndi dung da trinh bay trén, cdc doanh nghiép dwgc gidi trinh, thuyét
minh cdc thong tin khdc néu thay can thiét
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V1. Thong tin bd sung cho cac khoin muc trinh bay trong Bao cio két qua hoat
dong kinh doanh

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

1. Tong doanh thu bdn hing va cung cdp dich vu Nam nay Nam trudce
a) Doanh thu

- Doanh thu ban hang hoa

- Doarh thu ban thanh phim

- Doanh thu cung cap dich vu

- Doanh thu khac
Cong
b) Doanh thu tir cac bén lién quan (chi tiét cho ting
doi tugng)
¢) Trudng hop ghi nhan doanh thu cho thué tai san la

tong s6 tién nhan truéc, doanh nghlep phai thuyét

minh thém dé so sanh su khac biét gitfa viéc ghi nhan
doanh thu theo phu’o’no phap nhan ) dan theo thom
glan cho thué; Kha nang suy gidm lgi nhuan va luong
tién trong tuong lai do dé ghi nhén doanh thu dbi voi

toan bd s tién nhan trude.

2. Cdc khodn giam trir doanh thu Nam nay Nam trudce
- Chiét khau thuong mai;
- Giam gia hang ban;
- Hang ban bij tra lai.
Cong
3. Gid von hang bdn Nam nay Nam trudc

- Gia vén cua hang hoa di ban;

- Gia vén ctia thanh pham d3 ban:

- Gia v6n ctia djch vu da cung cip;

- Gi4 v6n khac;

- Céc khoan chi phi khac duoc tinh vao gia vén;
- Cac khoan ghi giam gia v6n hang ban. (..) (...)

Cong
4. Doanh thu hoat dong tai chinh Nam nay Nam trudce

- Lai tién gui, tién cho vay;

- Lai ban cac khoan dAu tur tai chinh;
- Cb tirc, loi nhuén duogc chia;

- L&i chénh l¢ch ty gia;
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- L&i bén hang tra cham, chiét khau thanh toan;
- Doanh thu hoat dong tai chinh khac.
Cong
5. Chi phi tai chinh Nam nay Nam trudc
- Lai tién vay;
- Chiét kh4u thanh toan, 1ai mua hang tra cham;
- L3 do ban cac khoan dau tu tai chinh;
- L5 chénh léch ty gia;
- Dy phong giam gia chimg khoén kinh doanh va ton thét
dau tu vao don vi khac;
- Chi phi tai chinh khac;
- Cac khoan ghi giam chi phi tai chinh.
6. Chi phi quadn ly kinh doanh Nam nay Nam trudc
a) Cac khoan chi phi quan ly doanh nghiép phat sinh trong ky
b) Cac khoan chi phi ban hang phat sinh trong ky
¢) Céc khoan ghi giam chi phi quan ly kinh doanh
- Hoan nhap cac khoan du phong;
- Céc khoan ghi giam khac.
7. Thu nhdp khdac Nam nay Nam trude
- Léi thanh ly, nhugng ban TSCD;
- Lai do danh gia lai tai san;
- Tién phat thu duoc;
- Thué dugc gidam, dugce hoan;
- Céc khoan khac.
Cong
8. Chi phi khdc Nam nay Nam trudc
- L3 thanh ly, nhuong ban TSCD;
- L3 do dénh gi4 lai tai san;

- Céc khoan bi phat;
- Cac khoan khac.
Cong
9. Chi phi thué thu nhip doanh nghiép hién hanh Nam nay Nam trudc

- Chi phi thué thu nhap doanh nghi€p tinh trén thu nhap
chiu thué nam hién hanh

- Diéu chinh chi phi thué thu nhap doanh nghiép cua cac



nam trude vao chi phi thué thu nhap nam hién hanh
- Tong chi phi thué thu nhap doanh nghiép hién hanh
VII. Théng tin bé sung cho cac khoian muc trinh bay trong Bao cao luu chuyén
tién té
Céc khoan tién do doanh nghiép nam giir nhung khong duoc sur dung: Trinh bay gia
tri va ly do cua cac khoan tién va tuong duong tién 16n do doanh nghiép nam giir
nhung khéng dugc sir dung do c6 s han ché cua phap luat hoac cac rang budc khac
ma doanh nghiép phai thuc hién.
VIII. Nhirng thong tin khac
1. Nhimg khodn ng tiém tang, khoan cam két va nhiing théng tin tai chinh khac: ...
2. Nhirng su kién phat sinh sau ngay két thiic ky ké toan nam:

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

3. Théng tin so sanh (nhitng thay dbi vé théng tin trong Béo céo tai chinh cua céc nién
dd ke toan trude): .........
4. Thong tin vé hoat dOng i8N tUC: ......ceeeiieiii oo,
5. Nhitng thong tin Khac. ...c.cccovririiiriiicc v
, ' ] Ldp, ngay ... thang ... nam ...
NGUOI LAY BIEU KE TOAN TRUONG  NGUOI DAI DIEN THEO PHAP LUAT
(Ky, ho 1én) (Ky, ho tén) (Ky, ho tén, dong diu)
Ghi chu:

Déi voi trieomg hop thué dich vu lam ke’ toén, lam ké todn truong thi phai ghi ro 56 Gidy
chitng nhén ding ky hanh nghé dich vu ké todn, tén dow vi cung cdp dich vu k¢ todn.



7. Ban thuyét minh Bao céo tai chinh (Mau s6 B09 - DNNKLT)

Pon Vi BA0 CAOL..ueerrrerererrerernnnns Méu s6 B09 - DNNKLT

Dia Chitececeecerencnenreneereneenessesorsens (Ban hanh theo Thong tw s6 133/2016/TT-BTC
ngay 26/8/2016 cua Bé Tai chinh)

BAN THUYET MINH BAO CAO TAI CHINH
Nam ...
(Ap dung cho doanh nghi€p khong dap @ng gia dinh hoat dong lién tuc)

L. Diic diém hoat déng cia doanh nghiép

L. Hinh thtrc s& hitu von.

2. Linh vuc kinh doanh.

3. Nganh nghé kinh doanh.

4. Chu ky san xuét, kinh doanh thong thuong.

5. Ly do khong déap tng gia dinh hoat dong lién tuc.

6. Tuyén bd yé kha néng so sanh théng tin trén Béao céo tai chinh (¢ so sanh dugc
hay khong, néu khong so sanh dugc phai n€u rd ly do nhu vi chuyén d6i hinh thirc so
hitu, chuyén doi loai hinh doanh nghiép, chia, tdich doanh nghiép, néu 46 dai vé ky so
sanh...)

IL Ky ké toan, don vi tién té sir dung trong ké toan

1. Ky ké toan nam (bét dau tir ngay..../..../.... két thiic vao ngay ..../.../..).

2. bon vi tién té st dung trong ké toan. Truong hop co su thay dbi don vi tién té trong
k€ toan so vGi nam trudc, giai trinh rd ly do va anh hudng cua su thay doi.

I1I. Chuin muc va Ché 4 ké toan 4p dung

Tuyén bd v& viéc tuan thu Chudn muc va Ché do ké toan ap dung

IV. Cac chinh sich ké toan 4p dung (chi tiét theo cic ndi dung duéi diy néu cé
phat sinh)

- Ty gia héi doai 4p dung trong ké toan.

- Nguyén téc chuyén d6i BCTC lap bing ngoai té sang Pong Viét Nam.

- Nguyén tic ghi nhan cac khoan tién va c4c khoan tuong duong tién.

- Nguyén tic ké toan cac khoan dau tu tai chinh,

- Nguyén tic ké toan ng phai thu.

- Nguyén tic ghi nhan hang ton kho.

- Nguyén tic ghi nhan va phuong phap khau hao TSCD, TSCD thué tai chinh, bat
dong san dau tu:

- Nguyén tic ké toan ng phai tra.

- Nguyén tic ghi nhan va vbn hoa cac khoan chi phi di vay.

- Nguyén tic ghi nhan vén chu s& hitu.
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- Nguyén tic va phuong phap ghi nhan doanh thu.
- Nguyén tac ké toan chi phi.

V. Thong tin bd sung cho cac khoan muc trinh bay trong Bao cas tinh hinh tai

chinh

1. Tién va twong dwong tién Cubi nam
- Tién mat
- Tién gi ngan hang khong ky han
- Tuong duong tién
Cong
2. Cdc khodn ddu tw tai chinh Cubi nim
a) Chung khoan kinh doanh
- Thng gia tri c¢b phiéu;
- Tong gia tri trai phiéu;
- Céc loai chiing khoan khac;
b) Dau tu nam giir dén ngay dao han
- Tién giri ¢6 ky han
- Cac khoan dau tu khac ndm giir dén ngay déo han
¢) Pau tir gop vén vao don vi khac v
3. Cdc khodn phdi thu Cudi nam
a) Phai thu cua khach hang
Trong do: Phai thu cia céc bén lién quan
b) Tra trude cho ngudi ban
Trong do: Tra trudce cho céc bén lién quan
¢) Phai thu khac (Chi tiét theo yéu cdu quan ly):
- Phai thu vé cho vay
- Tam rng
- Phai thu n61 bo khac
- Phai thu khéc
d) Tai san thiéu cho xi ly
- Tién;
- Hang ton kho;
- TSCD;
- Tai san khac.
d) No xau (Tong gia tri cac khoan phai thu, cho vay
qua han thanh ‘toén hoédc chua qua han nhung kho cé
kha néang thu hoi)

Pau nam

Pau nam

Pau nam
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4. Hang tén kho Cubinam  Piu nim

- Hang dang di trén dudng;

- Nguyén liéu, vat liéu;

- Cong cu, dung cu;

- Chi phi san xuit kinh doanh dé dang;

- Thanh phém;

- Hang hoa;

- Hang gui ban;

Cong

Trong do:

- Gia tri hang ton kho « dong, kém, mit phdm chét

khong cé kha nang ti€u thy;

- Gi4 tri hang ton kho dung dé thé chip, cim cb bao

dam cac khoan ng phai tra;

- Nguyén nhén va hudng xir ly d6i véi hang tdn kho « dong, kém, mat phdm chét.

- Ly do dén dén viéc trich I4p thém hoéc hoan nhap du phong giam gia hang ton kho.
5. Téing, gidm tai sdn c6 dinh va bdt dpng sin ddu tir (Chi tiét tirng logi téi sdn theo

yéu cdu quan ly cua doanh nghiép):

Khodn muc

K A
So du dau
nam

Tang trong
nim

Giam trong
nim

K 4
So du cuoi
nam

- Gia tri con lai TSCD
hiru hinh

- Gia tri con lat TSCD vo
hinh

- Gia tri con lai TSCD
thué tai chinh

- Gia tri con lai BDSDT

- Gid tri con lai cudi kp cia TSCP, BPSPT ding dé thé chdp, cam cé dam bdo

khoan vay,

- Gid tri con lai cudi ky ciia TSCP cudi ky cho thanh Iy,

- Thuyét minh sé liéu va gidi trinh khdc.

6. Vay va ng thué tai chinh

a) Vay

Cuoi ndm

Trong d6: Vay tir cac bén lién quan

Tang

Trong nam
Giam

Pau nam
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b) Céc khoan no gde thué tai chinh

Trong do: No thué tai chinh tu
cac bén liécn quan

Cong
7. Cdc khodn phdi trd Cudi nim
a) Phai tra nguoi ban
Trong do: Phai tra cac bén lién quan
b) Ngudi mua tra tién trude
Trong d6: Nhan trudc cua céac bén li€n quan
¢) Phai tra khéc (Chi tiét theo yéu ciu quan ly):
- Chi phi phai tra
- Phai tra noi bd khac
- Phai tra, phai ndp khac
+ Tai san thua cho xu ly
+ Céac khoan phai ndp theo luong
+ Céc khoan khac

d) No qua han chua thanh toan

8. Thué va cic khodn phai nop nha nwéc Diu S phai
nam nop
trong
nam

(Chi tiét cho timg loai thué)
Cong
9. Du phong phai tra

- Du phong bao hanh san phdm hang hoa
- Du phong bao hanh c6ng trinh xay dung
- Du phong phai tra khac

Cong

Pau nam
So da Cudi
thuce nam
nop
trong
nam
Cudi Pau
nam nam
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10. Vén chii sé hitu

a) Bang doi chi€u bién dong cda von chu sé hitu

Cac khoan muc thugc von chi sé hiru

Véngép | Thing | Vén | C6 | Chénh | LNST | Cing

oo ciachi | dwvén | khic | phiéu | léch thué
Chi ticu s6 hiru co cla QU | 5 gia chua
phin | chasé phan
hiru phdi va
cac quy
A 1 2 3 4 5 6 7

SO du dau nam

Tang von trong
nam

Giam von trong
nam

SO du cudi ndm

- Thuyét minh va giai trinh khac vé vén chii s& hitu (nguyén nhéan bién dong va cic
thong tin khac).

11. Cdc khodn muc ngoai Bdo cdo tinh hinh tai chinh

a) Tai san thué ngoai (Chi tiét sb lugng, ching loai va cac théng tin quan trong
khac doi vdi cac tai san thué ngoai chu yéu)

b) Tai san nhan giit hd (Doanh nghiép phai thuyét minh chi tiét vé sd luong, ching
loai, quy cach, pham chat cta tung loai tai san tai thoi diém cudi ky).

- Vit tu hang hoa nhén gilr hg, gia cong, nhan dy thac.

- Hang hoé nhan ban ho, nhan ky giri, nhan cam cd, thé chép.

¢) Ngoai té céc loai: (Thuyét minh chi tiét s& lugng timg loai nguyén t€).
d) No khé doi da xu ly.

d) Thong tin v& cac khoan tién phat, phai thu vé 14i tra cham, ... phat sinh tir cic khoan
ng qua han nhung khéng dugc ghi nhén doanh thu.

e) Cac thong tin khac vé cac khoan muc ngodi Béo céo tinh hinh tai chinh.

12. Thuyét minh vé cdc bén lién quan (danh sach cac bén lién quan, giao dich va cac
thong tin khéac vé cac bén lién quan chua duogc trinh bay & cac ndi dung néu trén)
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13. Ngodi cdc ndi dung da trinh bay tren, cdc doanh nghigp dwgc gidi trinh, thuyét
minh cdc thong tin khdc néu thay cdn thiét

’I. Théng tin bd sung cho cac khoan muc trinh bay trong Bao cao két qua hoat
dong kinh doanh

Donvitinh:...........

1. Tong doanh thu bdn hang va cung cd'p dich vu Nam nay Nam trudc
a) Doanh thu

- Doanh thu ban hang hoéa

- Doanh thu ban thanh pham

- Doanh thu cung cép dich vu

- Doanh thu khac

Cong
Trong d6: Doanh thu tir cac bén lién quan (chi tiét cho
tung doi tuong)
b) Truong hop ghi nhan doanh thu cho thué tai san la
tdng sb tién nhan trudc, doanh nghiép phai thuyét minh
thém dé so sanh su khac biét giira viéc ghi nhin doanh

o e

thu theo phuwong phap phan bd dan theo thoi gian cho
thué; Kha nang suy giam loi nhuan va ludng tién trong
tuong lai do da ghi nhan doanh thu d6i voi toan bo sb
tién nhan trudc.

2. Cdc khoan giam trir doanh thu Nam nay Nam trudc
- Chiét khau thuong mai;
- Giam gia hang ban;
- Hang ban bi tra lai.

Cong
3. Gid von hang bdn Namnay  Nam trudc
- Gia vbn ctia hang hoa da ban;
- Gi4a v6n cuia thanh pham di ban;
- Gia vén cua dich vu da cung cap;
- Gia vbn khac;
- Cac khoan chi phi khac dugc tinh vao gia vén;
- Cac khoan ghi giam gia vén hang ban.

Cong

4. Doanh thu hoat dpng tai chinh Nam nay  Nam trudce
- Lii tién giri, tién cho vay;
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- Li ban cac khoan dau tu tai chinh;
- C4 tire, loi nhuan dugc chia;
- L&i chénh Iéch ty gia;
- Lai ban hang tra cham, chiét khau thanh toan;
- Doanh thu hoat dong tai chinh khac.
Cong

5. Chi phi tai chinh

- L4i tién vay;

- Chiét khau thanh toan, 13i ban hang tra chim;

- L5 do ban cac khoan diu tu tai chinh;

- L5 chénh léch ty gia;

- Dy phong giam gia chimg khoan kinh doanh va tén thit
dau tu vao don vi khac;

- Chi phi tai chinh khac;

- Cac khoan ghi giam chi phi tai chinh.

6. Chi phi quan ly kinh doanh

a) Cac khoan chi phi quan ly doanh nghiép phat sinh trong
ky

b) Cac khoan chi phi ban hang phét sinh trong ky

¢) Cac khoan ghi gidm chi phi quan ly kinh doanh

- Hoan nhap cac khoan du phong

- Céac khoan ghi gidm khac

7. Thu nhap khdc

- L&i thanh ly, nhugng ban TSCD;
- L&i do danh gia lai tai san;

- Tién phat thu duoc;

- Thué duoc giam, duoc hoan;

- Cac khoan khac.

Cong
8. Chi phi khdc
- L5 thanh ly, nhugng ban TSCD;
- L5 do danh gia lai tai san;

- Cac khoan bi phat;

Nam nay

Nam nay

Nam nay

Nam nay

Nam trudc

Nam trudc

Nam trudc

Nam trudc



- Cac khoan khac.
Cong
9. Chi phi thué thu nh@p doanh nghiép hién hanh Nam nay  Nam trudce

- Chi phi tbué thu nhap doanh nghié€p tinh trén thu nhép
chiu thué nam hién hanh

- Piéu chinh chi phi thué thu nhap doanh nghiép cua céc
nam trudce vao chi phi thué thu nhip ndm hién hanh

- Téng chi phi thué thu nhap doanh nghiép hién hanh

VIL Théng tin bo sung cho cac khoin muc trinh bay trong Bio cdo luu chuyén

tien t¢
Céc khoan tién do doanh nghiép nam giir nhung khong dugc sir dung: Trinh bay gia
tri va ly do cua cac khoan tién va tuong duong tién 16n do doanh nghiép nam gifr
nhung khéng dugce sur dung do ¢6 su han ché cua phap luét hodc cac rang budc khac
ma doanh nghiép phai thuc hién.

