Gido trinh Nguyén Ly Ké Todn Tai lieu luu hanh ndi bo
Chuong 6
SO SACH VA HINH THUC KE TOAN

1. SO KE TOAN :

1. Khdi ni¢m, y nghia sé ké todn.

a. Khdi niém:

Vé 1y thuyét cling nhu trong thyc t&€ 'ng dung déu cho ring: S6 ké todn la sy biéu hién
vdt chdt cu thé ciia phuwong phdp tai khodn va ghi chép trén sé ké todn la sy thé hién
nguyén Iy ciia phiong phdp ghi s6 kép. Nhu vay khai niém nay cho ngudi ta hi€u: Cd s
dé xay dung s6 k& todn va k¥ thuat ghi s6 k& todn 1a phuong phdp ddi ¥ng tai khodn; tai
khodn 12 c6t 16i d€ tao thanh s6 k& todn vé: K&t ciu, noi dung cling nhu phuong phép ghi
chép.

Trén géc dd tng dung sd trong cong tic k€& todn cé thé dinh nghia: S6 ké todn la mot
phuong tién vdt chdt co bdn, can thiét dé nguoi lam ké todn ghi chép, phdn dnh mét cdch
co hé théng cdc théng tin ké todn theo thoi gian ciing nhu theo doi tugng. Ghi s6 k€ todn
dugc thira nhan 12 mdt giai doan phan 4nh cla k& todn trong qué trinh cong nghé sdn xuat
thong tin k&€ todn. SG k& todn c6 thé 1a mot tJ r5i ¢6 chiic ning ghi chép ddc 1ap hoic c6
thé 12 mot quyén s6 bao gdm nhiéu tJ rdi tao thanh d€ thuc hién mot chic ning phan dnh
quy dinh cta hé thong hach todn. Nhu vay sd tJ rdi hay s6 quyén déu phai tuin thi
nguyén 1y k&t cAu nhat dinh c6 ndi dung hoic chi ti€t, hodc tong hgp d€ phan 4nh va hé
thdng héa céc thong tin da dugc ching tir héa mot cach hgp phdp va hgp 1y theo tié€n trinh
ghi chép ctia k& todn.

b. Y nghia ciia s6 k& todn:

S8 k& toan cé nhiéu tdc dung ddi véi cong tdc k€ todn trén thuc tién 4p dung.
Nghiép vu kinh t& sau khi da dugc 1ap ching tir theo quy ché clia hach todn ban diu, cin
phai dugc sip x&p lai theo yéu cau st dung thong tin clia ngudi quin 1y: hoic theo thdi
gian, hoic theo d6i tuong, hoic téng hdp hoic chi tiét. Mic dui thong tin ghi chép bing s&
sdch k€ toan chua dugc x 1y tinh loc theo chi tiéu cung cap, nhung bing viéc phan loai
s6 liéu k€ todn tir chitng tir vao hé thdng cic loai s6 k& todn theo muc dich ghi chép cilia
mdi loai s6 sé cung cAp thong tin cho chi dao hoat dong kinh doanh hang ngay. Tai cong
doan ghi s6 k& todn s& cho biét thong tin cAn quin ly v& mdt ddi tugng (thu chi tién mit;
nhip vat tu, hang héa; ting gidm tai sdn c6 dinh; doanh thu bdn hang, chi phi cho hoat
dong san xuit, ban hang, mua hang...), ma ban than chitng tir k€ todn khong thé cung cip
dugc.

Trong qué trinh ciin ci chiing tir @€ dinh khoan k& todn, thi qué trinh dinh khodn ciing
da dugc ghi nhan 1én s6 k€ todan. Tuy nhién, van dé dén d6 chua hoan tit. Vi viéc dinh
khodn bao gébm nhiéu tai khodn khdc nhau thé hién bi€n dong von va ngudn khic nhau.
Nhung néu phai trd 15i cho ciu hdi “Téng phat sinh bén c6 clia Tai khodn Phai trd ngudi
ban 13 bao nhiéu ?” thi k&€ todn phai thiét 1ap s6 trong d6 chi ghi nhan PS Ng va PS C6

ctia chi Tai khodn phai trd ngudi ban.

2. Cdc loai s6 ké todn
La mot phuong tién d€ ghi chép c6 hé thong thong tin k& todn trén cd s§ chitng tir
gdc, ching tir k& todn khic hop 1y, hgp phdp, sd k€ todn cin c6 nhiéu loai d€ phin dnh
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tinh da dang, phong pht ctia ddi tugng hach todn. Hé thong héa theo thdi gian va theo doi
tugng cu thé tdng hop hoic chi ti€t 1a dic trung cd ban cla s6 xét vé muc tiéu md sd ciing
nhu cich thitc k&t ciu cla s6 d€ ghi chép phan 4nh d6i tugng. PE st dung hé thong cic
loai s& c6 dic trung k&t cAu, ndi dung phdn 4nh va hinh thic biu hién khic nhau, can
phdi phan loai s8 theo tiéu thic riéng, tir d6 c6 thé chon cich md s6 thich hop, ddm bio
hiéu qua chung clia cong tic k& todn trén sd va trong cic giai doan tiép theo.

- Phin loai s8 theo phuong phap ghi, tinh chat hé thong héa phin dnh s6 lidu ta cé
3 loai s6 chii y&u: S8, Nhat ky, sd C4i va sd Nhatky - S6 cdi

S6 nhat ky 12 s mé d€ ghi cdc nghiép vu phat sinh theo thi ty thdi gian. Phuong
phép ghi trén s6 Nhat ky 13: Cac Nghiép vu sau khi da dugc 1ap chitng tit hgp 1y, hop 18,
dudc sip x&p theo thi tu thdi gian x4y ra nghiép vu dé ding ky ghi vio s& Nhat ky 1a:
Tinh thSi gian cda thong tin; khong phan loai theo ddi tugng phdn dnh trén s6; khong
phan 4nh s§ du dau ky, cudi ky cda tai khodn trén s6 Nhat ky; chi phdn 4nh s& bién dong
cla cdc doi tugng - goi 1a s6 phdt sinh; tinh chit sao chup nguyén ven thong tin tit ching
tf mot cdch c6 hé thong. Mau Nhat ky thudng c¢6 dang c¢d ban sau:

S6 nhat ky véi chifc niang luu gift lai lich s& liéu k€ todn trén cin ct ching tir k&
to4n, nén theo thong 1& s6 Nhat ky dudc luu giit trong thdi gian t8i thi€u 12 10 nim hoat
dong lién tuc clia don vi k& todn.

bon vi... SO NHAT KY CHUNG MAu s6 S03a-DN
Dia chi... Nam 20....
. Chiing tir x N o S6 hiéu So PS
Ngay = : Dién | Paghi | S0 TT
< .| SO Ngay o . X TK )
vao so . - giai SO cai Dong . N¢ Co
hiéu thang Doi ing

Téng

S6 Cdi 1a s6 k& toan cdc nghiép vu phat sinh theo d6i tugng phan dnh; mdi ddi
tugng duge phan dnh trén s8 ci riéng. Khac véi Nhat ky, ghi s6 C4i 1a ghi s6 liéu k€ todn
lién quan d€n mot ddi tugng hoic tdng hdp, hoic chi ti€t (S6 quy; SG tién gli ngan hang;
S6 C4i tai khodn vat liéu; SG cdi tai sdn cd dinh; s6 Cdi tai khodn doanh thu ban hang...).
Trén mdi s6 Céi (hodc t5 rdi hoic s6 quyén, hoidc chi ti€t, hodc tdng hop) déu thé hién
céc dic trung cd ban 1a: s6 m3 cho mot tai khodn hoic mot so tai khodn lién quan mat
thi€t v6i nhau; s& ghi chép ca s& du va s6 bi€n dong ting, gidm clia d6i tugng md sd; SE
ghi chép dinh ky, khong ghi nhat ky; s6 liéu k€ toan ghi chép trén sd céi ciing 1a s liéu
da dugc phan loai va hé thong héa theo d6i twgng (tai khodn hoidc chi tiéu quan Iy dugc
tinh todn theo 1 sd tai khodn...)

Maiu cdi s6 thudng c6 két cAu don gidn nhu sau
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bon vi...
SO CAI Miu s6 S02¢1-DN
bia chi... Tai Khoan: Tién miit.
S6 hiéu: 111
Néam 20....
Chiing tir Tai So tién
S& hicu Ngay Dién giai k?o}ﬁln NG co Ghi chi
thang doi ing
S6 du diu k.

S6 phat sinh trong ky

A A
Tong cdng XXX XXX
S6 du cudi ky XXX

R

S6 cdi theo thong 1é khong bit budc phdi m3 d€ thuc hién quy trinh hach to4n. Tuy
vay viéc st dung s6 cdi trén thyc t€ c6 nhiéu tic dung vé quan Iy ciing nhu thuc hién
nghiép vu hach todn; ghi s6 cdi sau khi ghi Nhat ky gitip cho viéc tu ki€m sodt hoat dong
dudc ting cudng; lam cho viéc xt 1y thong tin cho quin 1y vé mdt ddi tugng s& nhanh
chéng hon; budc ghi s cdi tao nhiéu thuin Idi cho cong tic k& todn cudi ky dé 1ap cic

bédo cdo s6 liéu ndi bo cling nhu bdo cdo tai chinh cho ngudi quin ly bén ngoai.

S8 lién hgp: Nhat ky s8 cdi 1a s8 k&t hgp két cAu, ndi dung va phuong phin dnh
vira theo thdi gian, vira theo hé thdng, trong st dung, s6 nay c6 nhiéu miu két cdu khic
nhau tlly theo hinh thifc s8, song dic trung co ban clia s Nhat Ky s6 cdi la: trén mot trang
56, trong mdt qud trinh phan 4nh, s& liéu k& todn vira dudc ghi theo thi ty thdi gian vira
dudc ghi theo d8i tugng. Chitng tir khi vao s6 lién hop nay dugc sip x&p phan loai theo
thdi gian va riéng cho tirng ddi tugng. S6 Nhat ky s cdi thudng c¢é tén dich danh cho doi
ttgng md sd nhu: Nhat ky tai khodn quy, Nhat ky tién giti ngin hang; Nhat ky mua hang,
Nhat ky ban hang, Nhat ky chi phi, Nhat ky khiach hang, Nhat ky cdc nha cung cip v.v...

- Phan loai s6 theo tiéu thifc k&t cAu bén trong cia so, ta c6 cic loai: K&t cau kiéu
tai khodn (s6 ciu tric hai bén); s6 k&t cAu mdt bén Ng (hodc C6) cla tai khoan; s6 két

ciu ban cJ.

S6 két ciu hai bén ki€u tai khodn : S6 ki€u nay c6 hai cdch thi€t k&: Cach tha
nhat 12 thi€t k€ day di thong tin cho s6 tién Ng, sd tién C6 mdt tai khodn. Trong ng
dung, s k&t cdu ki€u hai bén cda tai khodn thudng ding dé€ phan 4nh nhitng ddi tugng
thanh todn khi cAn theo d6i mot tai khodn ng phét sinh dudc thuc hién & cdc thdi di€m
khdc nhau ghi trén cdc co s& chitng tir khdc nhau. Mau s& k&t cau theo cdch 1 nhu sau:
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SO NHAT KY - TAI KHOAN

Tai khoan: ..........
Nam: 20....
NO Cco

Chung tur x TK S6 Ching tr o TK N
Dién . R Dién - SO tién

S5 | Nea g | 900 ] U e | N i | 9o Ng

0
gay g ding Ng gay g dng 0
Cong

Theo céch thit hai: S& két cau ci s6 tién Ng, C6 clia tai khodn c6 thé gidn don bét
cdc cot dinh tinh cAn m§ trén s& cho d6i tugng nhu: Ching tir, dién gidi, tai khodn ddi
ting. SO tién Nog, C6 clia tai khodn hoic ddi tudng md s khac dugc dé mot phia cla sd.
(MAu s6 cdi TK).

S6 két cAu cot chi ti€t theo mdt bén Ng (hoic C6) ciia tai khodn thudng két cau
doc hoic ngang khi thé hién quan hé ddi tng trén sd.

Khi két cAu mot bén tién clia tai khoan theo ki€u doc ta c6 miu sb sau:

SO KE TOAN (Ki€u mot bén)
Nam ...