VI1I. Nhirng théng tin khace

1. Nhitng khoan no tiém tang, khoan cam két va nhimg thong tin tai chinh khac: ...

2. Nhimng su kién phat sinh sau ngay két thuc ky ké toan nam:. .

3. Thong tin so sanh (nhitng thay dbi vé thong tin trong Bao céo tai chinh cua cac nién

dé ké toan trudce): ......
4. Thong tin vé hoat doéng lién tuc: ..
5. Nhitng thong tin Khac. ..o

‘ i ] . Ldp, ngay ... thang ... ndm ...
NGUOUI LAP BIEU KE TOAN TRUONG NGUOI PAI DIEN THEO PHAP LUAT
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén, dong dau)

Ghi chu:

D61 véi trieong hop thué dich vu lam ké todn, lam ké todn trudng thi phai ghi ro 56 Gidy
chitng nhdn déang ky hanh nghé dich vu ké toan, tén don vi cung cdp dich vy ké todn.
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I1 - BIEU MAU BAO CAO TAI CHINH NAM CUA DOANH NGHIEP
SIEU NHO
1. Bao cdo tinh hinh tai chinh (M4u s6 B01 - DNSN)

Maiu s6 B01 - DNSN

Diachi:.....ccocvvviiiiiiiiiiiiiinn. (Ban hanh theo Théng tw s6 133/2016/TT-BTC ngay
26/8/2016 cua Bo Tai chinh)
BAO CAO TINH HINH TAI CHINH

Taingay ... thang ... nam ...

Donvitinh:.......

o S6 | So
CHI TIEU Mza | Thuyét | cudi | diu
SO minh nam | nim
1 2 3 4 5
TAI SAN
1. Tién va cac khoan tuong duong tién 110
2. Cac khoan dau tu 120
3. Cac khoan phai thu 130
4. Hang ton kho 140
5. Gia tri con lai cia TSCP va BBSDT 150
6. Tai san khac 160
TONG CONG TAI SAN 200
(200=110+120+130+140+150+160)
NGUON VON
I. No phai tra 300
1. Phai tra ngudi ban 310
2. Nguoi mua tra tién trudce 320
3. Thue va cac khoan phai ndp Nha nudc 330
4. Phai tra ngudi lao dong 340
5. Phai tra ng vay 350
6. Phai tra khéc 360
IL. Vén chii sé hiru 400
1. Von dau tu cia chl:J s& hiru , 410
2. Loi nhuan sau thué€ chua phén phoi 420
3. Cac khoan muc khac thudc von cha sé& hiru 430
TONG CONG NGUON VON 500
(500=300+400)
Lap, ngay ... thang ... nam ...
NGUOI LAP BIEU KE TOAN TRUONG ~ NGUOI PAI DIEN THEO PHAP LUAT
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén, dong ddu)
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Ghi chu:
] (1) Nhitng chi tiéu khong co 6 ligu duwoc mién trinh bay nhung khéng dvuoc danh lai “*Mada
50" chi tiéu.
(2) 86 liéu trong cdc chi tiéu ¢é ddu (*) duoc ghi bang s6 dm duwdi hinh thirc ghi trong
ngodc dom (...).
3 Déi voi doanh nghiép co ky ké toan ndm la nam dwong lich (X) thi “S6 cudi nam” ¢é
the ghila “31.12.X"; “S6 dau nam" co thé ghila “01.01.X".
 (4) Doi v6i truong hop thué dich vy lam ké todn, lam ké todn trudng thi phdi ghi ri so
Giay chitng nhdn dang ky hanh nghé dich vu ké toadn, tén don vi cung cap dich vu ké toan.
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2. Bao cao két qua hoat dong kinh doanh (Miu s0 B02 - DNSN)
Mjiu s6 B02 - DNSN

Don vi bao cio: .................
Dia chit....cooviiiiinninnnne

BAO CAO KET QUA HOAT PONG KINH DOANH

(Ban hanh theo Thong nr s6 133/2016/TT-BTC
ngay 26/8/2016 cua B¢ Tai chinh)

Nam ...
Don vi tinh:........
Mi | Thuyét Nim | Nam
CHi TIEU 50 minh nay | truéc
1 2 3 4 5
I. Doanh thu thuin vé ban hang va cung cdp | 01
dich vu
2. Gia von hang ban 02
3. Chi phi quan ly kinh doanh 03
4. Lai/15 hoat dong tai chinh va hoat dong khac | 04
5. Loi nhuén ké toan trudce thué 05
(05=01-02-03+04)
6. Chi phi thué TNDN 06
7. Loi nhuan sau thué thu nhap doanh nghiép | 07

(07=05-06)

NGUOI LAP BIEU KE TOAN TRUONG
(Ky, ho tén) (K9, ho tén)

Ghi chu:

Lép, ngay ... thang ... ndm ...

(Ky, ho tén, dong ddu)

NGUOI PAI DIEN THEO PHAP LUAT

Déi véi trudng hop thué dich vu lam ké toan, lam ké todn trudng thi phai ghi ré s6 Gidy

chirng nhdn dang ky hanh nghé dich vu ké todn, tén don vi cung cdp dich vu ké todn.
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2. Ban thuyvét minh Bao cao tai chinh (Mau s6 B0Y - DNSN)

Do vi DAG CAO e Miu sé B0OY - DNSN
i ook U, (Bait bk theo Thone aesa 133 2006 T1-B1C

sreay 26N 2016 cua Bo tar chin

BAN THUYET MINH BAO CAO TAI CHINH
Ndam ...

. Pic diém hoat dong ciia doanh nghiép

. Hinh thirc so hiru vén.

2. Linh vuc kinh doanh.

3. Nganh nghé kinh doanh.

I1. Ky ké toan, don vi tién té sir dung trong ké toan

1. Ky ké toan nam (bat dAu tir ngay..../..../.... két thic vao ngay ..../..../J...).

O =

2. Pon vj tién té sur dung trong ké toan.

I1L. Chuin muc va Ché d¢ ké toan ap dung

Tuyén bé vé viéc tuan thu Chuan muc va Ché dé ké toan ap dung

IV. Thong tin b sung cho cac khoan muc trinh bay trong Bao cao tinh hinh tai
chinh

Don vi tinh.......

1. Tién va twong dwong tién Cudi nam Pau nam
- Tién mat
- Tién gui ngan hang khéng ky han
- Tuong dwong tién

Cong
2. Cdc khoan phadi thu Cudi nam Pau nim
(Chi tiét theo yéu cau quan ly)

Cong

3. Hang ton kho: Cudi nam Pau nam

- Hang dang di trén duong;
- Nguyén liéu, vat liéu;
- Cong cy, dung cu;
- Chi phi san xuét kinh doanh d& dang;
- Thanh ph?im, hang hoa;
- Hang gtri ban
Cong
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4. Thué va cic khodn phdi ndp nha nwéc Dau  Séphai  Séda  Cudi

nam ndp  thucndp nam
trong trong
nam nam
(Chi tiét theo timg loai thué)
Cong
5. Phdi tra khdc Cudi nam Pau nam

(Chi tiét theo yéu cu quan ly)

Cong
6. Cdc thong tin khdc do doanh nghiép tir thuyét minh, gidi trinh

V. Théng tin bd sung cho cic khoan muc trinh bay trong Bio cio két qua hoat
dong kinh doanh

Donvitinh:............
1. Doanh thu thudn vé bdn hang va cung cdp dich vu Nam nay  Nam trudc
- Téng doanh thu ban hang, cung cip dich vu
- Cac khoan giam trir doanh thu
2. Chi phi quan ly kinh doanh Niam nay  Nam trudc
- Chi phi ban hang
- Chi phi quan ly doanh nghiép
3. LGi/lb hoat dpng tai chinh va hoat dpng khdc Nam nay Nam trudc

- L4i/16 hoat dong tai chinh
- L4i/16 hoat dong khac
VI. Nhimg thong tin khiac ma doanh nghiép cin thuyét minh

Lép, ngay ... thang ... nam ...
NGUOI LAP BIEU KE TOAN TRUONG NGUOI PAI DIEN THEO PHAP LUAT

(Ky, ho tén) (K, ho tén) (Ky, ho tén, dong ddu)

Ghi chii: Péi v6i truong hop thué dich vu lam ké todn, lam ké todn trucng thi phdi ghi ré s6
Gidy chieng nhdn ddng ky hanh nghé dich vu ké todn, tén don vi cung cap dich vu ké todn.
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I11 - BANG CAN POI TAI KHOAN NOP CHO CO QUAN THUE (MAU

SO F01 - DNN)
Miu s6 FO1 - DNN
(Ban hanh theo Thong tw so 133/2016/TT-BTC
ngay 26/8/2016 cua B Tai chinh)

BANG CAN POI TAI KHOAN
Nam ...

Pon vi tinh: ...

SOhigu | o i khodn | S6dwdduky | SOPRAtSIR oGk
tai khodn Y| trong ky 4
Ng Co No¢ Co No¢ Co
A B 1 2 3 4 5 6
| ,
Tong cOng
) ] Ldp, ngay ... thang ... ndm ...
NGUOI LAP BIEU KE TOAN TRUONG NGUOI PAI DIEN THEO PHAP LUAT
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén, déng ddu)

Ghi chii: Doi véi tricomg hop thué dich vu lam ké todn, lam ké todn trucng thi phai ghi ro
50 Giay chirng nhdn ddng ky hanh nghé dich vu ké todn, tén don vi cung cdp dich vu ké toadn.
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PHU LUC 3
DANH MUC BIEU MAU, GIAI THICH NQI DUNG VA PHUONG PHAP
GHI CHEP CHUNG TU KE TOAN
(Ban hanh kém theo Théng tw s6 133/2016/TT-BTC ngay 26/8/2016 ctia Bé Tai chinh)

A - DANH MUC BIEU MAU CHUNG TU KE TOAN

TT TEN CHUNG TU SO HIEU
I. Lao ddng tién lwong
I | Bang chidm cong 01a-LDTL
2 | Bang chim cong lam thém gid 01b-LDTL
3 Bang thanh toan tién luong 02-LDTL
4 | Bang thanh toan tién thudng 03-LPTL
5 | Giay di duong 04-LDTL
6 Phiéu xac nhan san phdm hosc cong viéc hoan thanh OS-LDTL )
7 | Bang thanh toan tién lam thém gio 06-LDTL
8 Bang thanh toan tién thué ngoai 07-LBTL
9 Hop ddng giao khoan 08-LDTL
10 | Bién ban thanh 1y (nghiém thu) hop dong giao khoan 09-LDTL
11 Bang ké trich ndp cac khoan theo luong 10-LDTL
12 | Bang phén b tién luong va bao hiém x4 hoi 11-LDTL
IL. Hang ton kho
] Phiéu nhap kho 01-VT
2 | Phiéu xut kho 02-VT
3 Bién ban kiém nghiém vét tu, cong cu, san phdm, hang hoa 03-VT
4 | Phiéu bdo vat tu con lai cudi ky 04-VT
5 | Bién ban kiém ké vt tu, cong cu, san phdm, hing hoa 05-VT
6 Béang ké mua hang 06-VT
7 Bang phan bd nguyén li€u, vat liéu, cdng cu, dung cu 07-VT
III. Ban hang
1 Bang thanh toan hang dai ly, ky gui 01-BH
2 | Thé quiy hang 02-BH
IV. Tién té
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TT TEN CHUNG TU SO HIEU
! | Phiéu thu 01-TT
2 | Phiéu chi 02-TT
3 Gidy dé nghi tam tmg 03-TT
4 Gidy thanh toan tién tam (g 04-TT
5 | Giay dé nghi thanh toan 05-TT
6 | Bién lai thu tién 06-TT
7 Bang ké vang, bac, kim khi quy, da quy 07-TT
8 | Bang kiém ké quy (dung cho VND) 08a-TT
9 Bang kiém ké quy (dung cho ngoai té, vang, bac, kim khi | 08b-TT

quy, da quy)
10 | Bang ké chi tién 09-TT
| V. Tai san c6 dinh
I | Bién ban giao nhén TSCD 01-TSCb
2 Bién ban thanh ly TSCD 02-TSCb
3 Bién ban ban giao TSCD stra chira 16n hoan thanh 03-TSCD
4 | Bién ban danh gia lai TSCPD 04-TSCD
5 | Bién ban kiém ké TSCD 05-TSCP
6 | Bang tinh va phan b4 khau hao TSCP 06-TSCD




PON Vi & coererrrennnnns Méu sb: 01a-LPTL
Bo phdn : .....coc..... (Ban hanh theo Théng tu sé 133/2016/TT-BTC
ngay 26/8/2016 cua BS Tai chinh)
BANG CHAM CONG
Thang ....nam......
Ngay trong thang Quy ra cong
Ngach béc Sé cong S6 cong S6 cong nghi S6 cong nghi S6 cong
STT | Hovatén | luonghodc o)l 31 hudng huéng viéc, ngimg viéc | viéc, nging viéc | hudng
' cép bac luong luong hudng 100% hudng ....% BHXH
chuc vu san phdm thdt gian luong luong
A B C 1§72 L 3 { == 3] 32 33 34 35 36
Cong
Ngay ... thang ... nam...
Ngudi chim cong Phu trach by phén Nguoi duyét
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

Ky hiéu cham céng:

- Luong SP: SP - Nghi phép: P

- Luong thoi gian: + - Hoi nghi, hoc tap: H

- Om, diéu dudng: 0 - Nghi bu: NB

- Con 6m: Co - Nghi khong luong: KL

- Thai séan: TS - Ngimg viéc: N

- Tai nan: T - Lao dong nghia vu: LD
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5117 R CR Mau s6 01b - LDTL
| 37U 1] (11 R (Ban hanh theo Thong tu s6 133/2016/TT-BTC
ngay 26/8/2016 cua B9 Tai chinh)

SOt e,
BANG CHAM CONG LAM THEM GIO
Thang.....ndm......
Ngay trong thang Cong gid lam thém
S6 | Hovatén Ngay Ngay Ngay .
\ g s T L4 Lam
TT lam thir bay, | e, tét X
1 2 s [ 031 < 5 g déem
viéc chu nhat
A B 1 2 | wd 31 32 33 34 35

Cong

Ky hiéu chim céng

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

NN: Lam thém ngay thir bay, chti nhét (Tir gio.....dén gid)
NL: Lam thém ngay 18, tét (Tir gio.....dén gio)

P: Lam thém budi dém

Ngay... thang... nam...
Xac nhan cia by phan (phong ban) Nguwdi chim cong  Nguwoi duyét
¢6 ngwei lam thém (Ky, ho tén) (Ky, ho tén)
(Ky, ho tén)
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Pon vi............. oD
B§ phan................

Mau s6: 02-LPTL
(Ban hanh theo Thong tu s6 133/2016/TT-BTC

ngay 26/8/2016 cua B Tat chinh)
Y
BANG THANH TOAN TIEN LUONG
Thang.......... nam...........
Nghi viéc
ngung viéc Cac khoan Ky 11
s;;\UGl?zigm t}h‘:m}fn huong. .. % Phu phai khAu trir vao luong duoc linh
P g luong chp Phu Tam
Sé . | Bic . thuoc | cdp |Tdng | tng Thué
T | PO | lyong | T80 | <6 | s5 | s& | s6 | s6 | sé | quy |khac| sb |kyl TNCN Sé | Ky
tén -3 N ; 2 2 BHXH = 2 o 2
SP | tién | cdng | tién cong | tien | luong phai |Cong | ti€n | nhén
ndp
A B 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 C
Cong
Tf‘)ng s tién (viét bfmg chir):....... ceseresene Sevrgses S S Gssseeeens Seevaeares Servaveees
Nguéi lap biéu Ké toan trwémg
(Ky, ho tén)

(K3, ho tén)

Ngay....thang....nam ...
Giam déc
(Ky, ho tén)
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Don Vit Méu s6 03- LDTL
B§ phan (Ban hanh theo Thong tu s0 133/2016/TT-BTC
ngay 26/8/2016 cua B Tai chinh)
BANG THANH TOAN TIEN THUONG ’
Quy.....nam s Jm—
. n Muc thudng
STT Ho v tén e | oac e v Ky | Ghicha
vu luong Xeép loai thudng S6 tién han
A B C 1 2 3 D E
Cong X X X X

Ngudi 1ap biéu
(Ky, ho tén)

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

Ké toan truémg
(Ky, ho tén)

Ngay... thdang... nam......

Giam déc
(Ky, ho tén)







Pon Vit Céng hoa xa hdi chii nghia Viét Nam MAu s6: 04- LPTL
B¢ phan: ....... DPoc lap - Tu do - Hanh phuc (Ban hanh theo Thong tu )
& 133/2016/TT-BTC ngay
26/8/2016 cua B§ Tai chinh)
GIAY PI PUONG
SE: e,
CAP ChO ettt et ettt s e ss s p s st s s bt
L] 311 (o4 ) OO PP SPPR
Pugc clt di cONE tAC 1AL teverveiirieeeicierte ettt
Theo cdng 1énh (hoac gidy gidi thidu) sob........ ngay........ thang........ nam. ..........
Tir ngay...... thang...... nam...... dén ngay...... thang...... NAM....o.ccrrrrieerrrreernnnenn,
Ngay...... thang...... nam......
Nguwoi duyét

(K, ho tén, déng ddu)
Tién @ng truéce

Luong......cccvveeevciennenenns d
Cong tac phi.......c........ d
s L d
Noi di ‘ Ph{ong Dc}wdéi S6 Pgéy Rfida Cfu’mg nhan
Noi dén Ngay tién ching | cong lra trd cuia co quan
st dung | dudng tac (Ky tén, dong dau)
1 2 3 4 5 6 %

Noi di...

Noi

dén...

Noi di...

Noi

dén...
= VENGUOL oo V€ X G = s d
= VE CUOC ..o V@  Xesvwwrsssprunammns A = wnmmmmansse sy d
- Phu phi l4y vé bang dién thoai....... Vé  Xercoevererrerernnne (=] d
- Phong nghi.....c.cccoviciniiniiiiiivicnnnane V€ Xeeerrrerororerenenns d 2 voamanssrmsec d
1- Phu cAp di QUONZ: CONG....vveveeerceereeceieseeeeeeerenee d
2- Phu c4p luu tra:
TONg cONG NZAY CONG tAC:.....vvvverirerereerererereraesesessnssenens d

Ngay ... thang ... ndm
Duyét
S4 tién duoc thanh todn 1a:.........oevvveeunene..

K¢ toan truéng
(Ky, ho tén)

Ngudi di cong tac
(Ky, ho tén)

Phu trach b phan
(Ky, ho tén)
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PON Viteeeneernnennnn. Miu s6: 05- LDTL
Bo phin:............. (Ban hanh theo Théng tu s6 133/2016/TT-
BTC
ngay 26/8/2016 caa B Tai chinh)
PHIEU XAC NHAN SAN PHAM HOAC
CONG VIEC HOAN THANH
Ngay... thang... nam...
Tén don vi (hoficcanhan):.........ooo
Theo Hop dong sé:.............. ngay.......... thang.......... NAM...eoeieeennn
STT | Tén sin phdm (cong vise) | PoRV! | S0 )} Pon | Thanh  p.
tinh luong gia ti€n
A B B l 2 3 D
Cong
Tong s tién (Viét bang chil):......... coveeriie e iies e

Ngay ... thang ... nam ...
Ngudi duyét
(Ky, ho tén)

Ngwoi kiém tra chit lwong
(KY, ho tén)

Ngudi nhén viée
(Ky, ho tén)

Nguoi giao viéc
(Ky, ho tén)
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MAu s6 06-LDTL
(Ban hanh theo Thong tu s6 133/2016/TT-BTC
ngay 26/8/2016 cua B6 Tai chinh)

Thang.......... nam........
Y a—
s e | e D T g | T shoy | S
R phu | .. A | Murc luong 4 pi A P budi dém | TOng |  nghiba thuc | Nguoi
¥ Ij;.) I:g chp Cc.;:ég ]'11;(1;" _viée bay, chil nhat tét cong duge | nhan
el Tierm churc sé théng Nea Gio S6 Thz:mh So Tht:mh S6 | Thanh | S Tha:mh tién S6 | Thanh thanh tién
&1 wu g |Neay giy | tidn | gio | tién | gid | toan | gio | tidn giv | tidn | todn | kytén
A| 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
TOng s6 tién (VI€t AN ChE):. .. ovocveveeeeeieeeeiee e eeeeetee e
(Kém theo.... chirng tir gbc: Bang chdm cong lam thém ngodi gio thang.....nam.....)

Ngudi dé nghi thanh toan
(Ky, ho tén)

Ké toan truéng
(Ky, ho tén)

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

Ngudi duyét
(Ky, ho tén)
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DON Viteerrerreerererrsens M4iu s6 07 - LDTL
B6 phin:........ccee.... (Ban hanh theo Thong tu s6 133/2016/TT-BTC
ngdy 26/8/2016 cia B6 Tai chinh)
BANG THANH TOAN TIEN THUE NGOAI
(Dung cho thué nhan cong, thué khoan viéc)

S8,
Ho va t€n ngudi thul:........ccccoiiiiiiiiiiiiiiii i
B0 phén (hodc dia chi)i.....occooiiivcicriiiiiiics o
D4 thué nhimg cong vi€c sau de: .......coeevviciiinninnnnn gl dia diellaciraiuanisset s tr ngdy.../.../... dén ngay.../../....
Ho va tén Pia chi Nbi dung hodc | S6 cong hodc khéi | Pon gia : Tién Sé tién ,
i P : S 1. . ex Thanh £ iE Ky
ngudi duge hodc s0 CMT/thé tén cdng viéc luong cdng viéc thanh 5 thué con lai -
STT . ” . A o g ti€n C e ) nhin
thué can cudc thué da lam todn khau trir | dugc nhén
A B C D ] ) 3 4 5=3-4 E
Cong
DEmghi. s CHOMDATNAGEN 56 HEN:evvvs.rovsssmrnmassmsssesssssimissssssssovmesessvin assssssavesss
SO tIEN (Vi€ BANZ Chll)ieeeeiiieieee e

(Kém theo ... chimg tir ké todn khac)
Ngay ... thang ... nam ...

Nguoi dé nghi thanh toan Ké toan trudmg Nguoi duyét
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Pon Vite.ooieeerennen Miu s6: 08 - LDTL
(Ban hanh theo Théng tu s6 133/2016/TT-BTC

B0 phén:.............. _
ngay 26/8/2016 cua Bo Tai chinh)
HOP PONG GIAO KHOAN
Ngay... thang... nam...
SO e
Hovatén:...................... Chic vu
Paidién.............cccoooiee . bén giao khoan...........
Hovatén:...................... Chicvu.................
Paidién................... bén nhan khoan.............

CUNG KY KET HOP PONG GIAO KHOAN NHU SAU:
I- Piéu khoén chung:

I1- Piéu khoan cu thé:
1. NGi dung cong viéc khoan:

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

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

Pai dién bén nhan khoan DPai dién bén giao khoan
(Ky, ho tén) (Ky, ho tén)
Ngay ... thang ... nam ...
Nguoi lap K¢ toan truéng bén giao khodn
(Ky, ho tén) (Ky, ho tén)






Pon Viteooveeeerenne Miu s6 09 - LDTL
B phin:...eccene.es (Ban hanh theo Thong tu sé 133/2016/TT-BTC
ngay 26/8/2016 cia Bo Tai chinh)

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

Hovatén: ............. Chac vu ............. Pai dién ............... Bén giao khoan ........................

Hovatén: ............... Chirc vu ............. Paidién ............... Bén nhankhoan .....................

Cung thanh ly Hop ddng s6 ... ngdy... thang ... ndm ...

Noi dung cdng viéc (ghi trong hop ddng) dd duoc thuc hien:.........coocvevveiecerieie e,
Gia tri hop dONg A8 thUC MIBN:.....oe.v et
Bén ...... d3 thanh toan cho bén...... sé tién la................. ddng (viét bang chit)....................
Sé tién bi phat do bén ..... vi pham hop ddng:................ ddng (viét bang chit)....................
S tién bén .... con phai thanh toan cho bén ..... 1a ........ ddng (viét bang chit)....................
KE TUAN ettt e et et en et steeeeeesaeaeesss st et enseeaeaetesessenensneneesarsnens
Dai dién bén nhan khoan Pai dién bén giao khoan
(K, ho tén) (Ky, ho tén, dong ddu)
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POM Viterorrernerrenraens Mau 56 10 - LDTL
B0 phan:................ (Ban hanh theo Thong tu s6 133/2016/TT-BTC
ngay 26/8/2016 cua B Tai chinh)
BANG KE TRICH NOP CAC KHOAN THEO LUONG
Thang.... nam...
Pon vi tinh:.. ...
Sb thang Téngquy | Baobiem XA hoi, bag hiem y i<, bdo hiem Kinh phi cBng doan
trich BUXH lwong trich that nghi€p, bao hiém tai nan lao dong
BHYT, BHXH, Trong do: Trong d6: , ) . .
STT | BHTN, | BHYT,BHIN,| : Sé phaindp | S6 dugc dé
BHTNLD,K | BHTNLD, | Tongs0 | Trich vio Trir véo Tén T“Cg. Trirvao | congdoan | lai chi tai don
PCP KPCD chi phi luong g s6 Vagh‘; ! lirong cép trén vi
A B ] 2 3 4 5 6 7 8 9
Cong

Nguwoi lap bang
(Ky, ho tén)

Ké toan truéng

(Ky, ho tén)

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

Giam dbc
(K, ho tén)
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3107 1 0 TR MAu s6 11 - LDTL
Bo phan:......ceuenn. (Ban hanh theo Thong tu s§ 133/2016/TT-BTC
ngay 26/8/2016 ctia B Tai chinh)
BANG PHAN BO TIEN LUONG VA BAO HIEM XA HOI
Thang ... ndm ..
Ghi C6 Tai | TK 334 - Phai tra ngudi TK 338 - Phai tra, phai ndp khac
khoan lao dd
. ao dong . : - ’ TK
gf || 2EmE | cong | K1 || g | Boo | CongTOdR 1 335 ) Téng
O | sir dung (Ghi Cac Cé phi Bao | Bao | x| hiém 338 Chi phi | cong
TT | Ng cac Tai khoan) 0 khoan TK cong | hiém | hiém thit tai nan | (3382,3383, phai tra .
\ HOPE | Khac 334 | doan | xahoi |y | h?é lao 3384,3385,
BUCP | dong 3388)
A B 1 2 3 4 5 6 7 8 9 10 1
1 | TK 154- Chi phi san xuat, kinh
doanh d& dang (TK 631 - Gia
thanh san xuat)
2 | TK 642- Chi phi quan 1y kinh
doanh
TK 242- Chi phi tra trudce
4 | TK 335- Chi phi phai tra
5 | TK 241- X4y dung co ban d&
dang
6 | TK 334- Phai tra ngudi lao dong
7 | TK 338- Phai tra, phai ndp khac
L P
Cong
Ngay ...... thang ..... nam ...

Nguoi lap bang
(Ky, ho tén)

Ké toan truéng
(Ky, ho tén)
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MAuso 01 - VT

Don vit....nnnnee. .
Bé phan................. (Ban hanh theo Thong tu s6 133/2016/TT-BTC
T ngdy 26/8/2016 cua Bd Tai chinh)
PHIEU NHAP KHO
Ngay....thang...nam .......  NO e
S8: oo CO e,
- HO vA t€n UYL ZIAO0! «.eveiiieiieieiiiiiiiceee et
- Theo ............ SO .verrnens thang ..... ndm ..... CUA ..covvvrirniennens
Nhap tai Kho: ..oovevveeereeeeeeenee. dia AI8M.....eeeeeeeeee e,
S :l“én, nl;ﬁn hiéu, ciuy Pon ‘
T cach, pham chgt vt tu, vi Th:\inh
dung cusan phim, hang L tién
T hod tinh
04
A B D 4
X

Cong

Ngudi 1ap phiéu Nguwoi giao hang
(Ky, ho tén) (Ky, ho tén)

Tha kho
(Ky, ho tén)

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

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

Ngay ... thang... ndm...
K¢ toan trudng
(Hoéc bo phan
¢6 nhu céu nhap)
(Ky, ho tén)
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Don Viteoerireerenene Miu s6 02 - VT
B§ phin................. (Ban hanh theo Thong tu s6 133/2016/TT-BTC
ngay 26/8/2016 cia B Tai chinh)

PHIEU XUAT KHO

Ngay.....thdng....ndm ...... NO
SO i {60 T
- Ho va tén ngudi nhan hang: ................ Dia chi (b0 phan)........ccce.e..
=LY dO XUAL KNO: ..ot
- Xuét tai kho (ngan 10): ..cveeriiieiee Dia diém oo
_ Pon S6 luong
ST fff SeR-rgtilgayeec, b il Pon | Thanh
pham chat vat tu, dung cu, i V1 A . =5
san pham, hang hoa S0 tinh Y‘eu Thl’fc gla Ll
cau xuat
A B C D 1 2 3 4
Cong X X X X X
- Tong s6 tién (Viét BANE ChTE).....veeeeeceeeeeceeeeeee e
- 86 chitng tir g8C K& theo .....ov.veveeceeeeereeeeece et
Ngay .... thang ....nam...
Nguoi lap phiéu Ngurdri nhdn hang Tha kho Ké toan truéng Giam dbc
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Hoac bé phén c6 nhu (Ky, ho tén)

cdu nhép)
(Ky, ho tén)
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MAus6 03- VT

Bo phin:eeee... (Ban hanh theo Thong tu s 133/2016/TT-BTC
ngay 26/8/2016 cua Bo Tai chinh)
BIEN BAN KIEM NGHIEM
Vit tw, cdng cu, san phim, hang hoa
Ngay...thdng...ndm....
SO e e e
-Canctr......... sb....ngdy....thang....ndm.....cla..............cceennnennn.
Ban kiém nghiém gdm:
+O0ng/Ba.............o.. Chirc vu............ DPai dién.........Trudng ban
+O0ng/Ba.........cooooeill. Chuc vu............ bai dién.............. Uy vién
+Ong/Ba...........ooiieill Chuc vu............ Pai dién.............. Uy vién
Pa kiém nghiém céc loai:
Két qua kiém
A nghiém
Tén nhan 8 %
hiéu,quy Phuong © S6 luon
S6 | cachvattu, | Ma | thirc Dv‘;“ lg}‘i‘f luong khaﬁgg Ghi
TT [ congey,san | 50 | Kiem 0 | iy 499 1 qung quy | chu
phém, hang nghiém . quy Sach
tu 3 3
hoa cach, 2
2 pham
pham chét
chat
A B C D 1 2 3 F

Y kién cua Ban kiém nghiém:...... ...

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

Pai dién ky thuat
(Ky, ho tén)

Thi kho
(Ky, ho tén)

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

Trwéng ban
(Ky, ho tén)
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Pon Vit MAu s6 04 - VT
B3 phan:........oo..... (Ban hanh theo Thong tu sé 133/2016/TT-BTC
ngay 26/8/2016 cua B Tai chinh)
PHIEU BAO VAT TU CON LAI CUOI KY
Ngay ... thang ... ndm ...
BO phan St dung: ......ooooiiiiiiii e
; , Ly do:
S6 | Tén, nhan hiéu, quy cach, | Ma DV‘;“ s | 7 ,
TT phim chét vat tu s6 | V' | luong | cOn su dung hay tra
tinh lai
A B cC| D 1 E

Phuy trach by phan sir dung

(Ky, ho tén)

58






510 1A/ EJOR—— Mau 56 05 - VT
B0 phan................. (Ban hanh theo Thong tur s6 133/2016/TT-BTC
ngay 26/8/2016 cua B Tai chinh)

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

- Thoi diém kiém ké .....gid ..ngay ...thang ...ndm......
- Ban kiém ké gom :
0N/ Bllisansnensassaneasssmso ChiIC VUL, Pai dién:..coooeeiiiiiiieeee Truéng ban
Ong/ Basinmnaarannsieiiamims ChiIc Vll.aissnasmmsssimmmuasiiiaie Dat dien s pninsa-ai e Uy vién
OnE/ BA: oo ChUC VULt Dai didN:...... oo Uy vién
- Pa kiém ké kho c6 nhimg mit hang duéi day:
Theo Theo Chénh léch Pham chat
S | Teén, nhan hiéu, . | Pon 50 ké toan kiém ke Thira Thiéu ,
T quy cach vét tu, M,'a vi Dci;n C?n Kim M;at
T dung cy, ... 0| tinh | & S6 | Thanh | Sé Thanh sé Thanh | S& | Thanh | 1Ot | pham | phim
lugng tién lugng tien lugng tién lugng tien 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 i x | | X X X
Ngay ... thang ... nam ...
o Giam doc Ké toan truéng Thi kho Truwdng ban kiém ké
(Y kién giai quyét so chénh léch) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

(Ky, ho tén)
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13107 R CH— MAu 56 06 - VT
Bé ohin: (Ban hanh theo Thong tu s6 133/2016/TT-BTC
BRI v cvcecenasiones ngay 26/8/2016 ciia Bo Tai chinh)

BANG KE MUA HANG
Ngay .... thang .... nam ...

Quyén scf): ...............
SO: oo,
NO: e,
Co: e
- Ho va tén ngudi mua:.....c.ccooiiiiiiiiiiiiciciecceec
- BO phan (phong, ban):.......c.ccooviiiiiiii
A 7 2 N Dia chi I N
Tén, quy cach, pham chat Pon SO DPon | Thanh
STT . o m . mua - . r 0
hang hoa (vat tu, cong cu...) . vitinh | lugng | gia ti€n
hang
A B C D 1 2 3
Cong X X X
Téng SO i8N (VIEE DANG CHIE): .o ceeeeeeeeeees et eres e sn s
GRI CRUL oottt ec e e et e e eeeeaas
Nguwdi mua Ké toan truéng Nguoi duyét mua
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Miu s6 07 - VT
o (Ban hanh theo Thong tu s6 133/2016/TT-BTC
B9 phan................. ngay 26/8/2016 cia Bo Tai chinh)

BANG PHAN BO NGUYEN LIEU, VAT LIEU
CONG CU, DUNG CU

SO,
1T Ghi Co cac TK | Tai khoan 152 Tai khoan 153
Tai
Gia Gia Gia khod
, 7 0an
Daéi tugng sir dung Gltaogs(:h thue hach thue 247
(Ghi Ng céc TK) Pt té toan te
A B 1 2 3 4 5
I | TK154 - Chi phi san xuat kinh
doanh d¢ dang (TK 631 - Gia
thanh san xuat)
2 | TK 642 - Chi phi quan ly kinh
doanh
3 TK 242- Chi phi tra trudce
4 ............................
Cong
Ngay .... thang ...ndam ...
Ngudi lap biéu Ké toan trudmg
(Ky, ho tén) (Ky, ho tén)
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Miu sé 01 - BH

Pon vi ....c.ccuneeeee. )
Dia chi (Ban hanh theo Thong tu s6 133/2016/TT-BTC
P CHL ceneraengetene ngay 26/8/2016 cua B Tai chinh)
BANG THANH TOAN HANG PAI LY, KY GUI
Ngay ... thang ... nam ... Quyén $O: ............
Y YU
NO:
CO: v
Can cir Hop ddng sb:....... ngay ... thang ... nam ... vé viéc ban hang dai ly (ky gii),
Chung to1 gdm:
-Ong/Ba ......... chirc vu ......... Dai dién........ ................c6 hang dai ly (ky gu).
- Ong /Ba ......... chirc vu ......... Pai di€n .ooeeeeieee e
-Ong/Ba ......... chirc vu ......... Dai digh ,.:oscugamania nhén ban hang dai ly (ky gui).
-Ong /Ba ......... chiac vu ......... Pai dién don Vi ...eeeeeeciiiii e,
[- Thanh quyét toan sb hang dai Iy tir ngdy ..../../... dén ngay .../.../.... nhu sau
Tén, quy 38 S4 S6 hang da ban sS4
) cach, Ehém Don | luong lugng . trong ky lu’gng
SO chat . tén nhén Tong - tOl:l.
TT san pham w . .. | trong ) Sé Pon | Thanh | €UO!
(hang hog) | tinh |dauky | o luong | gia | tién ky
A B € 1 2 3 =142 4 5 6 7=3-4
Cong X X X X X X X
[1- S6 tién cON NQ CUA CAC KY tIUGC: «.oovveeeeieeeee et eeeeee e enae e sas s
I1I- S& tién phai thanh toan dén ky nay: (I =TT+ COt 6)......... covervnrirnares e
TV- S8 180 Auoe NNAN L@I5 .. eee e e
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FThud NOP NO. ... oot

+ Chi phi (néu c6).............