Chung tu TK déi tng So6 Chi ti€t No TK (C6)
Dién | vdiso tién | tién
SH NT gidi Ng (C6) Ng Muc | Muc | Muc | Muc
TK (C6)

Cong

: R A ~, ~ A A A N A ~ c A
Kiéu s0 k€t cau bén trong theo mot bén cla tai khodn thiét ké theo chi€u ngang
R R 1A N2 s A N R A 2 A e o ~ A s A Nt R
dé thé hién d6i ng chi ti€t ctia sO ti€n can phén dnh trén s6, hodc thé hién chi ti€t sb tién
[N ~ . ~ LN A z R R LN X X
cho tai khoan (So6 két cau nhi€u cdt) ta cé thé bi€u hién qua mau sau (Mau 5c)

bon vi ... SO KE TOAN Maiu s6 5c
Dia chi (ki€u nhiéu cot d6i ¥ng)
Nam

Ghi C6 (Ng) tai khoan ...

Ngay A x en A RN ) Cong sd tién C6
T, Chutng tu Di€n giai dong thai ghi Ng (Co)
vao so (Ng)

tai khodn sau
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S6 | Ngay
e N TK | TK | TK | TK
hi€u | thang

Cong

86 két cdu kiéu ban co: Theo nguyén tic thiét k& sd ki€u ban cd thi thudng: Tai
khodn d6i ¢ng véi nhau dudc quy tu & mdt & ban ¢ clia phan ghi s§ tién. Nhu vay, viéc
sip x&p tai khodn ghi Ng va tai khodn ghi C6 phai d€ hai phia: dong ctia s6 va cot cia so:
C6 thé d€ tai khodn ghi N¢ & dong s6 va tai khodn ghi C6 ddi ting & cdc cot clia s hoic
ngugc lai. Cach thi€t k& nay gidm bt nhiéu khdi lugng ghi s, va phan dnh chi s6 tién
clia mot bén cho mdt tai khodn hoic nhiéu tai khodn. Miu sé ki€u ban c¢d c6 thé biéu
dién duéi dang sau:

SO KE TOAN (kiéu ban cd) Mau s6 6

Nam

Tai khoan ghi C6 (Ng) Tai Tai

So thit ty , ,
. khoan khoan ---
dong - ) ) ) cot
Tai khoan ghi Ng (C6)

—

Tai khodan ...
Tai khoan...
Tai khoan

1
2
3
4 . Tai khodn

B

Cong Ng tai khoan

Trén cd s§ nguyén ly két ciu sb ki€u ban cd, thuc t€ ng dung cho cic muc dich
phin dnh sé& bi€n tudng miu s6 6 cho tirng trudng hop: MG ban cd d€ ghi mot chi tiéu:
Bén hang, chi phi, k&t qui ... M& s6 ban ¢ cho mdt tai khodn: Tai khodn quy, tai khodn
tién giti, tai khodn thanh toén ...

- Cin cit hinh thifc bén ngoai ma ta c6 cic loai s8: S6 quyén, s6 tJ 1.

- Cin ¢ miic @6 phan 4nh s liéu trén ta c¢6 cdc loai: SO k€ todn chi tiét, sd k&

toan tdng hop.

S6 k& todn tdng hop: La s phan dnh s6 liéu k€ todn diy di (s6 du, s6 phdt sinh)
tdng quat cho mot d6i tugng tai sdn, ngudn von hoic mdt hoat dong chi thu, k&t qui, phan
phdi von... S8 téng hgp c6 mot s6 dic trung cd ban: M3 cho tai khoan tdng hop, chi ghi chi
tiéu tién, ghi dinh ky, khong ghi cAp nhat; cin ci ghi s6 tdng hop c6 thé 1a ching tir gdc
hoic c6 thé 1a chitng tif trung gian (chifng tir ghi s6, bang ké chifng tir ...) hoic c6 thé tir s6
sach trung gian (S8 chi ti€t, s6 Nhat ky...) s6 liéu & s6 tdng hgp thudng dugc si dung dé
lap bao cdo dinh ky ctia k& todn. S8 tdng hop thudng 13 cdc S cdi tai khoan.

S& chi ti€t: La s& phan dnh thong tin chi ti€t vé mot ddi tugng (mot tai khodn hodc
1 chi tiéu phan 4nh). SS chi ti€t md theo tai khodn chi ti€t cap 2, cip 3,.. SO lidu ghi s6 chi
ti€t c6 thé vi 2 muc dich: Quan 1y chi ti€t ddi tugng cAn quan 1y, d€ ddi chi€u hoic 1am
cin ct ghi vao s tdng hdp (muc dich quan 1y va muc dich nghiép vu k& toan).
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B&i muc dich mé s& chi ti€t chi phdi, nén thudng s6 chi tiét md riéng cho 1 d6i
twgng va c6 quan hé chit ché vé trinh ty, phuong phdp ghi clia s6 tong hop clia ddi tuong
tuong tng. Trén thyc t&, s6 chi ti€t thudng md cho cic d6i tugng: Tién ngoai té, vang bac
d4 quy, tai sdn cd dinh, vat tu, hang héa, sidn pham, chi phi, doanh thu, k&t qua; thanh
todn cdc d6i tugng va cdc khodn ng phdi thu, phdi tra...

S& chi tiét thudng duge st dung d€ mé ciac Nhat ky s6 cdi phu va né c6 tic dung
16n cho qudn tri ndi bd va cung cAp tu liéu phan tich hoat dong tdi chinh ctia don vi hach
todn.

MBJi céch thic phan loai néu trén déu hinh thanh cd s& 1y luan cho viéc ban hanh
ch& dd ciing nhu van dung ché€ dd s6 cho mdi loai doanh nghiép va don vi kinh t&, quin
ly; cin c6 su két hop d€ tao thanh: S& lugng s8, noi dung k&t ciu sd va hinh thitc két cau
trong ngoai s6, phit hgp vdi kha ning k€& todn ctia don vi, phuc vu nhanh, nhiéu, c6 19i ich
cdc thong tin cho quan 1y trong, ngoai don vi.