V- Sé tién thanh toan ky nay:

F THEN ML e eeeeeeeeeeeeee e eeeere s eeeenens

R T < oAU TN

VI- S tién no lai (VI= I - IV - V)

¥Ghichi: oo
Giim doc dom vi giri Ngwéi 1ap bang thanh toan
hang dai ly (ky giri) (K3, ho tén)

(K3, ho tén, dong ddu)

Ké toan trwéng don vi giri
hang dai ly (ky giri)
(Ky, ho tén)

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

Giam déc don vi
nhin ban hang dai ly
(Ky, ho tén, dong ddu)

Ké toan trwong don vi
nhin ban hang dai ly
(Ky, ho tén)
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Pon it Maiu s6 02 - BH
Dia chiv (Ban hanh theo Thong tu s 133/2016/TT-BTC

ngay 26/8/2016 cua B Tai chinh)

THE QUAY HANG
Ngay 18p thé. ..o, T S6: e
-Tén hang @ ..oovvvvrvveiiriiieiiiciicne Quy CACKE ismrmminsnsnmsmriern @
-DPonvitinh: ..o Pongid: ...
Nhip Cong Xuat ban Xuat khac
‘ Tén [ Tén f & |2Nbép f tondiu Tén
Ngay ngudi | diu Khio { Idic |} medy (ca) cudi
thang ban negy | (N8 | trong va nhép N " pe
hing (ga; ngiy | ngiy | trong ngay | Luong Tien | Luong | Tién (EZ;’
(ca) | (ca) (ca)
A B 1 2 3 4=1+2+3 5 6 7 8 9
Cong

Nguoi lap
(Ky, ho va tén)
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MAus601-TT

Don vi:......... sisssaess .
) (Ban hanh theo Thong tu s6 133/2016/TT-BTC
Dia chiz.............. ngay 26/8/2016 ciia B Tai chinh)
PHIEU THU Quyén sbd:............
Ngay ... thang ....... nam.......
T ——
|\\[o £
CoOnmmrmrmrms
HO VA t81 NGUOT NOP tEN:. ...t eeeeeeeetesee et essenaeea e este s ses s ns s sansnens
O T T 1) 1V TSP P RO OPURPRRPPPPPO
|5 4 (0 3 Lo oL OO OO PR
SO N ..o (VIEE BANG CHTE): oot eesseee et
KB NSO i ez v sty s, s e s cassnasss sovensssssnaanasis Chrng tir gde:
Ngay .....thang ....ndam ...
Giam doc Ké todn truéng Ngudi ndp tién Ngu#i lap phiéu Thi quy
(K, ho tén, dong ddu) (K, ho tén) (Ky, ho tén) (K¥. ho tén) (K¥. ho tén)
D3 nhéin du s6 tién (VIEt BANZ ChIT) . ...v.veereereceieeee et nae s
+ TY ZIA NZO0A1L L€ ittt ettt ettt s n
+ S8 BN QUY B0 ..ottt s et san s et

(Lién giri ra ngoai phai déng déu)
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Pon Vitewveereeeeenene Mius6 02 - TT
(Ban hanh theo Thong tu sé 133/2016/TT-BTC

Dia chi:.................. . e L
ngay 26/8/2016 cua Bo Tai chinh)
PHIEU CHI Quyén sb:.........
Ngay .....thdng ....ndm ....... St
NO e,
COirinieieen,
Ho va tén nguoi nhan BE I eveves e eeeeee e s ereeseaeeseessaee et et eneneseeseeeseeneanaeenenanaes
DA CHIceeec e e e et e e s e e
Ly dO Chite i e
SE BN e (Viét baANg Chl): ..ot
Kem theo ...oooiviiiiiiiiiic i, Chung tu géc:
Ngay ......thdng ......ndm
Giam déc Ké toan trwéng  Thiquy  Ngudildp phiéu  Ngudi nhan tién
(Ky, ho tén, déng dau) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
D4 nhan dd s8 tién (Vit BANE CRTE) ©vvveieeeeeee ettt
+ TY ZIA NZOAI IC:...iiiiiiii it
H SO BN QUY GO ..eoeieieeeeiereeecreeeeee et et se s aes s bbbt st s e s e s st

(Lién giri ra ngoai phai dong déu)
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Mius6 03-TT

Don vi........e..ee. -
B) phan:.....ce... (Ban hénl‘l theo Thong tL}' sO 133{?01?/TT-BT C
ngay 26/8/2016 cua Bo Tai chinh)
GIAY PE NGHI TAM UNG
Ngay ..... thang ..... ndm ......
S6 1 i,
Kinly @uiic ...
B IR 6 IR L T SOOI PSR EUROPOPIUOPRPUPPRIPRON
Bd phan (hode Dia chi)i e
Dé nghi cho tam ung SO UCH e, (Viét bang chit)..ooooooieevivee.
LY dO tam (INE .....coviiiiieiiiiee ettt
Thot han thanh t0AN:.........ccovvi i s
Giam doc Ké toan truwéng Phu trach bg phin Ngudi dé nghi tam img
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

67






MAusd6 04 -TT

Pon viiaaaeeeneeiiaiiann. !
(Ban hanh theo Thong tu s6 133/2016/TT-BTC
B9 phin:.....ccccceuee. ngay 26/8/2016 clia Bo Tai chinh)
GIAY THANH TOAN TIEN TAM UNG
Ngay .....thang ....ndm ....... SO,
Noiooeenaee
Q7 —
- Ho va tén ngudi thanh todn:..........cccooiiiiiii i
- B phén (hodc dia chi)iu...cccooeiiiiii e

- S tién tam ung dugc thanh todn theo bang duéi day:

Dién giai

S tién

A

[. SO ti€n tam ung

1. S6 tam tmg cac ky trude chua chi hét

2. S6 tam tng ky nay:

- Phiéuchi so ... ngay .........
- Phiéu chi sé ... ngay .........
IT. S6 tién da chi
1. Chitng tu SO o Nngay...........
2. ...

[11 . Chénh léch
1. S6 tam tmg chi khong hét (1-11)

2. Chi qua sb tam tng (11-1)

K& todn thanh todn
(Ky, ho tén)

K¢ toan truéng
(Ky, ho tén)

Giam ddc
(Ky, ho tén)

Ngudi dé nghi thanh todn
(Ky, ho tén)
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POn Viteorerreeerrreeaans MAus6 05-TT
bia chis...... .. (Ban hanh theo Thong tu s 133/2016/TT-B1C
' ngdy 26/8/2016 cia Bo Tai chinh)

GIAY PE NGHI THANH TOAN

SO tién:.....oooveveerenn. (VIEL BANG CRTE): oo ceeeeereee e
(Kem theo............ chimg tir goc).
Ngudi dé nghi thanh toan Ké toan truong Ngwoi duyét
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
5107 R EI Miu s6 06 - TT
Dia chiteeeenenrre.. (Ban hanh theo Thong tu s 133/2016/TT-BTC
ngay 26/8/2016 cua Bo Tai chinh)
BIEN LAI THU TIEN
Ngay .....thdang ....nam ...
Quyén SOT i,
ST
- HO VA N NGUGT NOP: e iiiiiieeiiiie e
S CRIc e e
= NOT QUNE thUL oot
- SO tién thu: oo, (Viét bAng Chil): ..o.ovvvrveeereeeceeeereeeae e,
Nguéi np tién Nguwdi thu tién
(Ky, ho tén) (Ky, ho tén)
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MAus6 07-TT

Don Vit..erveeveeneaeens :
B phin:...... (Ban hanh theo Thong tu sé 133/2016/TT-BTC
ngay 26/8/2016 cua B Tai chinh)
BANG KE VANG BAC, KIM KHi QUY, PA QUY
(Dinh kém phiu .......cooovovvveeereeienn. Q}lyén Y
Ngay ....... thang ......... nam ............ ) SOds msremammasa
Tén, loai, qui | Pon vi Sé Pon Thanh Ghi
STT | cich phdm chét | tinh | Iuong gia tién chu
A B C ] 2 3 D
Cong X X X
Ngay.......thdng.....ndm ......
Ké toan trudng Nguwdi ngp Tha quy Ngudi kiém nghiém
(Ky, ho tén) (nhan) (Ky, ho tén) (Ky, ho tén)
(Ky, ho tén)
Don vi:.....ceeeveuaneee. Méu s6 08a - TT
B6 phin:.....cceu.ee. (Ban hanh theo Thong tu s6 133/2016/TT-BTC
ngay 26/8/2016 cua BTC)
BANG KIEM KE QUY ,
(Dung cho VND) S0 Sonis
Hém nay, vao........ gid......... NEAY......... thang......... nan .......
Chiing 61 gom: )
- Qng/Bé: ..................................................................... dai dién ké todn
o DB oo o e S S S A S dai dién thu qu¥
- Ong/Ba:........... S T—— PR o) dai dién ..eeeeeeeeeinnnn,
Cung tién hanh ki€m ké quy tién mat két qua nhu sau:
STT Dién giai S6 luong (o) Sé tién
A B 1 2
[ S6 du theo s6 quy: >[N ([ ——
I | S6 kiém ke thuc té: &l o
1 Trong d6: -Loai | e |
2 =Eoall = || e |! o
3 -Loai | s
4 -Eeai 000 1 e N SRRt
S s=mmy | st o
[II | Chénh l&ch (I1T =1 - 1I): Xl e,
Ly do: HThUA: ... s
) R 1)1 e B e R el
- Két ludn sau khi ki€m K& qu:......ccocoviriiiiiieeeece i
Ké toin truwdng Tha quy Nguai chiu trach nhiém kiém ké quy
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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MAau s6 08 b - TT

(Ban hanh theo Thong tu s6 133/2016/TT-BTC
ngay 26/8/2016 cia B Tai chinh)

BANG KIEM KE VANG BAC, KIM KHi QUY, PA QUY
§67 e

Hom nay, vao ........ gio ...

Chung toi gdm:

- ONnE/Ba:.cccoiiiiieeececeeeene dai dién ké toan
- Ong/Bai.ciiiiii, dai dién tha quy
- Ong/Bai...oiieeiiece daidién ............
Cung tién hanh kiém ké quy ngoai t&, vang bac ... két qua nhu sau:
?% Dién gidi v?g:h lui‘;’lg Z;n Tm}f 2 YD Ghi chu
Ty gia | VND
A B C | 2 3 4 D
I | S du theo sb ké toan X ) QU (RS Seey WESNETAN J RTO—
I | S6kiém ké thuc té (*) X X | oo | e e | e
1 N 7o ¥ N (| e 0 A L L oy g m—
2 =Loai 0 W] e )| siagi | e § Semmen § st
3 dam Mg | e ||| s | e || eeenn | sswemseas
[fI | Chénh léch (ITI =1 —1I) X X W oriem | dmwsse: {istmenss | rormres
LY do A ThUA: e e
 THIEUS «evvverete et sres et
- Két luan sau khi kiém ké ngoai t¢, vang bac, kim khi quy, da quy: ...........cc..c....
Thi quy Ké toan truéng Nguwdi chiu trach nhiém kiém ké quy

(Ky, ho tén)

(K, ho tén)

(K9, ho tén)
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Maus$09-TT

Pon viiovvnrrcnnnn. .
o (Ban hanh theo Théng tu s6 133/2016/TT-BTC
BY phan ....cceeeee.. ngiy 26/8/2016 ctia Bd Tai chinh)
BANG KE CHI TIEN
Ngay..... thang..... ndm....
HOQ va t€n ngUdi Chi: c..voiiiiiiiiice e
Bd phan (hodc dia chi): ......cccoviiiiiiiiiiiir
Chi €hO CONE VIEC: ...eoiriiieiiecieen et
Ching tir ) . g
STT . Noi dung chi So tién
S6 hiéu Ngay, thang
A B C D |
Cong
S3 tidn bang chlt:.....uwwmmsamms RS R

(Kém theo.... ching tir géc).

Nguwoi lap bang ké Ké toan truéng Ngudi duyét
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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MA3u s6 01- TSCP

Bo ph';ln _________________ (Ban hanh theo Thong tu s6 133/2016/TT-BTC
ngay 26/8/2016 cua B§ Tai chinh)
BIEN BAN GIAO NHAN TSCPD
Ngay .....thang ....ndm ......

Y S

No: ...........

Co: e

Can cir Quyét dinh s&: ..o, ngay ....... thang ....... nam ....... (1 £ S

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

chiurc vu

chirc vu

Xéac nhén viéc giao nhin TSCD nhu sau:

.................................. chirCc VU .ooeeverervnee

Dai dién bén giao
DPai dién bén nhan

Tén, Tinh nguyén gis tai sin c6 dinh
ky Cong
hiéu .| Nuoc Nam Tai
S So . Nam dua - : : .
quy i san . ) (dién . Chi Chi . liéu
T ) hiéu 2 san vao > Gia . . Nguyén ~
cach xuat z . tich phi phi o ky
T P TSCD Xuat su Sk mua gia :
(cdp (XD) d thiét (ZSX) vén‘ chay TSCH thuét
hang Hng ké) chuyén | tho kém
TSCD) theo
A B C D 1 2 3 4 S 6 7 8 E
Céng X X X x x x
DUNG CU, PHU TUNG KEM THEO
Sd Tén, qui cach dung cu _y £ Y
. e . g cY, Pon vi tinh S6 luong Gia tri
thir tu phu tung
A B C 1 2

Giam déc bén nhéin
(Ky, ho tén, dong dau)

Ké todn trudng bén nhin
(Ky, ho tén)

Nguwdi nhin
(Ky, ho tén)

Nguwoi giao
(Ky, ho tén)
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Pon Viteeeorerereenannnn. Miu s6 02-TSCP
B4 phin:e............. (Ban hanh theo Thong tu sé 133/2016/TT-BTC

ngay 26/8/2016 cua Bg Tai chinh)

BIEN BAN THANH LY TSCD

Ngay .....thang...... ndm ......

SO v,

A\[o S

Co: e
Can cir Quyét dinh s6 :........ ngay ...... thang ...... nam...... Cl s e mrmmEs
................................................................ Vé viéc thanh Iy tai san c¢d dinh.
I. Ban thanh ly TSCP gom:
Ong/Bé: ............................ Chic Vu.....ocevvevaeee. bai dién ............... Trudng ban
Ong/Ba:..ooerereerene. ChUrc VU....oooeeene. Pai dién ....ooeerreenen. Uy vién
Ong/BA: oo, ChUC VU Pai dién ...coovevrreean.. Uy vién
IL. Tién hanh thanh Iy TSCP:
- Tén, ky ma hiéu, qui cach (cAp hang) TSCD ......oovevvreeirireeeriere s,
= SO RIBU TSCD .ot n s
- NUGC SN XUAL (XAY AUNE)....orviveieririeeeeeiercereeeeeeseseeessss e sssas e sssssessssnseens
= NI SAN XUAL ©oe vttt et e et e st eee e et enera e eneeeseerese s
- Nam dua vao st dung ..........ccco......... SEthé TSCD ..o,
- Nguyeén gid TSCD ..o
- Gia tri hao mon d trich dén thoi diém thanh 1¥.......ocoovevveeiveiicceeeeee e,
-Giatri con lai clla TSCD ..ouvvriiiiee e e e e
III. K&t luin cia Ban thanh ly TSCD:

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

Trwémg Ban thanh ly
(Ky, ho tén)

- Chi phi thanh Iy TSCD :...ooooeieeeeeeeennns (viét bang chit) ...........occocoov.ce..
= GiAtr] thu NOT e (viét bang chiXt) .......ocoovvienne,
- b3 ghi giam sb TSCD ngay ........... thang .......... nam ..........
Ngay ......... thang ......... nam ......
Giam doc Ké toan trwdmg
(Ky, ho tén, dong ddu) (Ky, ho tén)
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Pon vi e MAu s6 03 - TSCD
B¢ phin:........... (Ban hanh theo Théng tu s 133/2016/TT-BTC
ngay 26/8/2016 ciia Bo Tai chinh)

,BIEN BAN B’AN GIAO TSCD
SUA CHUA LON HOAN THANH

Ngay ... thang ... nam... Yo
No:
O L
Can ctr Quyét dinh sb: ................ ngay ... thang ... ndm ... CUA wwsissrrssens
Chung t6i gbdm:
- Qng /Ba e Chitrc vu............. Paidién ........oovvvvnnens don vi stra chita
-Ong /Ba ............... Chtc vu............. Pai dién ..................... don vi c6 TSCD.

D4 kiém nhan viéc stra chita TSCD nhu sau:

- Tén, ky ma hiéu, quy cach (cap hang) [ C B e e —
-SOhi€u TSCD ...oooiciiiiiie SO'the TSCER, soisiiyiasiesuss simunin:
- BO phan quan 1y, s dung: ......cccooiiiiiiiiiiii e
- Thoi gian stra chira tir ngay ........ thang............ DA ceiaeeeosaensenssminios dén ngay
........... thang ... NAMT .cocoee &
Cac b phén stra chira gdm co:
Tén b phén sua Noi dung (muac do) Gia Chi phi Két qua
chira cong viéc sura chita du toan thuc te ki€m tra
A B 1 2 3
Cong
Kt TUAN: oottt eeeen et et esaeseemeasteaeaesenenranas
Ké todn truéng Dai dién don vi nhin Pai di€n don vi giao
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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Domn Vii..oenueereerennne. MA3u s6 04- TSCP
B0 phan:............... (Ban hanh theo Thong tur s6 133/2016/TT-BTC
ngay 26/8/2016 ctia Bo Tai chinh)

BIEN BAN DANH GIA LAI TSCP

Ngay .....thang .....ndm ...... SO ., corme iy
|\\[0 2
Coi i
- Can ctr Quyét dinh s5 :.......... ngay ....... thang ....... nam ........
NG resmrramemsngsimmmsmiisstatogF i iEs i E i e weE WS iiod S5 V¢ viéc danh gia lai TSCD
- Ong/Ba ..o, ChUc VU ....ovee.s Dai dién ....cccoovvveeae. Chu tich Hoi dong
- Qng/Bé ................. Chirc VU .covvveeeieeeeei, Paidién .......ccoooeviiinninnn. Uy vién
- Ong/Ba ................. Chlrc VU ..o, Paidién .....oovnriiiiiens Uy vién

Pa thuc hién danh gia lai gia tri cac TSCD sau day:

A L T .2 Gia tri 9 e

S Ten,.lA(y ma 34 S8 Gia tri dang ghi so e Chénh léch
T biew, | pigw | e Gidtri | theo

qui cach (cap : Nguyén | Hao il T3 - -
T TSCD | TSCb danh

hang) TSCD i | mon| 0 |dénheid) Tang | Gitm
A B C D | 2 3 4 5 6

Cong X X

Ghi chi: Cot 4 "Gia tri con lai theo danh gia lai™. Néu danh gid lai ca gia tri hao mon
thi Cot 4 phai tach ra 3 cdt twong ung ¢t 1,2,3.

K TUAI .......ooeeceeecee ettt
Ngay ... thang ... nam ...
Uy vién/nguwdi lap Ké toan truéng Chi tich Hoi dong
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
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MAu s6 05 - TSCD

DPon vi feeneeeneens '
B phan:.......... (Ban hanh theo Thong tu sé 133/2016/TT-BTC
ngay 26/8/2016 ciia B Tai chinh)
BIEN BAN KIEM KE TAI SAN CO PINH
Thoi diém kiém keé............ id......... ngay......... thang.......nam..........
Ban kieém ké goém:
—ONE /BA e Chife Vil st i Pai difNsmmmmmermsmmmre e Trudng ban
=ONG /B . s e s ChUC Vilcsivismasiossissssiosssusos Pl didhse-srmmnmsmsmarsmassas s Uy vién
= ODE/BA. ... umissmcssnsissisaseis s snssnsrbeiaconiae Chltc VU....ccoieveeiveiccee, Pai di€n.......ccooeeiiiiiies Uy vién
Pi kiém ké TSCD, két qua nhur sau:
Theo s ké toan Theo kiém ké Chénh léch o
SO | ra TSCH Mf‘ Noi st S6 Nguyén Gia tri S6 Nguyén | Giatri S6 Nguyén | Gia tri Chl;
TT SO dung lugng gia con lai luong gia conlai | luong 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.. ...

Ké toan truwdng
(Ky, ho tén)

~ Giam doc
(Ghi y kién giai quyét sO chénh 1éch)
(Ky, ho tén, dong ddu)

Truéng Ban kiém ké

(Ky, ho tén)
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Pon Vit cepsussssisans MAu s6 06-TSCD
(Ban hanh theo Théng tu s6 133/2016/TT-BTC

B0 Pl ngdy 26/8/2016 ciia Bo Tai chinh)
Y ——
BANG TINH VA PHAN BO KHAU HAO TSCD
Thang....... nam......
Ty 1€ Noi st dung TK 154 - Chi phi TK 642 | TK 241 TK TK
, khau sdn xuat kinh doanh d& dang Chiphi | XDCB 242 335
So6 Chi tiéu hao (%) (TK 631 - Gia thanh SX) quanly | dédang | Chiphi | Chi
IT hoéc Toan DN Hoat Hoat | Hoat Hoat kinh tr:’? phﬁi.
thoi gian Nguyén S5 | dong dong | dong dong doanh trudc phai
stdung | oia | khAu | o | e | o | tr
TSCD hao
A B 1 2 3 4 5 6 7 8 9 10 11
1 |I S& khau hao trich
thang tru6e
2 |II. S6 KH TSCD tang
trong thang
3 | I. S6 KH TSCP giam
trong thang
4 |1IV. Sb KH trich thang
nay (I +II - III)
Cong X

Ngay ..... thang .... nam
Ngwoi lap bang Ké toan truéng
(Ky, ho tén) (Ky, ho tén)







I. CHI TIEU LAO PONG TIEN LUONG

1. Muc dich: Cac chimg tir thudc chi tiéu lao dong tién luong dugc 1ap nham
muc dich theo dbi tinh hinh sir 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 cap,
tién thudng, tién cong tac phi, tién lam thém ngoai gid; theo doi cac khoan thanh toan
cho bén ngoai, cho cac t4 chirc khac nhu: thanh toan tién thué ngoai, thanh toan céc
khoan phai trich ndp theo luong,... va mét sé ndi dung khac co lién quan dén lao
dong, tién luong.

2. Néi dung: Thudc chi tiéu lao dong tién luong gém c6 cic bieu mau sau:

- Bang cham cong Mau s 01a- LDTL
- Bang chim céng lam thém gio M3u s6 01b- LDTL
- Bang thanh toan tién luong M3u s6 02- LBTL
- Bang thanh toan tién thudng M3u sé 03- LDTL
- Gidy di dudng Mau s6 04- LBTL
- Phiéu x4c nhan san phim hoic cong viéc hoan thanh M3u sb 05- LDTL
- Bang thanh toan tién 1am thém gid M3u s6 06- LDTL
- Ban thanh toan tién thué ngoai Miu s 07- LDTL
- Hop ddng giao khoan M3u s6 08- LDTL
- Bién ban thanh 1y (nghiém thu) hop ddng giao khoan Mau sb 09- LDTL
- Bang ké trich ndp cac khoan theo luong M3u s6 10- LBTL
- Bang phan bé tién luong va bao hiém x4 hgi M3au sé 11- LBTL
BANG CHAM CONG

(M3u s6 01a- LDTL)

1. Muc dich: Bang chdm cong dung dé theo d&i ngay cong thuc té lam viéc,
nghi viéc, nghi huéng BHXH, ... d c¢6 can cir tinh tra luong, bao hiém xa héi tra thay
luong cho timg ngudi va quan ly lao dong trong don vi.

2. Phuwong phap va trach nhiém ghi

M3i b phén (phong, ban, t8, nhom...) phai lap bang chim cong hang théng.
Cot A, B: Ghi s thir tu, ho va tén tmg ngudi trong bd phén cong téc.

Cot C: Ghi ngach bac luong hodc cép béac chirc vu cuia ting nguoi.

Cot 1-31: Ghi cdc ngdy trong thang (Tt ngay 01 dén ngay cudi cing cla
thang).
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Cot 32: Ghi tong sb cong huong luong san pham ciia timg ngudi trong thang,

Cot 33: Ghi téng s6 cong hudng luong thoi gian cua timg ngudi trong thang.

Cot 34: Ghi tong so cong nghi viée va nglmng viéc huong 100% luong cua ting
nguoi trong thang.

Co6t 35: Ghi téng sb cong nghi viée va ngimg viée hudng cac loai % lwong ctia
tirng nguoi trong thang.

Cot 36: Ghi tong sé cong nghi huong bao hiém xi hdi cla timg ngudi trong
thang.

Hang ngay 6 trudng (Truong ban, phong, nhom,...) hoac nguoi dugce uy quyén
can cir vao tinh hinh thiuc € cia 56 phan minh dé chdm c6ng cho ting nguoi trong
ngay, ghi vao ngay tuong ung trong cac cot tir cot 1 dén cot 31 theo cac ky hiéu quy
dinh trong chung tur.

Cubi thang, nguoi ,chém cong va ngudi phu trach bé phén ky vao Bang chém
cong va chuyén Bang cham c()ng cung cac chimg tir lién quan nhu Giady chimng nhan
nghi vi€éc huong BHXH, gidy xin ‘nghi viéc khong hudng luong,... vé bb phén ké toan
kiém tra, d6i chiéu qui ra cong dé tinh luong va bao hiém x4 hoi. Ké toan tién luong
cén cr vao cac ky hi¢u chdm cong ctia timg ngudi tinh ra s& ngdy cong theo timg loai
tuong rng d€ ghi vao céac cot 32, 33, 34, 35.

Ngay cong dugc quy dinh la 8 gio. Khi tong hop quy thanh ngay cong néu con
gitr 1é thi ghi s6 gior 1é bén canh s6 cong va danh dau phay & giira.

Vidu: 22 cong 4 gio ghi 22,4

Bang chdm cong duoc luu tai phong (ban, t6,...) ké toan cling cac chimg tir ¢6
lién quan.

Phuong phdp chidm céong: Tuy thudc vao diéy kién cong tac va trinh do ké
toan tai don vi dé sur dung 1 trong cac phuong phap cham cong sau:

- Cham cbng ngay: M6i~khi ngudi lao dong lam vi€c tai don vi hodc lam viéc
khac nhu héi nghi, hop,... thi moi ngay dung mot ky hiéu dé cham coéng cho ngay dé.
Can chii y 2 truwong hop:

+ Néu trong ngay, nguorl lao dong lam 2 viéc c6 thoi gian khac nhau thi cham
cong theo ky hiéu cua cong viéc chiém nhiéu thoi gian nhat. Vi du nguoi lao dong A

trong ngdy hop 5 gio lam luong thoi gian 3 gio thi ca ngay hém d6 chim “H” Hoi
hop.

+ Néu trong ngay, nguoi lao dong lam 2 vi€c co thoi gian bing nhau thi chim
cong theo ky hiéu cua céng viéc dién ra truoc.

- Cham cdng theo gio:

Trong ngay ngudi lao dong lam bao nhiéu cong viéc thi chdm cong theo cac
ky hiéu da quy dinh va ghi s6 gio cong thuc hién cong viéc do bén canh ky hiéu tuong
ung.

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

BANG CHAM CONG LAM THEM GIO
(M&u s6 01b- LDTL)

1. Muc dich: Theo dai ngay c6ng thuc té lam thém ngoai gi dé c6 can cu tinh
thot gian nghi bu hodc thanh toén cho nguoi lao dong trong don vi.

2. Phuwong phap ldp va trach nhiém ghi

M&i bo phan (phong, ban, td, nhom...) c6 phét sinh lam thém ngoai gio lam
viéc theo quy dinh thi phdi lap bang cham cong lam thém gio.

Cot A, B: Ghi sb thir ty, ho va tén tirng ngudi lam viéc thém gid trong bd phan
cong tac.

Cot 1 dén cot 31: Ghi s6 gio lam thém ctia cac ngay (Tir gid...dén gio...) ti
ngay 01 dén ngay cudi cung cua thang.

Cot 32: Ghi tong s6 git 1am thém vao cac ngay thudng trong thang.

Cot 33: Ghi téng sb gid 1am thém vao cac ngay nghi thir bay, chi nhat.

Cdt 34: Ghi téng sb gid 1am thém vao cac ngay I8, tét.

Cot 35: Ghi tdng sé gio lam thém vao budi tdi (tinh theo quy dinh cia phap
luat) khong thudc ca lam viéc cua ngudi lao dong.

'Hang ngay td trudng (phong ban, to nhom...) hodc ngudi duge uy quyen cadn clr
vao sb gio lam thém thuc té theo yéu ciu coéng viéc ctia bd phan minh dé chdm gio
lam thém cho tirng nguoi trong ngay, ghi vao ngay tuong Ung trong céac cot tur 1 dén
31 theo céc ky hi€u quy dinh trong ching tur.

(;uéi thang, ngudi chim céng, phu trach bd phén c6 ngudi lam thém ky va
giam doc hodc ngudi duge uy quyén duy€t vao bang cham cong lam thém gio va
chuyen bang chdm cong lam thém glor cling cac chimg tir lién quan vé bd phén ké toan
kiém tra, d6i chiéu, quy ra cong dé thanh toan (trudng hop thanh toan tién). Ké toan

can ¢l vao cac ky hiéu chdm c6ng cua tiing ngudi tinh ra sb céng theo ting loai tuong
g dé ghi vao cac cot 32, 33, 34, 35.

BANG THANH TOAN TIEN LUONG
(Mau s6 02 - LBTL)

1. Muc dich: Bang thanh toan tién luong la chimg tir lam cén cr dé thanh todn
tién luong, phu cip, cac khoan thu nhép tang thém ngoai tién luong cho ngudi lao
dong, kiém tra viéc thanh toan tién luong cho nguoi lao dong lam viéc trong doanh
nghiép ddng thoi 1a can cr dé thdng ké vé lao dong tién luong.

2. Phwong phap va trach nhiém ghi
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Bang thanh toan tién luong duoc lap hang thang. Co s dé 1ap Bang thanh toan
tién luong 1a cac chimng tir lién quan nhu: Bang chim cong, phleu xac nhan san pham
hoac ¢ong viéc hoan thanh...

Cot A, R: Ghi sb thit i, ho tén ciia ngudi lao déng dioc hurdng luong,
Cot 1,2: Ghi bac luong, hé s6 luong cta nguoi lao dong.

Cot 3,4: Ghi sé san pham va s6 tién tinh theo luong san pham.

Cot 5,6: Ghi s6 cong va sb tién tinh theo luong thoi gian.

Cot 7,8: Ghi sb cong va sb tién tinh theo luong thoi gian hodc ngimg, nghi viée
huong cac loai % luong.

C6t 9: Ghi cac khoan phu cap thude quy luong.

C6t 10: Ghi s6 phu cip khac duoc tinh vao thu nhap ctia ngudi lao déng nhung
khéng 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 sb tién tam tng ky I cia mdi ngudi.

Cot 13,14,15,16: Ghi cac khoan phai khiu trir khoi luong cua ngudi lao dong
va tinh ra tong so tién phai khau trir trong thang.

Cot 17: Ghi sb tién con duoc nhan ki 1.

Cot C: Nguoi lao dong ky nhan khi nhan luong ky I1.

Cubdi mdi thang can cir vao chimg tir lién quan, ké toan tién luong 1ap Bang
thanh toan tién luong chuyén cho ké toan truéng soat xét xong trinh cho giam déc
hodic ngudi dugc uy quyén ky duyét, chuyén cho ké toan lap phiéu chi va phat luong.
Bang thanh toén tién luong duoc luu tai phong (ban) ké toan cia don vi.

MB&i 1an linh luong, ngudi lao dong phai truc tiép ky vao cot “Ky nhéan” hoac
ngudi nhén ho phai ky thay.

BANG THANH TOAN TIEN THUONG
(M&u s 03- LDTL)

1. Muc dich: La ching tir xac nhén s tién thuéng cho timg nguoi lao dong,
lam co s& dé tinh thu nhap cia mdi ngudi lao dong va ghi s6 ké toan.

2. Phuong phap va trach nhiém ghi

Géc trén bén trai cia Bang thanh toan tién thudng phai ghi rd tén don vi, bo
phan duoc thuong.

Cot A,B,C: Ghi s6 thir tu, ho tén, chirc vy, cua ngudi duge thudng.

Cot 1: Ghi bac luong hién dang duoc hudng ¢ tinh ra luong hang théng.

Cbt 2,3: Ghi 3 loai thudng dugc binh xét, s6 tién dugc thudng theo mdi loai.
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Cot D: Nguai duge thuong ky nhan tién thudng.

Bang thanh toén tién thudng do phong ké toan lap theo ting b phan va phai co
chit ky (ho tén) clia ngudi 1ap, ké toan trudng va giam déc.

GIAY PI PUONG
(M&u sé 04- LDTL)

‘ 1. Muc dich: Gidy di duong 1a can cir ¢é can bo va ngudi lao dong lam thu tuc
can thiet khi dén noi cong tac va thanh toan cong tac phi, tau xe sau khi vé doanh
nghiép.

2. Phuong phap va trach nhiém ghi

Sau khi ¢6 1€nh cir can bg, nguoi lao dong di cong tac, bd phén hanh chinh lam
thi tuc cép glay di dudng. Ngudi di cong tac c6 nhu cau ing tién tiu xe, cong tac
phi... mang gidy di dudng dén phong ké toan 1am thi tuc tmg tién.

Cot 1: Ghi noi di, noi dén cong tac.

Cot 2: Ghi ngay di va ngay dén.

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

Cot 3: Phuong tién sir dung: Cén ghi 15 di 6 t6 co quan, 6 t6 khach, tau hoa,
may bay ...

Cot 4: D6 dai chang dudng tir noi di dén noi dén.

Cot 5: Ghi thoi gian cong tac.

Cot 6: Ghi ly do luu tru.

Cot 7: LAy chit ky clia ngudi c6 tham quyén va déng ddu cuia noi can bd, ngudi
lao ddng dén cong tac.

Khi di céng tac Vé ngudi di cdng tac xudt trinh gidy di duong dé phu trach bo
phan xac nhdn ngay vé va thoi gian duoc hudng luu tra. Sau do dinh kém cac ching
tir trong dot cong tac (nhu vé tau xe, vé pha, hoa don thanh toan tién phong nghi...)
vao gidy di dudng va ndp cho phong ké toan dé lam thi tuc thanh todn cong tac phi,
thanh toan tam ung. Sau dé chuyén cho ké toan truong duyét chi thanh toén.

Gidy di duong va cac chimg tir lién quan duoc luu & phong ké toan.

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

1. Muc dich: La chung tir xac nhan s6 san pham hogc cong viéc hoan thanh
cua don vi hodc ca nhan ngudi lao dong, lam co so dé 1ap bang thanh toan tién luong
hodc tién cong cho ngudi lao dong.
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2. Phwong phap va trach nhiém ghi

- Phia trén goc trai ghi rd tén don vi, bd phan quan ly cong viéc phai thanh toan
cho ngudi lao dong.

- Ghi 1o s6, ngay, thang, nam iap phiéu.

- Ghi rd tén don vi (hodc ca nhan) thuc hién sb san phém (hodc cong viéc) hoan
thanh.

- Ghi 13 sb hop ddng va ngay, thang, nam ky hop déng (néu co).

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

- Cot 1, 2, 3: Ghi sb luong, don gia, thanh tién cua mdi loai san pham (hoac
cong viéc) hoan thanh.

Phiéu nay do ngudi giao viéc lap thanh 2 lién: lién 1 luu va lién 2 chuyén dén
ké toan tién luong dé lam thu tuc thanh toan cho ngudi lao dong. Trudc khi chuyén
dén ké toan phai co day du chit ky clia ngudi giao viéc, ngudi nhan viée, ngudi kiém
tra chét luong va ngusi duyét.

BANG THANH TOAN TIEN LAM THEM GIO
(Miu sb 06- LDTL)

1. Muc dich: Bang thanh toan tién lam thém gio nham xac dinh khoan tién
luong, tién cong lam thém gio ma ngudi lao dong duoc hudng sau khi lam viéc ngoai
gi¢ theo yéu cdu cong viéc.

2. Phrong phap lap va trach nhiém ghi

Géc trén bén trai cua Bang thanh toan tién lam thém gio phai ghi 16 tén don vi,
bo phan lam viéc.

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

Cot A, B: Ghi s6 thir tu, ho va tén ctia ngudi lam viéc thém gio .

Cot 1: Ghi hé sb luong nguoi lao dong dang huéng.

C6t 2: Ghi hé s6 phu cdp chirc vu ngudi lao ddng dang hudng.

Cot 3: Ghi téng s6 hé s6 nguoi lam thém dugce huong (Cot 3 = cot 1 + cot 2).

C6t 4: Ghi tién luong thang dugc huong tinh bang: Luong t6i thiéu (Theo quy
dinh cia nha nudc) nhén véi (x) Hé s6 luong cong véi (+) Phu cip chire vu.