3. Qui tdc ghi so:

S dung s k€& todn 12 mot k§ thuat nghiép vu, d€ ddm bdo sy thdng nhit ngdén
ngit trong bi€u dién cdc thong tin trén s6; cAn phai quy dinh cdc k§ thuit: mé sd ghi s6,
chita sai sét trén s6, chuyén sd va khéa s6 k& todn; cic ki thuat thuc hanh cong tic k&
todn trén s6 ddm bdo thuc hién chuin x4c, thdng nhat chu trinh hach toin k& toan; lam
cho s6 liéu k€ todn trén s6 trd thanh ngdn ngit ciia kinh doanh.

a. Mg so ké todn :

+ S8 k€ todn quy dinh md vao thdi di€m dau nién do, don vi k€ toan phii md di
s6 lugng s8, loai s6 can md theo ndi dung, k&t cAu cla hinh thitc s6 nhat dinh. Cic s mé
cAn ding ky v6i co quan thu€ va tai chinh; s6 quyén cé diu gidp lai giita hai trang s lién
nhau, phai ding ky s6 trang s6 md va déng thém néu thi€u khi stt dung.

+ S& lugng s6 mé phai phit hgp vdi s& lugng Tai khodn va cdc phét sinh clia doanh
nghiép. Vi du , k& todn khong md s Tai khodn “Trai phi€u phat hanh” n€u DN khdng
phét hanh trai phi€u.

+ Cin ctf s6 thudng 1 cin cf bidng cAn ddi k€& todn diu nim (néu 1a don vi mdi
thanh 14p) hodc dua vao thuc t€ s6 st dung nim trudc cé k&t hgp su thay ddi bd sung
trong nién d6 md s6.

+ S6 md dugc ding trong sudt nién do theo thong 1& qudc t&, nién dd st dung sd
sich md 12 12 thang gdm 365 ngay; Viét Nam quy dinh nién d6 tii chinh d€ md s6 1a 12
thang k& tir ngay 01-01-N d&n ngay 31-12-N.

+ Cudi s6 phai c6 cic chit ky quy dinh tinh hdp phdp ctia s6 md ciing nhu s liéu
dugc ghi vao d6 trong sudt nién dd.

b. Ky thudt ghi s6

+ S8 ghi theo diing noi dung, k&t cAu, cia mdi loai s6 dd quy dinh khi mé sé.

+ SO liéu ghi trén s phai chi ré cin cif chitng tir ctia nghiép vu hoic ghi rd ndi
dung s6 liéu chuyén s& tir dau dén.

+ S0 liéu ghi trén s6 phai rd, sach va ghi lién tuc, khong dugc cach dong d€ tranh
dién thém thong tin vao s6.

+ Thong 1é qudc t&€ quy dinh: S8 tién duong cla nghiép vu dugc ghi bing muc
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xanh (Pen) thudng; con s6 tién diéu chinh gidm (S6 4m) dugc ghi bing myc dd d€ phan
biét va dé xdc dinh gid tri thyc biing tién cla chi tiéu.

+ Khi sita s6t s6 liéu da ghi sai thi cAn sita sai theo quy dinh chung; ddm bdo doc
dudc va tinh so sanh dudc s liéu.

+ Viéc ghi s k€& toan dugc thuc hién lién tuc trong nién do, khi chuyén sang s8 do
chua két thiic ky hach todn chua két thic nién do thi phai ghi rd “Cong mang sang” &
trang truc va ghi “ Cong trang trudc” & trang ti€p lién sau.

+ Phai tuan thii nguyén tic ghi va ndi dung ciing nhu phuong phéap ghi s&: Nhat ky,
s6 cdi, s6 chi ti€t, s6 ban cd... nhim khong 1am dnh hudng téi m&i lién hé ghi chép ciia hé
thong sd k& todn cia don vi va ddm bao nguyén tic k&t chuyén sd liéu ghi sd va doi
chi€u s6 khi can thiét.

c. Ky thudt chita so ké todn

Trong qud trinh ghi chép s8, c6 thé xdy ra sai s6t & nhitng trudng hgp khic nhau,
sai s6t c6 thé dudc phat hién trong, sau ky hach todn, nién do k& toan. Céc trudng hop xét
tinh chat c¢6 thé la:

+ Ghi sai cdc so liéu ( so tién hodc s6 lugng hién vat..) tif chiing tir cdc s6 (SO ghi
16n hon hoic nhé hon s thuc).

+ B3 s6t cac nghiép vu ngoai s6 dude phat hién.

+ Ghi lip lai nghiép vu di ghi trén mot sd.

+ Ghi sai quan hé d6i Gng trén sd.

PE€ ddm bio s6 liéu k& todn khdp véi thuc t&€ tii san, doanh thu, chi phi, két qua...
cAn hét sitc han ché nhitng sai sét hodc do vo hinh, hodc do hitu y giy nén. Khi phat hién
dudc sai s6t, dit & thdi di€m nao, cAn phai 4p dung cdc phuong phap chita s6 theo nhitng
nguyén tic thong nhat quy dinh. Cdc nguyén tic chung lam cd s& cho viéc chita sai sot,
di€u chinh lai s8 sich la:

Nguyén tic 1: Phai thudng xuyén ddi chi€u s6 dé phat hién sém trudc khi cong s,
k&t du s, chuyén sd giita 2 ky k€ todn, giita 2 nién do ké toan.

Nguyén tic 2: Khi phat hién sau cin tiy thudc vao tinh chat thdi di€ém phat hién
dé€ dung k¥ thuat chita thich hgp. Trong bat ky cach chita sd nio ciing khong dugc tdy x6a
lam md, mat, 1am khong 16 rang sd sai can sita.

Cic k¥ thuat chita s6 gdm cé:

- Cai chinh s6 liéu trén s6: Phuong phdp nay thuc chat 1a: dung muc dé gach
ngang vao giita dong sai s6 sao cho khong Iam mait, Jam khong md s6 sai, sau d6 ghi lai
ghép ghi, s& cin ghi ding bing muc xanh thudng véi cling s& hiéu chitng tir goc. Ngudi
cdi chinh phai ky s6 dong chita ding. Ky thuit ci chinh chi dung khi moi sai sét dugc
phdt hién s6m, chua cong s6.

- Ghi b3 sung: Phuong phdp ghi b6 sung dugc st dung khi b sét nghiép vu, ghi
thi€u s6 liéu so v4i chitng tir hoidc thuc t& ki€m ké trén s6 k€ todn; sai sét dudc phat hién
sau khi cdng s6; hoic trudc khi cong s6 déu c6 thé st dung phucng phip nay.

- Céch ghi bd sung 1a: ding myc xanh (den) thudng ghi thém khodn sét, ghi sd tién
chénh 1&ch thi€u vdi s6 hiéu, ngdy thiang ctia ching tir gdc da 1ap khi phat sinh nghiép vu
hoic 1ap khi ki€m ké ddi chiéu.
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Vi du: Mua vat liéu nhap khi chua trd nha cung cap.

- Chitng tir nhap da ghi gid thuc t€ vat liéu 86.000d

- Dai ghi sai trén con s8: 68.000d (ghi 16n s6)

- S0 ghi thi€u do ghi sai = 86.000d - 68.000d = 18.000d
Khi cong s8, ddi chi€u s phat hién va chita nhu sau:

TK “Nha cung cdp” TK “Vatliéu”
68.000 Ghi s0 sai 68.000
1
18.000 Ghi bé sung 18.000
2

- Ghi tri s6 Am trén s6 k& todn:

Phuong phdp ghi 4m s& liéu k&€ todn dung dé diéu chinh gidm s6 tién da ghi trén
s6 bing muc dd trong cdc tinh hudng sai sét sau:

+ SO da ghi trén s6 16n hon sd thuc ki€m ké hoiic s6 thuc di ghi trén chitng ti.

+ Ghi sai quan hé d6i ting trén mdt trong cdc s6 tai khodn thudc quan hé ddi ing.

Ngoai ra phuong phdp ghi gidm biing muc db con dudc diung trong sd trudng hgp
ghi s6 vat tu hang héa mua tam ghi theo gi4 tam tinh 16n hon thyc t€ gid clia tai san.

Khi stt dung phuong phap ghi dd cin chd y dén trudng hop cu thé dé diéu chinh

Né€u ghi thira s6 tién trén s6 thi cach chita lai s6 ding 1a: ding muc dd ghi sd thira
trén sd theo diing quan hé d6i ng da ghi, ddng thdi ghi gidi thich - diéu chinh gidm cho
nghi€p vu nao.

Vi du: Mua vat liéu nhap kho chua trd nha cung cip.

- S&'tién trén ching tir ghi : 68.000d

- S&'tién ghi s6 k€& todn vat lidu: 86.000d.

- S0 thira trén s6 k& todn 1a: 18.000d

Chira so tién thira bing ghi sd Am.

TK “Nha cung cdp” TK “Vatliéu”
68.000 Ghi sai 68.000
Chira s6
(18.000) Biing muc d6 (18.000)

N&u sai dinh khodn hoic ghi tring dinh khoan trén s ta chita nhu sau: diing muc
dd ghi lai dinh khoan sai hodc triing, sau d6 dung muc thudng ghi lai dinh khodan ding;
chii ¥ gift nguyén s6 hiéu ching tir va cin cit ghi s khac.

Vi du: Doanh nghiép dung tién mit tr tién mua vat liéu cho ngudi ban véi s6 tién:
1.500.000d

Trén s6 k€ todn tién mit da ghi la:

Ng TK “Thanh todn véi khach hang”: 1.500.000d

C6 TK “Tién mit”: 1.500.000d
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Khi phét hién sira s6 nhu sau bing myc dé:

N¢ Tk “Thanh todn v6i nha cung cap”: 1.500.000d
C6 TK “Tién mit”: 1.500.0004

Thé hién trén s6 k& todn “Tién mit” nhu sau

Pon vi . SO QUY TIEN MAT Miu s6 4
bia chi... S6 liéu.......
Nam .........
Chiing tir x Tai khodn S tién Ghi
Dién giai o .
SH | NT do1 ung Ng Co chu
100 | 5/N | Tra tién mua vat tu 131 1.500.000
...... Tra tién mua vat tu 131 (1.500.000)
Tra tién mua vat tu 131 1.500.000
Téng cong

d. Ky thudt khoa s

+ Khéa s6 k& todn thudng dugc thyc hién vio ngay cudi cing cda nién do tai
chinh; giita cdc k¥ bdo cdo va xdc dinh k&t qué (thdng, quy, 6 thdng) trong nién do, k&
todn ciing c6 thé tam cong s, két du tai khodn s6 (n€u c6), d€ ki€m tra s6 liéu trén cdc
bdo cdo cin thi€t theo yéu cau. Thuit ngit khéa s6 d€ chi mot cong viéc k€ todn lam vio
ngay cudinim, d€ chuin bi cho viéc md s6 clia nim ti€p theo.

+ Trudc khi khéa s6 k& todn, can phdi thuc hién cdc cong viéc ghi s8, diéu chinh,
ki€m tra ddi chi€u cin thi€t d€ xdc dinh ding cdc chi tiéu bdo cdo cho toan nién do: ghi
ndt cdc nghiép vu phat sinh, diéu chinh c4dc khodn phai trd va chi phi trd trudc, 1¢i nhuin
thu trudc cia nim sau... ki€m tra d6i chi€u s6 ki€m ké véi s liéu trén s6 tai sin, sd ng
ddi chi€u véi cdc doi tugng thanh todn (ngudi mua, ngudi ban, ngin sich, cAp trén, bén
lién doanh, ngudi nhan tin dung va cap tin dung...).

Khi khéa sd ta ti€n hanh cdng sd, tinh s6 du trén tai khodn, ki€m tra do chinh sic
s6 liéu, sau d6 thyc hién bit toin khéa s3: chuyén cot clia s6 du tai khodn:
ng TK A

CoTKA

Khi chuyén cot s6 du tai khodn trén s6, ta vin phai ghi ding tinh chat du cda tai
khoan - Du Ng (C9).