Cot 5: Ghi mirc luong ngay duoc tinh bang Luong t6i thidu (theo quy dinh cia
Nha nudc) x (hé s6 luong + hé s phu cdp chac vu)/ 22 ngay.

Co6t 6: Ghi muc luong gid dugc tinh bang Cot 5 chia cho 8 gio.

Cot sb gio lam thém ngay thudng, sé gio 1am thém ngay thir 7, chi nhét, s6 gio
lam thém ngay 1€ (Cot 7, 9, 11, 13) can clr vao bang cham c6ng lam thém gio thuc te
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cua thang d6 dé ghi.

Cot thanh tién ctia lam thém ngay thudng (cot 8) = s gior (cdt 7) x mirc lwong
gio (cot 6) x Hé s6 lam thém theo quy dinh hién hanh.

Cot thanh tién cua lam thém ngay tha 7, CN (c6t 10) = s6 gidr (c6t 9) x muc
luong gid (cdt 6) x HE s6 lam thém theo quy dinh hién hanh.

Cot thanh t@én ctia 1am thém ngay I8, tét (cot 12) = s6 gid (cot 11) x mirc luong
gi0 (cOt 6) x HE s6 lam thém theo quy dinh hién hanh.

Cot thanh tién 1am thém budi dém (cot 14) = s6 gio (cdt 13) nhén (x) mic
luong gid (cdt 6) x HE s6 1am thém theo quy dinh hién hanh.

Cot 15: Ghi tong cong s6 tién Cot 15 = cot 8 + cot 10 + cdt 12 + cot 14.

Cot 16,17: Ghi sb gid cong nghi bu cta nhimg ngay lam thém va s6 tién tuong
Urng cua nhitng ngay nghi bu phai trir khéng dugc thanh toan tién.

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

Cot 18: Ghi sb tién 1am thém thuc thanh toan cho ngudi lam thém.

Cot 18 =cot 15-cot 17.

Cot C - Ky nhén: Ngudi lam thém sau khi nhan tién phai ky vao cot nay.

Bang thanh toan tién 1am thém gio phai kém theo bang chdm céng lam thém
gio cua thang do, c6 day du chit ky cta nguoi lap biéu, ké toan truong, giam dbc hoac
ngudi dugc uy quyén duyét. Bang thanh toan tién lam thém gi duoc 14p thanh 1 ban
dé lam cin cir thanh toan.

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

1. Muc dich: Ban thanh toan tién thué ngoai la chimg tur ké toan nhim xéc
nhan s tién da thanh toan cho ngudi dugc thué dé thyc hién nhiing cong viéc khong
1ap dugc hop dong, nhu: Thué lao dong bdc véc, thué van chuyén thiét bi, thué lam
khoan 1 ¢6ng viéc ndo dé.... Chiing tir dugc dung dé thanh toan cho ngudi lao dong
thué ngoai.

2. Phuong phap va trach nhiém ghi

Chung tir nay do ngudi thué lao dong lap.

Ghi ho va tén nguoi thué thudc bd phén (Phong, ban,...).

Ghi ré ndi dung, dia diém va thoi gian thué.

Céot A, B, C: Ghi sb thir tu, ho tén, dia chi hogc s6 chimg minh thu, hodc thé
can cudc cua ngudi dugce thué.

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

Cbt 1: Ghi sb cong lao dong hoac khéi lugng cong viéc da lam.
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Cot 2: Ghi don gia phai thanh toan cho 1 cdng lao dong hoac 1 don vi khéi
luong cdng viéc. Truong hop thué khoan gon cong viéc thi cot nay dé trong.

(Cat 3: Ghi 56 tién phai thanh toan.

Cot 4: Tién thué khiu trir phai ndp néu ngudi dugc thué ¢ mic thu nhap &
dién phai nop thué thu nhap ca nhén theo qui dinh cua Luét thué (néu c6).

Cot 5: S6 tién con lai duge nhén cta ngudi duge thué sau khi da khau trir thué.
(Cot5=cot3-cotd)
Cot E: Nguoi duoc thué ky nhan khi nhan tién.

HOP PONG GIAO KHOAN
(Mau s6 08- LDTL)

1. Muc dich: Hop ddng giao khoan 1a ban ky két giira ngudi giao khoan va
nguoi nhan khoan nham xac nhan vé khoi lugng cong viéc khoan hodc ndi dung cong
viéc khoan, thot gian lam viéc, trach nhiém, quyén lgi ciia moéi bén khi thue hién cong
viéc do. Pong thoi la co s¢ thanh toan chi phi cho ngu¢i nhéan khoan.

2. Phuwong phap va trach nhiém ghi

Goc trén bén trai ghi rd tén don vi, dja chi va sb cia hop ddng giao khoan (néu
¢6). Ghi r6 ho tén, chirc vu dai dién cho phong, ban, bd phan cua bén giao khoan va
bén nhan khoan.

Phan I. Piéu khoan chung:

- Phuong thuc giao khoan: Ghi rd phuong thirc giao khoan cho nguoi nhén
khoan.

- Dicu ki¢n thuc hién hop dong: Ghi 5 cac diéu kién cam két ciia 2 bén khi ky
hop déng giao khoan.

- Thoi gian thuc ‘hién hop déng: Ghi rd thoi gian thuc hién cong viéc nhén
khoan tir ngay bat dau dén ngay két thuc hgp dong.

- Cac diéu kién khac: Ghi 18 céac diéu kién khac khi ky két hop déng.
Phén I1. Diéu khoan cu thé:

Ghi r6 néi dung cac cong viée khoan, trach nhiém. quyén loi va nghia vu cua
ngudi nhan khoan va nguorl giao khoan (nhu dleu kién lam viéc, yéu cau san pham
(cong viéc) khoan, thoi gian hoan thanh va sb tién phai thanh toan) d6i véi bén nhin
khoan.

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

- 1 ban giao cho nguoi nhan khoan;

- 1 ban luu & bd phan lap hop déng;

- 1 ban chuyén vé phong ké toan cho ngudi c¢o trach nhiém theo déi qua trinh

thuc hién hop déng giao khoan va lam cin cir dé thanh toan hgp dong.
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Hop dong giao khoan phai c6 day du chit ky, ho tén cua dai dién bén giao
khoén va dai dién bén nhéan khoan, ngudi 1ap va ké toan trudng bén giao khoan.

BIEN BAN THANH LY (NGHIEM THU) HOP PONG GIAO KHOAN
(M3u s6 09- LDTL)

1. Muc dich: Bién ban thanh ly hop ddng giao khoan 1a chimg tir nham xéc
nhan sé lwong. chat luong cong viée va gia tri caa hop ddng da thuc hién, lam can cur
dé hai bén thanh toan va chdm dut hop dong.

2. Phwong phap va trach nhiém ghi

Géc trén bén trai ghi rd tén don vi, bd phin c6 ban thanh Iy hop ddng giao
khoan.

Ghi 5 ngay, thang, nim thanh ly hop ddng, s6 hiéu ban thanh Iy.

Ghi rd ho tén, chirc vu cta nhitng ngudi duoc dai dién cho bén giao khoén va
bén nhan khoan.

Ghi r6 s6, ngay thang ctia hop ddng duoc thanh ly.

) Ghi rd ndi dung cﬁng‘viéc dd thuc hién va gia tri cia hop ddng da thuc hién

dén thoi diém thanh ly hop dong.

Ghi 3 sb tién bang gé va bémg chir ma bén giao khoan di thanh toan cho bén
nhan khoan tir khi ky hop dong dén ngay thanh ly hop dong.

Ghi rd ndi dung cua timg bén vi pham hop ddng (néu c6) va sb tién bi phat do
vi pham hgp dong.

Ghi 5 sd tién biang sb va bang chir bén giao khoan con phai thanh toan cho bén
nhan khoan (Theo tinh toan trong hop dong, nghiém thu c6ng viéc va s tién da thanh

toan trudc cho nhau) dén khi thanh 1y hop dong hodc nguoc lai bén giao khoén da
thanh toan qua cho bén nhén khoan.

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

Bién ban thanh ly hop déng giao khoan dugc 1ap thanh 4 ban, mdi bén giir 2
ban. Bién ban thanh ly hop dong giao khoan phai c6 day du chit ky cua dai dién bén
giao khoan va dai dién bén nhén khoén thuc hién hop dong.

BANG KE TRICH NOP CAC KHOAN THEO LUONG
(M&u sé 10- LDTL)

1. Muc dich: Bang ke trich np cac khoan theo luong ding d& xac dinh s tién
bao hiém x4 hoi, bao hiém y t&, bao hiém that nghiép, KPCD ma don vi va ngudi lao
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dong phai ngp trong thang (hodc quy) cho ¢o quan bao hiém x4 hoi va cong doan.
Lhu’ng fir nay 1a co s& dé ghi s6 ké toan vé cac khoan trich nop theo luong.

. Phuong phap va trach nhiém ghi

Goc trén bén trai ghi 16 tén don vi, bg phan irich ndp cac khoan theo luong.

- Cot A: Ghi sé thir tu.

- C6t B: Ghi sé thang trich nép BHXH, BHYT, BHTN, BHTNLD, KPCD 4p
dung trong trudong hop ké khai theo quy.

- Cot 1: Ghi tdng quy luong ding 1am co s& dé trich 1ap BHXH, BHYT,
BHTN, BHTNLD, KPCD.

- Cét 2, 3, 4: Ghi tong s6 tien BHXH, BHYT, BHTN, BHTNLD phai ngp va
trong d6 chia theo ngudn trich tinh vao chi phi va tinh trir vao luong cia nguoi lao
dong.

- Cot 5, 6, 7: Ghi tong sb tién kinh phi cong doan phai ndp va chia theo ngudn
trich tinh vao chi phi va tinh trir vao luong cia nguoi lao dong.

- Cot 8: Ghi sb kinh phi céng doan don vi phai ndp cap trén.

- Cot 9: Ghi sb kinh phi céng doan don vi duge dé lai chi tai don vi.

Bang ké dugc lap thanh 2 ban. Bang ké trich ndp theo luong sau khi 13p xong
phai c6 dy du chir ky va ghi ré ho tén ctia ngudi lap, ké toan trudng, giam doc.

BANG PHAN BO TIEN LUONG VA BAO HIEM XA HOI
(Mau s 11- LDPTIL)

1. Muc dich: Dung dé tap hop va phan bd tién luong tién cong thuc té phai tra
(gom tién luong, tién cong va cac khoan phu cép), bao hiém x4 hoi, bao hiém y té, bao
hiém that nghiép, bao hiém tai nan lao déng va kinh phi cong doan phai trich ndp
trong thang cho cac déi tuong sir dung lao dong (ghi Co TK 334, TK 335, TK 338
(3382, 3383, 3384, 3385, 3388).

2. Phuong phap lap va trach nhiém ghi

- Két cau va noi dung chi yéu cua bang phan bd ndy gém c6 cac cdt doc ghi Co
TK 334, TK 335, TK 338 (3382, 3383, 3384, 3385, 3888), cac dong ngang phan anh
tién luong, bao hiém x4 hoi, bao hiém y té, bao hiém tai nan lao dong, kinh phi céng
doan tinh cho cac ddi tuong sir dung lao dong.

- Co so lap:

) + Céan cu vao cac bang thanh toan luong, ’thanh toan lam dém, lam thé’m gib..:
ke toan tap hop, phén loai chimg tir theo timg doi tugng sir dung tinh todn s ti€n dé
ghi vao bang phan bo nay theo cac dong phu hop c6t ghi C6 TK 334 hodc c6 TK 335.

+ Can ctr vao ty 1€ trich bao hiém x4 hoi, bao hiém y té, bao hiém thét nghiép,
kinh phi céng doan va tong so t1en luong phai tra (theo quy dinh hién hanh) theo timg
d6i tuong sir dung tinh ra sb tién phai trich bao hiém xa hoi, bao hiém y té, bao hiém
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that nghiép, bao hiém tai nan lao dong, kinh phi cong doan dé ghi vao cac dong phu
hop c6t ghi Co TK 338 (3382, 3383, 3384, 3385, 3388).

S liéu ctia bang phan bd nay duge str dung dé ghi vao cac bang ké va cac so ké
toan ¢ lién quan tuy theo hinh thire ké toan ap dung & don vi (nhu Sé Cai hoac Nhat
ky - S6 cai TK 334, 338...), dong thdi duge st dung dé tinh gia thanh thyuc té san
pham, dich vu hoan thanh.

II. CHI TIEU HANG TON KHO

1. Muc dich: Theo dét tinh hinh nhép, xuét, ton kho vat tu, cong cu, dung cu,
san pham, hang hod, lam can c ki€m tra tinh hinh st dung, du trir vét tu, cdng cu,
dung cu, san pham, hang hoé va cung cap thdng tin can thiét cho viéc quan ly hang
tdn kho.

2. Nbi dung: Thudc chi tiéu hang ton kho gdm cac biéu mau sau:

- Phiéu nhap kho Miu s6 01-VT
- Phiéu xuét kho Mau sé 02-VT
- Bién ban kiém nghiém vét tu, céng cu, san phim, hang Mau s6 03-VT
hoa

- Phiéu bdo vat tu con lai cudi ky Mau s6 04-VT
- Bién ban kiém ké vat tu, cong cu, san phdm, hang hoa Mau s6 05-VT
- Bang ké mua hang Mau s6 06-VT
- Bang phén b nguyén liéu, vat liéu, cong cu, dung cu Mau sb 07-VT

PHIEU NHAP KHO

(Mdu s6 01- VT)

1. Muc dich: Nhiam xac nhéan sb luong vt tu, cong cu, dung cy, san phém,
hang hod nhdp kho lam cén cir ghi Thé kho, thanh toan tién hang, xac dinh trach
nhiém véi ngudi ¢6 lién quan va ghi s6 ké toan.

2. Phwong phap va trach nhiém ghi

Géc trén bén trai ciia Phiéu nhap kho phai ghi 16 tén cla don vi (hodc dong déu
don vi), bd phan nhap kho. Phiéu nhap kho 4p dung trong céc truomg hop nhép kho
vét tu, cong cu, dung cu, san pham, hang hoa mua ngoai, tu san xuét, thué ngoai gia
cong ché bién, nhan gép vén, hoic thira phat hién trong kiém keé.

Khi lap phiéu nhap kho phai ghi 16 s& phiéu nhép va ngay, thang, nam lap
phiéu, ho tén nguoi giao vit tu, cong cu, dung cu, san phdm, hang ho4, s6 hoa don
hoic Iénh nhép kho, tén kho, dia diém kho nhép.
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Cot A, B, C, D: Ghi s6 thir ty, tén, nhan hidu, qui cach, phdm chat, ma sd va
don vi tinh cua vat tu, cong cu, dung cy, san pham, hang hoa.

Cot 1: Ghi sé luong theo chimg tir (hoa don hogc 1énh nhap).

C6t 2: Thu kho ghi s6 ivong thuc nhép vao kho.

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

Dong c¢dng: Ghi téng sb tién cua cac loai vt tu, cong cy, dung cu, san pham,
hang hoa nhap cung mdt phiéu nhap kho.

Dong sb tién viét bang chir: Ghi tdng s tién trén Phiéu nhap kho bang chir.

Phiéu nhép kho do bd phan mua hang ho#ic bd phén san xuét 1ap thanh 2 lién
(dbi voi vat e, hang hoa mua ngoai) hoédc 3 lién (d6i véi vat tu tu san xuét) (dat glay

than viét 1 lin). va nguoi lap phiéu ky (ghi 16 ho tén), ngudi giao hang mang phiéu
dén kho dé nhap vat tu. dung cu, san pham, hang hoa.

Nhép kho xong thu kho ghi ngay, thang, ndm nhép kho va cung ngudi giao
hang ky vao phleu thii kho giir lién 2 dé gh1 vao the kho va sau do chuyén cho phong
ké toan dé ghi s6 ké toan va lién 1 luu o noi lap phiéu, lién 3 (néu co) ngudi giao hang
gitr.

PHIEU XUAT KHO
(Mdu s6 02 - VT)

1. Muc dich: Theo ddi chat ché s6 luong vit tu, cong cu, dung cu, san pham,
hang hoa xuat kho cho cac bd phén sir dung trong doanh nghiép, 1am cin cir dé hach
toan chi phi san xuat, tinh gia thanh san pham, dich vu va kiém tra viéc sir dung, thuc
hién dinh muc ti€u hao vat tu.

2. Phwong phap va trach nhiém ghi

Géc bén trai cua Phiéu xuat kho phai ghi 1 tén cua don vi (hoic déng déu don
vi), b6 phén xuét kho. Phiéu xuét kho lap cho mot hoac nhiéu thir vat tu, cong cu,
dung cuy, san phém, hang hoa cung mot kho dung cho mot dbi tugng hach toan chi phi
hodc cung mot muc dich sir dung.

Khi lap phiéu xuat kho phai ghi r6: Ho tén nguoi nhén hang, tén, don vi (bd
phan): s6 va ngay, thang, ndm lap phiéu; ly do xuét kho va kho xuat vat tu, cong cu,
dung cy, san pham, hang hoa.

- Cot A, B, C, D: Ghi sb thir tu, tén, nhan hi€u, qui cach, phém chat, ma s va
don vi tinh cua vat tu, cong cy, dung cu, san pham, hang hoa.

- Cot 1: Ghi sb lugng vat tu, céng cu, dung cu, san pham, hang hoa theo yéu
cau xuat kho cia nguoi (b6 phan) sir dung.

- Cot 2: Tha kho ghi sé luong thuc té xuét kho (sb luong thuc té xuat kho chi
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o thé béng hoac it hon s lugng yéu cau).

-Cot 3, 4: Ké toan ghi don gia (tuy theo qui dinh hach toan ciua doanh nghiép)
va tinh thanh tién cuia tirng loai vat tu, cong cy, dung cu, san pham, hang hoa xuit kho
(cOt4 =cot 2 x cOt 3).

Dong Cong: Ghi téng s tién cua sb vat tu, cdng cu, dung cu, san pham, hang
hoa thuc té da xuat kho.

~ Dong "Tong s tién viét bang chir": Ghi tdng s tién viét bang chir trén Phiéu
xuat kho.