Vi du: Cho tai khodn s& cdi - Nguyén vat liéu

- S& du Ng dau ky: 10.000.000d

- Téng cong phat sinh Ng: 100.000.000d

~ Téng cong phit sinh C6: 95.000.000d

- S6 du N¢ ngay 31-12 (s6 ki€m ké ddi chi€u): 15.000.000d

Ta thé hién trén tai khodn s6 cdi TK “Nguyén vat liéu”
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TK 152-NVL-Théng tht 12/N

SDDBK 10.000.000
Cong: 100.000.000 Cong: 95.000.000
SD Ng: 15.000.000
Téng ng: 110.000.000 Tdng c6: 110.000.000
SO CAT
Tai khoan Nguyén Vit liéu
Nam N (Pbon vi: 1.000)
Ching ti i s S& tién
p x o Tai khoan L
So Ngay Dién giai Ghi chu

i ’ déidng | Ng Cé
hi€u | thiang

Cong

A A ~ 2 e . X 3R o [N A A
Sang nién dd k€ todn sau, ta chuyén ghi s6 dau nim cda tai khodn “Nguyén vit
LN 9 A A 2 RN 2 A A2oN e 2 A A A ) 2z AN s
li€u” ve cdt “Ng” cua sO tai khoan. Trén so tai khoan “Nguyén vat li€u” ta c¢6 thuc t€ vi
2 N P N N
du khéa va m@ so cuia tai khoan 1a:

SO CAI
Tai khoan Nguyén Vit liéu
Nim N (Pon vi: 1.000)
Chdng ti Tai S& tién .
s6 | Naay Dién gidi khon Ghi
) . Ng Co chd
hiéu | thing doi ng
S6 du diu ky X 10.000
Cong s6 phdt sinh 100.000 | 95.000
S6 du ng ngay 31-12 15.000
Téng cong s6 (Khéa sd) 110.000 | 110.000
Nim N +1
S du ddu nim 15.000

IL. CAC HINH THUC KE TOAN
1. Khdi niém hinh thiic ké todn va cdc ddc trung co bdn ciia cdc hinh thiic

Hinh thic k€ todn 1a mot hé thong bao gém : Céc quy udc trinh ty ghi s§ va nhitng
loai s& nao sé& dugc ghi trong qué trinh k€& toan.

Vay, hinh thitc ké todn la mot hé thong cdc loai s6 ké todn, cé chitc ndng ghi chép,
két cdu noi dung khdc nhau, duoc lién két vdi nhau trong mot trinh tu hach todn trén co sé
ciia chitng tir goc.

Céc doanh nghiép khac nhau vé loai hinh, quy m6 va diéu kién k& todn sé hinh

Pai hoc Ngdn hang TP.HCM — Trung tdm boi dudng nghiép vu Ké todn — Thué tai AnSuong 10



Gido trinh Nguyén Ly Ké Todn Tai lieu luu hanh ndi bo

thanh cho minh mdt hinh thtc t6 chiic s6 k€& todn khdc nhau. C6 thé dua vao cic diéu kién
sau dé xay dung hinh thitc s6 k€& todn cho mot don vi hach todn.
- Diéukién 1: Bic di€m va loai hinh sin xuit ciing quy mo sin xuit.
- Piéukién 2: Yéu cau va trinh dd quan ly hoat dong kinh doanh ctia mdi don vi.
- Piéukién 3: Trinh d6 nghiép vu va ning luc clia cidn bo k€ todn.
- Diéu kién 4: Piéu kién va phuong tién vat chat hién c6 cla don vi.
Pic trung co ban d€ phan biét va dinh nghia dugc cdc hinh thiic k& todn khic nhau

- S8 lugng s6 can ding;

- Loai sd stt dung;

- Nguyén tic két cAu cdc chi tiéu dong, cot sd.

- Trinh tu hach todn trén s6 & don vi.

Trong d6 s lugng va loai sd s& chi phdi nguyén tic k&t cAu ndi dung ciing nhu
phuong pha, trinh ty ghi s& ca mdi hinh thifc s8. Do tinh da dang cia don vi kinh doanh
ma thuc t& ¢ rat nhiéu hinh thifc t6 chitc hé thdng s6 khac nhau. Song quy lai cho tdi nay
¢6 4 hinh thic s& cd ban c6 thé Iya chon va van dung.

- Hinh thic s6 Nhat ky — S8 Cai.

- Hinh thic s8 chitng tir ghi sd.

- Hinh thirc Nhat ky chung.

- Hinh thic s6 Nhat ky - Ching tur.

- Hinh thdc k€ todn trén may tinh,

2. Hinh thiic s6 nhdt ky — sé cdi

Hinh thitc ghi s6 Nhat ky - s& cdi 1a hinh thifc k& todn truc ti€p, don gidn bdi dic
trung vé s lugng s8, loai s6, k&t cdu sd ciing nhu dic trung vé trinh tu hach todn. Trén
gbc dd k€& todn tdng hop, hinh thite s6 k& toan Nhat Ky s6 cdi c6 dic diém:

- S8 lugng va loai s6: Mot s6 nhat ky - s6 cdi va so lugng s6 (thé) chi ti€t cho

mot s6 doi tugng cin thi€t gidng nhu cdc hinh thic sd k& toan khic.
Miu s6 Nhat Ky — S6 cdi c6 thé duéi dang sau:

Pon vi ... SO NHATKY - SO CAI
bia chi... Niam 200...
Ngay | Chiing tir Téng s6” | TK doi iing S6'tien
thding Dién gidi tién phdt ) )
. .| SH | NT . No Co No Co
vao so sinh
SO dut ddu ky

Cong sé du cudiky n
S6 dw ddau ky (n+1)

- Noi dung, k&t ciu s tdng hgp Nhat Ky — s6 cdi la:
+ Hach todn trén nhat ky — s cdi dugc thuc hién vira theo thd tu thdi gian, vlra
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theo hé thong cho tirng tai khodn riéng biét.

+ Céc tai khodn s6 cdi dudc trinh bay trén cuing 1 trang s6: Nhiat Ky — S cdi.

+ C0 s8 ghi Nhat Ky —S6 cdi 1a chitng tir g6c hoic bang ké chitng tir gdc cling loai.

+ Ghi Nhat ky — s6 cdi ti€n hanh thudng xuyén va ddng thdi cd phin thong tin:
thdi gian va phan thong tin s6 liéu cda 1 tai khodn (ddi tugng hach todn)

Trinh tu hach todn theo hinh thiic s6 nhdt ky — S cdi md td theo so do sau:

Chumng tir ké toan
S qud S0, the
o quy Béng téng keé tOé’n
4 hop chimg chi tiét
tir ke toan ft
cung loai l
- - —— Bang
S NHATKY —SO CAL @ » tong hop
ﬁ chi tiét
BAO CAO TAI CHINH [«
Ghi cha:
Ghi hang ngay —_—

boi chiéu, ki€ém tra

@ Budc (1) 1ap bdng ké ching tir gdc: Chi dung khi mot loai ching tr gdc ¢ s6
lugng di 14p nhiéu trong dinh ky vao s6 Nhat ky — S cdi thi d& gidm kh&i lugng vao s6,
ta phai lap bang ké ching tir, 14y s6 tdng cong ghi mot 1an trén sd tdng hop.

- Uu, nhudc di€m va diéu kién 4p dung hinh thic ghi s6 “ Nhat ky — S6 c4i”. Hach
toan theo hé thong sd clia hinh thitc Nhat ky — s6 cdi rdt don gian, s6 lugng sd it, nén khoi
lugng ghi s it, s6 liéu k€& todn tip trung, cho bi€t ca hai chi tiéu: Thdi gian va phan loai
ddi tugng ngay trén mot dong ghi, ky ghi s trén mot quyén so.

Tuy vay hinh thifc s6 ¢6 han ché 16n 1a: ghi tring lip trén mot dong ghi: Téng s,
sO tién do6i tng ghi trén cdc thi khodn quan hé ddi tng; thi khodn dugc liét ké ngang s6, vi
vay khudn khd sd sé& kong kénh, khé bdo quin trong nién do; sd lugng sd tdng hgp chi c6
mot quyén nén khé phan cong lao dong k€ todn cho muc dich ki€m soét ndi bo.

biéu kién van dung: N&u don vi ¢6 it tai khodn st dung, it lao dong k& todn, khdi
lugng nghiép vu phat sinh khong nhiéu, trinh d§ k€ to4dn thap nhit thi 4p dung hinh thic
s6 Nhat ky — s6 cdi 12 c6 hiéu qua, khong anh hudng dén tdc dd cung cAp thong tin k&

todn cho quan 1y va do chinh xdc clia s6 liéu da ghi.
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3. Hinh thiic s6 “Chiing tit — ghi s6”

Hinh thic k€ todn chiing tir ghi s& dudc hinh thanh sau cdc hinh thifc: Nhat ky
chung va Nhat ky s8 cdi, thé hién budc phadt trién cao hon trong linh vuc thi€t k& hé
thong s6 dat muc tiéu hop 1y héa cao nht trong hach todn k€& toan.

- Tach viéc ghi nhat ky véi viéc ghi s6 cdi thanh hai buéc cong viéc doc lap, k&
thita d€ tién cho phin cong lao dong k€& todn, khic phuc nhitng han ch& cia hinh thic
Nhat ky s6 céi.

- Stt dung phd bi€n s§ Nhat ky tai khodn d€ hach hang ngay theo ci hai huéng:
thong tin phan loai cho tirng loai d6i tugng: (Loai nghiép vu — loai chitng ti goc; loai chi
tiéu; loai tai khodn .v.v..)

Dic trung co ban clia hinh thic s§ ching tir ghi s§ thé hién 3: S8 lugng, két cau
ndi dung s8, trinh ty cdc budc ghi s8 tir chitng tir gdc cho dén cdc bdo cdo k& todn va uu
nhudc di€m din dén cdc diéu kién van dung hé thdng s6 cda hinh thifc nay.

- S& lugng va loai s6 ding: Trong hinh thifc chitng tir — ghi s8 st dung cdc s3 tong
hop chii y&u sau:

+ S6 chiing tir — ghi s6 — Nhat ky tai khoan.

+ S& ding ky chitng tir ghi s6 — Nhat ky tdng quat.

+ S6 céi tai khodn — S8 tdng hop cho tirng tai khoan.

+ S6 chi ti€t cho mot s§ ddi tugng — gidng nhu cc hinh thitc sd k& todn khic — goi
12 8 cdi phu.

- Noi dung két cau clia tirng loai chli yéu va muc dich sit dung

+ SG “Chitng tir ghi s8”: La s6 khdc biét so vdi cdc hinh thitc k& todn khdc, vi vay
diing tén s8 dit tén cho toan bd hé thong sd.

S6 “Ching tir ghi s6” c6 nhiéu dang va nodi dung phan 4nh” Ching tir ghi s6 14p
trén co s& tAp hgp theo loai ching tir géc c¢6 dung mot ndi dung kinh t&€ (phi€u thu, phi€u
chi, phi€u nhap, phi€u xuit, héa don ban hang..). Ching tir ghi s6 c6 thé lap theo tai
khoén (Tai khodn tién mit, tai khodn vat liéu, tai khodn gid von hang ban, tai khodn danh
thu ban hang, tai khodn gid xdc dinh k&t qua...v.v) hoic ciing c¢6 thé 1ap theo chi tiéu bao
c40 ndi dung (chi tiéu chi phi sdn phdm, chi tiéu hang gl ban; chi tiéu doanh thu, chi phi,
k&t qua; chi tiéu - phan phdi thu nhap...).

S& chitng tir ghi s6 sau khi ding ky vao s6 “Ping ky chiing tir ghi s6” ¢6 miu trén,
mdi hoan thanh ndi dung phin dnh d€ ti€p tuc ghi sd cdi ctia hinh thc.

Uu nhugc di€m va diéu kién van dung clia hinh thic s6 k& todn chiing tir ghi s6.

Hinh thifc s6 k€ toan chitng tir ghi s6 ¢6 wu di€m co ban 1a ghi chép don gidn, két
cau sd d& ghi, thong nhat cich thi€t k€ s6 Nhatky va S8 cdi, s liéu k€ toan dé ddi chiéu,

d& ki€m tra, s& nhat ky tJ rdi cho phép thyc hién chuyén mon héa dugc lao dong k& toan
trén cd s& phan cong lao dong. Mic dui vay hinh thic s6 k& todn chitng tir ghi s6 vin chua
khic phuc dugc nhuge di€m ghi chép tring 14p clia cdc hinh thic s6 k€ todn ra ddi dudc
st dung trugc no.

Quy trinh hach todn trén hé thong s6 k€ todn clia hinh thitc “Chitng tir- ghi s6” md
td theo sd dd sau:
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l Chtng tir ké toan l
S0 quy Bang téng hop S0, thé ké
chtng tir ké toan toén,chi
cung loai tiét
A 1 . —— : ¢ N
S6 dangky |« CHUNG TU GHI SO

,
chivno ty ohi cA

|

o Bang
86 Cél oo > téng ho’p
v I chi tiét

s6 phat sinh

v

BAO CAO TAI CHINH

............................................... .| Bang can d6i

Ghi chu:
Ghi hang ngay _—
Ghi cubi thang =P
Déi chiéu, kiém tra R >

Hinh thitc s6 k& todn ching tir ghi s thich hdp véi moi loai quy moé don vi san
xuat - kinh doanh va don vi quan 1y ciing nhu don vi hanh chdnh sy nghiép. K&t cAu don
gidn nén phil hdp vdi cd diéu kién lao dong k& toan thd cong va lao dong k& todn bing
may.