Phiéu xuét kho do céc bd phan xin linh hodc do bd phan quan ly, bd phan kho
lap (tuy theo t6 chirc quan ly va qui dinh cta timg doanh nghi€p) thanh 3 lién (dat
gidy than viét 1 lan). Sau khi 1ap phiéu xong, nguoi lap phiéu va ké toan truéng ky
xong chuyén cho giam doc hodc nguoi duge uy quyén duyét (ghi rd ho tén) giao cho
ngudi nhén cam phieu xubng kho d& nhan hang. Sau khi xuat kho, tha kho ghi vao cot
2 $6 lugng thuc xuét cua tung thir, ghi ngay, thang, nam xuét kho va cing ngudi nhén
hang ky tén vao phiéu xuat (ghi rd ho tén).

Lién 1: Luu & bd phan lap phiéu.

Lién 2: Thu kho giir dé ghi vao thé kho va sau d6 chuyén cho ké toén dé ké
toan ghi vao cét 3, 4 va ghi vao so ke toan.

Lién 3: Nguoi nhan véat tu, cong cu, dung cu, san phém, hang hoa gilt dé theo
ddi 6 bd phan sir dung.

BIEN BAN KIEM NGHIEM
(Vit tw, cong cu, sin pham, hang hoa)
(Mau s6 03 -VT)

1. Muc dich: Xac dinh sb luong, qui céch, chit lugng vat tu, cong cu, san
pham, hang hoa trudce khi nhép kho, lam can cir d€ qui trach nhiém trong thanh toan
va bdo quan.

2. Phwong phap va trach nhiém ghi

Goc bén trai cua Bién ban kiém nghiém ghi ré tén don vi (hodc dong dau don
vi), bd phan s dung.

Bién ban nay ap dung cho céac loai vét tu, dung cu, san phdm, hang hoa cin
phai kiém nghiém trudc khi nhap kho trong cac truong hop:

- Nhap kho véi sé lugng on;
- Cac loai vat tu, cdng cu, san pham, hang hoa c6 tinh chét ly, hoa phtc tap;
- Céc loai vat tu, cong cu, san phim, hang hoé quy hiém;

Nhitng vat tu, cong cu, san phim, hang hoa khéng can kiém nghiém trude khi
nhap kho, nhung trong qua trinh nhap kho néu phat hién cé su khac biét lon vé sb
luong va chét luong giita hoa don va thuc nhép thi van phai l4p bién ban kiém
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nghiém.

- Cot A, B, C: Ghi so thur tu, tén nhan hiéu, quy cach va ma s6 cua vat t, cong
cu, dung cu, san pham, hang hoa kiém nghiém.

- Cot Dt “Phuong thuc kiém nghiém® ghi phuong phap kiém nghiém toan dién
hay xéac suat.

- Cot E: Ghi ro don vi tinh cua ting loai

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

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

Y kién cua Ban kiém nghiém: ghi 15 y kién vé so lugng, chat lugng, nguyén
nhan doi va&i vat tu, ¢ong cu, san pham, hang hoa khong dung so lugng, quy céch,
pham chéat va cach xur ly.

Bién ban kiém nghiém lap 2 ban:
- 1 ban giao cho phong, ban cung ti€éuw/hodc ngudi giao hang.
- 1 ban giao cho phong, ban ké toan.

Truong hop vét tu, cong cu, san pham, hang héa khéng dung sb lugng, quy
cach, pham chat so vdi chung tir héa don, thi 18p thém mot lién, kém thco ching tir
lién quan gui cho don vi ban vat tu, dung cu, céng cu, san pham, hang hda dé giai
quyet.

PHIEU BAO VAT TU CON LAI CUOI KY
(Méu s6 04 — VT)

1. Muc dich: Theo doi sé}uong vat tu con lai cudi k¥ hach toan & don vi st dung,
lam can cu tinh gia thanh san pham va kiém tra tinh hinh thuc hién dinh muc su dung vat
tu.

2 . Phuong phap va trach nhiém ghi

Goc bén trai cua Phiéu bao vat tu con lai cudi ky ghi o tén don vi (hoac dong
dau don vi), b6 phan su dung.

S6 luong vt tu con lai cudi ky & don vi su dung dugc phan thanh hai loai:

- Néu vat tu khong cin str dung nira thi 14p Phiéu nhap kho (Mau s6 02 - VT)
va ndp lai kho.

- Néu vat tu con sir dung tiép thi bd phan sur dung lap Phiéu bao vat tu con lai
cudi1 ky thanh 2 ban.

Phu trach b phan stir dung ky tén:
- 1 ban giao cho phong vat tu (néu co);

- 1 ban giao cho phong ké toan.
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BIEN BAN KIEM KE VAT TU, CONG CU, SAN PHAM, HANG HOA
(MAu sb 05- VT)

1. Muc dich: Bién ban kiém ké v4t tu, cong cu, san pham, hang hod nham xéc
dinh s6 lugng, chat luong va gia tri vét tu, cong cy, san pham, hang hoa ¢6 & kho tai
thoi diém kiém ké lam can ¢t xac dinh trach nhiém trong viéc bao quan, xu ly vat tu,
cOng cuy, san pham, hang hoa thira, thi€u va ghi s6 ké toan.

2. Phwong phap va trach nhiém ghi

Goc trén bén trai ciia Bién ban kiém ké vt tu, cong cu, san pham hang hoa ghi
rd tén don vi (hodc déng diu don vi), bd phan sir dung. Bién ban kiém ké vt tu, cong
cu, san phim, hang hoa phai ghi r5 gid, ngay, thang, nim thuc hién kiém ké. Ban
kiém ké gdbm Trudng ban va céc uy vién.

MG&i kho dugc kiém ké 1ap 1 bién ban riéng.

Cot A, B, C, D: Ghi s6 tha tu, tén, nhan hiéu, quy céach, 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 timg thir vat tu, cong cu, san phim, hang hoa (tuy theo
quy dinh cua don vi dé ghi don gia cho phu hop).

Cot 2, 3: Ghi s luong, sb tién cua timg thir vat tu, cong cu, san phim, hang
hoa theo s6 ké toan.

Cot 4, 5: Ghi s luong, sb tién cia ting tha vat tu, cong cu, san pham, hang
hoa theo két qua kiém ké.
Néu thira so véi sb ké todn (cot 2, 3) ghi vao cdt 6, 7, néu thiéu ghi vao cot 8, 9.

S6 luong vat tu, cong cuy, san pham, hang hoa thuc té kiém ké s& dugc phan
loai theo phdm chit:

- T8t 100% ghi vao cot 10.

- Kém phém chét ghi vao cot 11.

- MAt phm chét ghi vao cot 12.

Néu c6 chénh 1&ch phai trinh giam déc doanh nghiép ghi rd y kién giai quyét sb
chénh léch nay.

Bién ban duogc 1ap thanh 2 ban:

- 1 ban phong ké toan huu.

- 1 ban thua kho luu.

Sau khi 1ap xong bién ban, truong ban kiém ké va tha kho, ké toan truéng cling
ky vao bién ban (ghi rd ho tén).

BANG KE MUA HANG
(MAu s6 06-VT)

1. Muc dich: La ching tir ké khai mua vat tu, cong cu, dung cu, hang hoa, dich
vu lat vit trén thi truong tu do trong trudng hop ngudi ban thudc dién khdng phai lap
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hoa don khi ban hang hoa, cung cap dich vu theo quy dinh lam cin ctr 1ap phiéu nhap
kho, thanh toan va hach toan chi phi vat tu, hang hoa,... lap trong Bang ké khai nay
khong dugc khau trir thué GTGT. (Truong hop mua vat tu, hang hoa,... cia nguoi ban
khong c6 hoa don véi khdi lugng lon dé duge tinh vao chi phi hop ly, hop 1€ thi phai

T

1ap “Bang ké mua hang hoa mua vao khéng c6 hoa don” (Mau s6 04/GTGT) theo quy
dinh cua Luat thué)

2. Phuong phap va trach nhiém ghi
Géc bén trai cua Bang ké mua hang ghi rd tén don vi (hodc dong déu don vi), bo
phan su dung Bang k€ mua hang. Bang ké mua hang phai dong thanh quyén va ghl 56

ting quyen dung trong 1 nam. Moi quyén “Bang ké mua hang” phai duoc ghi s6 lién
tuc tir dau quyén dén cubi quyén.

Ghi 13 ho tén, dia chi hodc noi lam viéc cta nguoi truc tiép mua hang.

Cot A, B, C, D: Ghi sb thir tu, tén, quy cach, phim chat, dia chi mua hang va
don vi tinh cda ting thir vat tu, cong cu, dung cu, hang hoa.

Cot 1: Ghi sb luong ctia mdi loai vt tu, cong cu, dung cu, hang hoa di mua.

Cot 2: Ghi don gia mua cta ting thir vat tu, cong cy, dung cu, hang hoa dd mua.

Cot 3: Ghi sb tién ciia tirng thir vat tu, cong cu, dung cu, hang hoa dd mua (Cot 3
=Cot 1 x Cot 2).

Dong cong ghi tong so tién da mua cac foai vat tu, cong cu, hang héa ghi trong
Bang.

Cac c6t B, C, 1, 2, 3 néu con thira thi duge gach 1 dudng chéo tir trén xuéng.

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

Sau khi 18p xong, nguoi mua ky va chuyén cho ké toan trudng soat xét, ky vao
Bang ké mua hang. Ngudi di mua phai chuyén “Bang ké mua hang” cho giam doc
hoac ngudi duge uy quyén duyét va lam thi tuc nhap kho (néu c6) hoic giao hang cho
ngudi quan ly su dung.

Lién 1 luu, lién 2 chuyén cho ké toan 1am thu tuc thanh toan va ghi sé.

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 cy, dung
cu xudt kho trong thang theo gia thuc té va gia hach toan va phan bd gia tri nguyén
liéu, vat liéu, cong cu, dung cu xuat dung cho cac ddi tugng sir dung hang thang (Ghi
C6 TK 152, TK 153, Ng céc tai khoan lién quan), Bang nay con ding dé phan bd gia
tri cong cu, dung cu xuat dung mét l4n c6 gia tri 16n, thoi gian sir dung dudi mot nam
hoac trén mdt nam dang dugc phan anh trén TK 242.

2. Phuwong phap va trach nhiém ghi

- Bang gom cac ¢4t doc phan anh cac loai nguyén liéu, vat liéu va céng cu, dung
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cu xuat dung trong thang tinh theo gia hach toan va gia thuc té, cac dong ngang phan
anh cac doi tugng st dung nguyén liéu, vat liéu, cong cu, dung cu.

- Can ctr vao céc chimg tir xuat kho vat li€u va hé so6 chénh Iéch gilta gid hach
todn va gia thuc té cua tung loai vat li€u dé tinh gia thuc t€ nguyén li€u, vat liéu, cong
cu xuat kho.

~ Gia tri nguyén li€u, vat liéu, cong cu, dung cu xuét kho trong thang theo gia thuc
té phan anh trong Bang phan bd nguyén liu, vét liéu, cong cu, dung cu theo timg dbi
tuong sir dung dugc dung lam can cir dé ghi vao bén Cé cac Tai khoan 152, 153, 242
ctia cac Bang ké va s6 ké toan lién quan tuy theo hinh thirc ké toan don vi ap dung (S6
Cai hoac Nhat ky - S6 Cai TK 152, 153,...). S liéu ctia Bang phén bd nay dong thoi
dugc str dung dé tap hop chi phi tinh gia thanh san pham, dich vu.

II1I. CHI TIEU BAN HANG
BANG THANH TOAN HANG PAI LY, KY GUI
(Mdu s6 01 - BH)

1. Muc dich: Phan anh tinh hinh thanh toan hang dai ly, ky giri gitra don vi ¢6
hang va don vi nhén ban hang, la chimg tir d€ don vi c6 hang va don vi nhan ban hang
dai ly, ky guri thanh toan tién va ghi s6 ké toan.

2. Phwong phap va trach nhiém ghi

- Ghi r6 tén, dia chi hodc déng ddu don vi nhan ban hang dai ly, ky gt & goc
trén bén trai.

- Ghi 15 sb, ngay, thang, nam lap bang thanh toan hang dai ly, ky gui.

- Ghi 5 sb hiéu, ngay, thang, nam ctia hop ddng ban hang dai ly, ky gui.

Muc I Thanh toan sé hang dai ly, ky giri:

T Cot A, B, C: Ghi sb thar tu va tén, quy cach, phém chit, don vi tinh cla san

pham, hang hoéa nhan dai ly, ky gui.

+ Cdt 1: Ghi sé luong hang con ton cubi ky trude.

+ Cot 2: Ghi sb luong hang nhan dai ly, ky gt ky nay.

+ Cot 3: Ghi téng sb luong hang nhén dai ly, ky guri tinh dén cubi ky nay gdm

s6 luong hang ton ky truéc chua ban va sé lugng hang nhan ky nay (Cot 3 = cot 1+
cot 2).

+ Cot 4, 5, 6: Ghi s luong, don gia va sb tién cua hang hoa dé ban phai thanh
toan cua ky nay. Pon gia thanh toan 1a don gia ghi trong hop ddng ban hang dai ly, ky
g gitra bén cd hang va bén nhéan hang.

+ Cbt 7: Ghi sb hang héa nhan dai ly, ky giri con tdn (tai qudy, tai kho) chua
ban duoc dén ngay lap bang thanh toan.

Dong cdng: Ghi tdng s tién phai thanh toan phat sinh ky nay.
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Muc II: Ghi s tién bén ban hang dai ly, ky gti con ng chua thanh toan voi bén
c6 hang dén thoi diém thanh toan ky nay.

Muc III; Ghi s6 tién bén ban hang dai ly phai thanh toan vé&i bén c6 hang dai IV
mdi nha‘r sinh dén ky nay (Muc IIT = Muc 11 + cot 6 cua Muc 1).

- Muc IV: Ghi §o tién bén c6 hang dai ly phai thanh toan vdi bén ban hang dai ly
vé sO thué ndp ho, tién hoa hong, chi phi khéc, ...(néu co).
Muc V: Ghi s6 tién bén ban hang dai Iy thanh toan cho bén c6 hang dai ly ky
nay (ghi rd so tién mat va tién séc).
- Muc VL Ghi s tién bén ban hang dai ly con no bén ¢ hang dai ly dén thoi
diém thanh toan (Muc VI = Muc III - Muc IV - Muc V).
Bang thanh toan hang dai ly, ky gui do bén nhan ban hang dai ly, ky gui 1ap
thanh 3 ban. Sau khi 14p xong, nguoi lap ky, chuyen cho ké toan truong hai bén soat
xét va trinh giam déc hai bén ky duyét dong dau, mét ban iuu & noi 1ap (phong ké

hoach hodc phong cung ti€u), 1 ban luu & phong ké todn dé 1am chimng tir thanh toan
va ghi s0 ké toan, 1 ban gtri cho bén c6 hang dai ly, ky gui.

THE QUAY HANG
(Mdu s6 02 - BH)

1. Muc dich: Theo dbi s6 lugng va gia trj hang hoa trong qua trinh nhan va ban
tai quiy hang, giup cho nguoi ban hang thuong xuyén nam dugc tinh hinh nhap, xuét,
tn tai quay, lam cin ca dé kiém tra, quan ly hang hoa va lap bang ké ban hang timng

ngay (ky).

2. Phuong phap va trach nhiém ghi

- Ghi 15 ho tén, dia chi hoic déng dau co quan vao géc trén bén trai.

- Ghi sb thé.

- Ghi rd tén he‘mg, quy cach, don vi tinh va don gia cua hang hoa.

M01 thé quay hang theo d6i mét mét hang, khong ghi nhimg mat hang khac
nhau v& quy cach, phidm chat vao cling mot thé.

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

- Cot 1: Ghi sb lugng hang héa t6n dau ngay (ca).

- Cot 2: Ghi sb lugng hang héa tir kho nhdp vao quay trong ngay (ca).

- C6t 3: Ghi s6 lugng hang héa nhép trong ngay (ca) tir nhimg ngudn khac
khéng qua kho cua don vi.

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

- Cot S: Ghi s6 lugng hang héa xuét ban trong ngay (ca).

- C6t 6: Ghi s6 tién thu dugc cta s6 hang hoa ban trong ngay (ca).

- Cot 7, 8: Ghi sb luong va gia tri hang hoa xuét ra vi cac muc dich khac khong
phai ban trong ngay (ca).
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- C6t 9: Ghi s6 luong hang tdn lai quiy hang vao cudi ngay (ca).
Cubi thang cong thé quay hang dé 1ap bao cdo ban hang.

Theé nay do nguoi ban hang gilr va ghi hang ngay (ca), trudc khi sir dung phai
dang ky vdi ké toan.

IV- CHI TIEU TIEN TE

1. Muc dich: Theo dai tinh hinh thu, chi, tdn quy céac loai tién mat, ngoai té, va
cac khoan tam ng, thanh toan tam Ung cua don vi, nham cung cap nhitng thong tin
can thi€t cho ké toan va ngudi quan ly cia don vi trong linh vuc tién t€.

2. No¢i dung: Thudc chi tiéu tién t€ gdm cac biéu mau sau:

- Phiéu thu M3u s6 01-TT
- Phiéu chi Mau sb6 02-TT
- Gidy dé nghi tam mg Mau sb 03-TT
- Gi4y thanh toan tién tam g Mau s6 04-TT
- Gidy d& nghi thanh toan Miu s6 05-TT
- Bién lai thu tién Mau sb 06-TT
- Bang ké vang bac, kim khi quy, da quy Mau s6 07-TT
- Bang kiém ké quy (Dung cho VND) Mau sé 08a-TT
- Bang kiém ké quy (Dung cho ngoai té) Mau s6 08b-TT
- Bang ke chi tién M3u s6 09-TT
PHIEU THU

(Mau s6 01- TT)

1. Muc dich: Nham x4c dinh s tién mat, ngoai té,... thuc té nhap quy va lam
cin cir dé thu quy thu tién, ghi s6 quy, ké toan ghi s6 cac khoan thu cé lién quan. Moi
khoan tién Viét Nam, ngoai té nhap qu¥y deéu phai cé Phicu thu.

Péi vai ngoai té trude khi nhdp quy phai dugc kiém tra va lap “Bang ké ngoai
té" dinh kém vd&i Phiéu thu.

2. Phuong phap va trach nhiém ghi

- Géc trén bén trai cta Phiéu thu phai ghi rd tén don vi va dia chi don vi.

- Phleu thu phai dong thanh quyen va ghi s6 timg quyen dung trong 1 nam.
Trong mdi Phiéu thu phai ghi s& quyén va sé cua tirng Phiéu thu. $6 phiéu thu phai
danh lién tuc trong 1 ky ké toan. Tung Phiéu thu phai ghi rd ngay, thang, nam lap
phiéu, ngay, thang, nam thu tién.

- Ghi 18 ho, tén, dia chi ngudi ndp tién.

97



- Dong “Ly do nép'’ ' ghi 13 ndi dung ndp tién nhu: Thu tién ban hang hoa, san
phdm, thu tién tam Gng con thira,..

- Dong “Sé tién": Ghi bang sO va bang chit s6 tién ndp qu¥. ¢hi ré don vi tinh
la ddng VN, hay USD ...

- Dong tiép theo ghi s6 lugng chimg tir gbc keém theo Phiéu thu.

Phiéu thu do ké toan 1ap thanh 3 lién, ghi day du cac noi dung trén phiéu va ky
vao Phiéu thu, sau d6 chuyén cho ké toan truong soat xét va ‘giam déc ky duyét,
chuyen cho thu quy 1am thu tuc nhdp quy. Sau khi da nhan du s6 tién, thi quy ghi s6
tién thuc té nhap quy (bang chir) vao Phiéu thu trudc khi ky va ghi ré ho tén.

Thu quy gitr lai 1 lién dé ghi sé quy, 1 lién giao cho nguoi nop tién, 1 lién luu
noi lap phleu Cudi ngay toan bd Phiéu thu kém theo chimg tir gdc chuyén cho ké toan
dé ghi s6 ké toan.

Chuy:
+ Néu la thu ngoai t¢ phai ghi 15 ty gia tai thoi diém nhap quy dé tinh ra tong sb
tién theo don vi dong dé ghi s6.

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

1. Muc dich: Nhﬁ{n xac dinh cac khoan ,tién mat, ngoai t€ thuc té xudt quy va
lam cén cir dé tha quy xuat quy, ghi s6 quy va ké toan ghi s6 ké toan.

2. Phwong phap va trach nhiém ghi

Goc trén bén trai cua ching tir ghi o tén don vi va dia chi don vi.

- Phiéu chi phai dong thanh quyén, trong mdi Phiéu chi phai ghi sd quyén va sb

ctia tirng Phiéu chi. S6 phiéu chi phai danh li€n tuc trong 1 ky ke toan. Timg Phiéu chi
phai ghi & ngay, thang, nam lap phiéu, ngay, thang, nim chi tién.

- Ghi 6 ho, tén, dia chi ngudi nhan tién.
- Dong “Ly do chi" ghi 6 ndi dung chi tién.

- Dong “S6 tién": Ghi bang sb hodc bang chir sé tién xuit quy, ghi 15 don vi
tinh 12 ddng VN, hay USD ...

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

Phiéu chi duoc 1ap thanh 3 li€n va chi sau khi ¢6 du chir ky (Ky theo timg lién)
cia ngudi lap phiéu, ké toan _truong, giam doc thi quy méi dugc xuat quy. Sau khi
nhan du s6 tién ngudi nhén tién phai ghi sb tién di nhan bang chix, ky tén va ghi rd ho,
tén vao Phiéu chi.

Lién 1 Ivu & noi lap phiéu.
Lién 2 thu quy dung dé ghi sé quy va chuyén cho ké toan cling véi ching tir
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gbc dé vao so6 keé toan.
Lién 3 giao cho ngudi nhan tién.
Chu y:

+ Neu la chi ngoai t€ phai ghi r6 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 gui ra ngoai doanh nghiép phai déng dau.

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

1. Muc dich: Gidy d& nghj tam @mg 1a can ci dé xét duyét tam (g, 1am thu tuc
lap phi€u chi va xuat quy cho tam Ung.

2. Phwong phap va trach nhiém ghi

Géc trén bén trai cia Gidy dé nghi tam tng ghi rd tén don vi, tén bo phan. Gidy
dé nghi tam tng do ngudi xin tam ung viét 1 lién va ghi rd gui gidm doc doanh
nghiép (Ngudi xét duyét tam (tng).

- Ngudi xin tam tng phai ghi rd ho tén, don vi, bd phan va sb tién xin tam ing
(Viét bang s6 va bang chi).

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

- Thoi han thanh todn: Ghi rd ngay, thang hoan lai sb tién d4 tam (ng.

Gidy d& nghi tam ting duoc chuyén cho ké toan truong xem Xxét va ghi y kién dé
nghi glam dbc duyét chi. Can cu quyct dinh ctia giam dbc, ké toan lap phiéu chi kém
theo gidy d& nghi tam tng va chuyén cho thi qu¥ lam thu tuc xuét quy.

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

1. Muc dich: Gidy thanh toan tién tam Ung la bang liét ké cac khoan tién da
nhén tam (g va céc khoan da chi cuia ngudi nhan tam Ung, lam cin ck thanh toan s6
tién tam (mg va ghi s6 ké toan.

2. Phwong phap va trach nhiém ghi

Goc trén bén trai cua Glay dé nghi tam (mg ghi rd tén don vi, tén bd phan. Phin
dau ghi rd ngdy, thang, nim, so hiéu clia gidy thanh toan tién tam tng; Ho tén, don vi
nguoi thanh toan.

Cin cir vao chi tiéu cia cot A, ké toén ghi vao cdt 1 nhu sau:

Muc I- So tién tam virng: Gom s ti€n tam ung céc ky trudc chua chi hét va s6
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tam ung Ky nay, gbdm:

Muc 1: S6 tam tmg cac ky trudc chua chi he‘g: Can ctr vao dong s6 du tam (g
tinh dén ngay l1ap phicéu thanh toan trén s6 ké toan dé ghi.

Muc 2 : S6 tam tng ky nay: Can cir vao cac phiéu chi tam img dé ghi, mdi
phiéu chi ghi 1 dong.

Muc II- 86 tién da chi: Can cit vao cac chimg tir chi tiéu ctia ngudi nhan tam
irng dé ghi vao muc nay. Moi ching tir chi tiéu ghi 1 dong.

Muc III- Chénh léch. 1.a s6 chénh léch gilta Muc I va Muc 1.

- Néu s6 tam tng chi khong hét ghi vao dong 1 cua Muc II1.

- Néu chi qua s6 tam tng ghi vao dong 2 ciia Muc III.

Sau khi lap xong gidy thanh toan tién tam tng, ké toan thanh toan chuyén cho

ké toan trudng soat x€ét va giam dbc doanh nghiép duyét. Gidy thanh toan tién tam ung
kém theo chimg tir gbc duoc ding 1am cin cir ghi s6 ké toan.

Phan chénh léch tién tam ung chi khong hét phai lam tha tuc thu héi nép quy
hoic trir vao luong. Phén chi qua s6 tam Umg phai lam thu tuc xuét quy tra lai cho
ngudi tam (mg. Chitng tir gbc, gidy thanh toan tam img phai dinh kém phiéu thu hosc
phiéu chi c6 lién quan.

GIAY PE NGHI THANH TOAN
(Miu sé 05 - TT)

1. Muc dich: Gidy dé nghi thanh toan ding trong truong hop da chi nhung
chua dugc thanh todn hodc chua nhén tam umg d€ tong hop céac khoan da chi kem theo
ching tir (n€u c6) dé 1am tha tuc thanh toan, [am can cir thanh toan va ghi so ké toan.

2. Phurong phap va trach nhiém ghi
Goc trén bén trai cua G1ay dé nghi thanh toan ghi 1 tén don vi, b phan. (nay

dé nghj thanh toan do ngudi dé& nghj thanh toan viét 1 lién va ghi r6 giri giam dbc
doanh nghiép (Hodc ngudi xét duyét chi).

- Ngudi dé nghi thanh toan phai ghi rd ho tén, dia chi (don vi, b6 phén) va s6
tién dé nghj thanh toan (Viét bang s va bang chix).

- N6i dung thanh toan: Ghi rd ndi dung dé nghi thanh toan.
- Gidy dé nghi thanh to4n phai ghi r5 s6 luong chimg tir gbc dinh kém.

Sau khi mua hang hoac sau khi chi tiéu cho nhitng nhi€ém vu dugc giao, nguai
mua hang hodc chi tiéu lap gidy d& nghi thanh toan. Gléy dé nghi thanh toan duoc
chuyén cho ké toan truong soat xét va ghi y kién de nghi giam déc doanh nghiép
(Hoac ngudi duge uy quyen) duyét chi. Can cu quyet dinh cta giam déc, ké toan lap
phiéu chi kém theo gidy dé nghj thanh toan va chuyén cho thii quy lam thu tuc xuét

quy.
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BIEN LAI THU TIEN
(Mau sb 06- TT)

1. Muc dich: Bién lai thu tién 1a gidy bién nhén cua doanh nghi€p hodc ca nhan
da thu tién hodc thu séc ciia ngudi ndp lam can cir d€ 1ap phicu thu, ndp tién vao quy,
dong thoi dé ngudi ndp thanh todn véi co quan hodc luu quy.

2. Phwong phap va trach nhiém ghi

Bién lai thu tién phai dong thanh quyen phai ghi rd tén don vi, dia chi cua don

vi thu tién va dong diu don vi, phai danh s6 tirng quyén. Trong mdi quyén phai ghi o
sé hiéu ctia timg t& bién lai thu tién lién tuc trong 1 quyén.

Ghi r5 ho tén, dia chi ciia ngudi ndp tién.

- Dong “Néi dung thu” ghi r5 néi dung thu tién.

- Dong “S4 tién thu” ghi bang s§ va bang chir sé tién ndp, ghi & don vi tinh la
“dong” hoac USD...

Néu thu bang séc phai ghi rd sd, ngdy, thang, nam cla t& séc bat ddu luu hanh
va ho tén ngudi sir dung séc.

Bién lai thu tién dugc 1ap thanh hai lién (Dat gidy than viét mét lan).
Sau khi thu tién, ngudi thu tién va ngudi ndp tlen cung ky va ghi rd ho tén dé

xéac nhan s6 t1en d3 thu, d3 ndp. Ky xong ngudi thu tién luu 1 lién, con lién 2 giao cho
ngudi nop tién gitr.

Cqéi ngay, ngudi duge don vi giao nhiém vu thu tién phai can cir vao ban bién
lai Tuu dé 1ap Bang ke bién lai thu tién trong ngay (Néu thu séc phai 1ap Bang ké thu
séc riéng) va ndp cho ké toan dé ké toan lap phiéu thu lam thu tuc nhép quy hogc lam

thi tuc ndp ngan hang. Tién mat thu duoc ngay nao, ngudi thu tién phai ndp quy ngay
do.

Bién lai thu tién 4p dung trong cac trudong hop thu tién phat, 1¢ phi, ngoai phap
[uét phi, 1€ phi... va cac truong hop khach hang ndp séc thanh toan véi cac khoan ng.

BANG KE VANG BAC, KIM KHi QUY, PA QUY
(M3au sb 07- TT)

1. Muc dich: Bang ké vang bac, kim khi quy, d4 quy dung dé liét ké sb vang
bac, kim khi quy, da quy cua don vi, nhim quan ly chat ché, chinh xéc cac loai vang
bac, kim khi quy, da quy c6 tai don vi va lam can cir cing véi chimg tir gbc dé lap
chumg tir ké toan.

2. Phuwong phap va trach nhiém ghi
Cot A, B: Ghi sb thir tur va tén, loai, qui cach, phém chét clta vang bac, kim khi
quy, da quy...
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Cot C: Ghi don vi tinh: gam, chi, Kg.

Cot 1: Ghi sb luong cua tung loai.

(0t 2: Ghi don gia cua timg loai.

Cot 3: Bang 6t 1 nhan ( x ) cot 2.

Ghi chi: Khi cén thiét, tai cot B c6 thé ghi 16 ky hiéu cia loai vang bac, kim
khi quy, da quy.

Bang ké phai c6 day du chit ky va ghi rd hg tén nhu qui dinh.

BANG KIEM KE QUY
(Dung cho VND)
(MAu sb 08a-TT)

1. Muc dich: Bang kiém ké qu§ nhim xac nhén tién bang VND tén quy thuc té
va sb thira, thiéu so véi s6 quy trén co s¢ do tang cuong quan ly qu¥ va lam co sé qui
trach nhiém vt chat, ghi sé ké toan s6 chénh léch.

2. Phwong phap va trach nhiém ghi

Goc trén bén trai cua Bién ban kiém ké qu¥ tién mat phai ghi ro tén don vi
(hoac déng dau), bo phén.

Viég kiém ké quy duogc tién he‘mh’ dinh ky vao cubi thang, cudi qui, cudi nam
hoac khi can thiet c6 the kiém k€ ddt xuat hodc khi ban giao quy. Khi tién hanh kiém
ké phai iap Ban kiém ké, trong d6, thi quy va ké toan tién mat hodc ké toan thanh
toan la cac thanh vién. Bién ban kiém ké quy phai ghi ro sd hiéu chimg tir va thoi
diém k1em ké (....gi0 ....ngay ....thang ....ndm .....). Trudc khi klem 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 keé.

- Khi tién hanh kiém ké phai tién hanh kiém ké riéng timg loai tién c6 trong
quy.

- Dong “S6 du theo s6 quy": Can cir vao s6 tdn quy trén sé quy tai ngdy, gio
cong so6 kiem ké quy dé ghi vao cot 2.

- Dong “S6 kiém keé thuc t€": Cén cir vao s6 kiém ké thuc té dé ghi theo timg
loai tién vao c6t 1 va tinh ra tong so tién dé ghi vao cot 2.

- Dong chénh léch: Ghi s6 chénh léch thira hodc thiéu giira s6 du theo sé quy
v&i so kiem ke thuc te.

Trén Bang kiém ké quy can phai xac dinh va ghi rd nguyén nhan gay ra thura
hodc thiéu quy, c6 y kién nhan xét va kién nghl ciia Ban kiém ké. Bang kiém ké quy
phai c6 chir ky cua thu quy, Truong ban kiém ké va ké toan truong. Moi khoan chénh
1éch quy déu phai bao cao giam doc doanh nghiép xem xét giai quyeét.

Bang kiém ké qu¥ do ban kiém ké quy lap thanh 2 ban:
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- 1 ban luu & tha quy.

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

BANG KIEM KE NGOAI TE, VANG BAC, KIM KHI QUY, PA QUY
(Mau s6 08 b-TT)

1. Muc dich: Bién ban nham xac nhén tién ngoai té, vang bac, kim khi quy, da
quy, ... ton thuc té va sb thira, thiéu so vai sd ké toan trén co s& d6 tang cudng quan ly
ngoai t&, vang bac, kim khi quy, d4 quy va lam co s& qui trach nhiém vat chat, ghi s6
ké toan sb chénh léch.

2. Phuwong phap va trach nhiém ghi

Goc trén bén trai ghi tén don vi, b phén. Viéc kiém k€ ngoai t€, vang bac, kim
khi quy, da quy dugc tién hanh dinh ky vao cubi thang, cudi qui, cudi nam hodc khi
can thiét c6 the kiém ké dot xuat hodc khi ban giao ngoai t¢, vang bac, kim khi quy,
da quy. Khi tién hanh kiém ké phai lap ban kiém ké, trong dé, thu quy hodc ngudi
quan ly ngoai t€, vang bac, kim khi quy, d4 quy va ké toan hang tén kho (vang bac,
kim khi quy, d4 quy la hang tdn kho) hoic ké toan dau tu khac (vang bac, kim khi
quy. da quy khong phai 1a hang tdn kho) 14 cac thanh vién.

Bién ban kiém ké qu§ phai ghi r& sé hiéu ching tir va thoi diém kiém ké (...gio
..... ngdy ....thang ....nam .....). Trudc khi kiém ké ngoai t&, vang bac, kim khi quy, da
quy, thi quy hodc ngudi co trach nhiém quéan ly vang bac, kim khi quy, da quy phai
ghi sb tt ca cac chimg tir ké toan va tinh s6 du tdn ngoai t&, vang bac, kim khi quy, da
quy dén thoi diém kiém keé.

- Khi tién hanh kiém ké phai tién hanh kiém ké riéng timg loai ngoai té, vang
bac, kim khi quy, da quy hién cé nhu: ngoai t¢, vang bac, kim khi quy, da quy.

- Dong “S6 du theo sb ké toan": Can clr vao :sé quy cua tha quy hodac s6 theo
dai chi tiét hang ton kho, dau tu khéc tai ngay, gio kiém ké quy dé ghi vao cot 2, 4.

- Dong “Kiém ké thuc t8": Cén cir vao sb kiém ké thuc té dé ghi theo ting loai
ngoai té, vang bac, kim khi quy, da quy.

- Dong chénh 1éch: Ghi sé chénh léch thira hozc thiéu gilta s6 du theo sb ké
toan vai sO ki€m ké thuc te.

Trén Bang kiém ké ngoai t&, vang bac, kim khi quy, da quy can phai xac dinh
va ghi rd nguyén nhén gy ra thira hoic thiéu, c6 ¥ kién nhan xét va kién nghi cua Ban
kiém ké. Bang kiém ké ngoai té, vang bac, kim khi quy, da quy phai c¢6 chit ky (ghi rd
ho t€n) cua thu quy hodc nguoi co trach nhiém quan ly vang bac, kim khi quy, da quy,
truong ban kiém ké va ké toan truong. Moi khoan chénh 1éch quy déu phai bao cdo
giam ddc doanh nghiép xem xét giai quyét.

Bang kiém ké ngoai té, vang bac, kim khi quy, da quy do ban kiém ké lap thanh
2 ban:

- 1 ban luu & thu quy hodc nguoi 6 trach nhiém quan ly vang bac, kim khi quy,
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da quy
- 1 ban luu & ké toan quy hoac ké toan hang t6n kho, cac khoan dau tu khac cua
doanh nghiép.

BANG KE CHI TIEN
(M&u s6 09-TT)

1. Muc dich: Ban0 ké chi tién 1a bang liét ké cac khoan tién da chi, lam can cur
quyét toan cac khoan tién da chi va ghi sb ké toan.

2. Phwong phap va trach nhiém ghi

Géc trén bén trai ghi rd tén don vi. Phan dau ghi ro ho tén, bd phan, dia chi cua
ngudi chi tién va ghi ré ndi dung chi cho cong viéc gi.

- C6t A,B,C,D ghi 15 s6 thir tu, s6 hiéu, ngay, thang chimg tir va dién giai noi
dung chi cua timg ching tir.

- Cot 1: Ghi s6 tién.

Bang ké chi tién phai ghi r5 téng sb tién bing chir va sé ching tir gbc dinh

$

23
Q-
N
=
=

Bang ké chi tién d<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>