4. Hinh thiic S6 Nhit ky chung.

Nhat ky chung 1a hinh thitc k€ todn don gidn, thich hgp v6i moi don vi hach todn,
dic biét c6 nhiéu thuan 1gi khi tng dung may tinh trong x@ 1y thong tin k& todn trén sé.

Dic trung co ban clia hinh thic s& k& toin Nhat ky chung:

- S6 lugng s6 sich clia hinh thifc gdm: S6 Nhat ky, S8 cdi va cdc s8 chi ti€t can
thiét.

- K&t cau ndi dung clia mdi loai sd trong hinh thitc nay nhu sau:

® S6 nhdt ky : S6 Nhit ky ctia hinh thifc nay thudng c6 2 muc dich phan 4nh:
Ph4n 4nh chung cho moi d6i tugng — goi 12 s6 Nhat ky chung, phin 4nh riéng cho mot s&
ddi tuong chd y&u c6 mat dd phat sinh 16n va c¢6 tAm quan trong ddi v6i hoat dong cia
don vi, cin c6 sy theo doi riéng d€ cung cAp thong tin nhanh cho quan 1y ndi bo — goi la
Nhat ky dic biét, hay Nhat bién ngay c6 thé goi 1a Nhat ky tai khodn.

Nhat ky chung 12 s& nhit ky chd y&u, quan 1y toan bo s6 liéu k€ todn clia don vi
trong mdt nién do k€& todn; dugc st dung dé€ phan dnh cdc nghiép vu phat sinh khong phan
biét clia d6i tugng ndo, theo thit tu thdi gian va ghi két chuyén vao s6 lidu clia cdc nhat
ky dic biét d€ quan ly chung. Nhit ky chung cé dic diém

+ Nhat ky chung thudng 13 s6 quyén, khong st dung sd & rdi.

+ Nhat ky chung mé& chung cho cédc d6i tugng.
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+ Chttc ning Nhat ky Chung 12 hé thong héa s hiéu k& todn theo thit ty phat sinh

ctia nghiép vu.
+ Cd s8 ghi Nhat ky chung 1a: Ching tir géc da 1ap hgp phdp, hop 1€.
+ Nhat ky chung ghi theo nguyén tic ghi s kép.
MAu s6 Nhat ky chung thudng sit dung c6 dang sau:

Pon vi ... NHAT KY CHUNG
bia chi Niam ........
Ngay Chitng tur R TK d6i tng S6 tién
thén S6 | Neay | Didngiai | Do VA©
A sy 8 sScai | No | C6 | No C6
vao so hi€u | thdng
A B C D E 1 2 3 4
Cong

Nhat ky dic biét 12 s6 nhat ky md riéng cho mot s6 d6i tugng, ghi chép song song
véi Nhat ky chung. Nhat ky dic biét khdong gidng nhau giita cdc don vi, tlly thudc tinh
chat phét sinh cda loai d6i tugng, ciing nhu' yéu ciu quan 1y clia don vi. Ching han: Nhat
ky thu tién va Nhat ky chi tién giong nhau vé cdch két cAu, nhung lai khic két cau véi
Nhat ky ban hang, Nhat ky mua hang.

Pon vi .. NHAT KY THU (CHI) TIEN

bia chi... Nam...
Ngay Chung tir Ghi ng Ghi C6 (Ng¢ ) TK:

. ~ in
tha So Nga Dién giai i TK TK TK kha
\angp .? %ay ién giai (C6) TK T aA(/: _
vao sO | hiéu | thang S6 hi€u | S6 hi€u
Cong

DP6i v6i Nhat ky mua hiang hodc bdn hang, lai c6 thé k&t cAu khdac Nhat ky thu
(chi) tién, do hoat dong ban hang c6 dic di€m phat sinh khéc.

Pon vj .. NHAT KY MUA (BAN) HANG
Dia chi... Nam...
Nga Ghi C6 TK doanh thu (ghi Ng cac
Y| Chimgar | Phai thu khdch (ghi Ne
thiang Dién R e TK)
. . hang (phai tra ;
vao giai . » TK TK TK khac
B SH | NT nha cung cap) o -
sO S6 hiéu | S6 hiéu
Cong

Nhu vay d€ thi€t k& s6 Nhat ky dic di€m can cin ¢t dic di€ém ddi twgng md sd va
yéu cau quan ly d6i tugng d6 d€ c6 mau s6 hgp 1y v6i qud trinh hach todn.
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Tai liéu luu hanh ndi bo

@ SO cdi trong hinh thitc Nhit ky chung.
S6 cdi dugc m& dé ghi ti€p s6 liéu k& todn tir s6 Nhat Ky Chung, day 13 s6 tong
hgp ding d€ hé théng héa cdc nghiép vu phat sinh theo tirng tai khodn md cho mdi ddi

tugng hach todn. Pic trung k&t cAu ndi dung ghi chép trén s cdi clia hinh thic nay la:

- S6 dudc ghi sau s& Nhat ky xét trén géc do thit ty phan dnh cdc nghiép vu phat
sinh da dugc ching tir hda.
- S6 c4i ghi theo tirng ddi tugng tng v6i mdi tai khodn can mé.
- Cd sd ghi 8 cdi 1a s6 Nhat ky chung.
- Céch ghi s8 cdi: La nhap sd liéu theo ddi tugng trén s6 Nhat ky d€ ghi vao s6 cdi

clia ddi tugng d6. Trén s6 cdi tai khodn can ghi chd trong Nhat ky phdn 4nh s liéu da

ghi, d€ tién kié€m tra, ddi chi€u s6 ngay cudi ky.
- MAu S§ cdi ctia hinh thitc Nhat ky chung dudc thiét k& theo dang:

Pon vi... SO CA1
Dia chi... Tai khodn:............. SO hiéUi...........
Nam
Ngay | Ching tr D&i chigu S5 1
thdn ’ At k¢ o Hen Ghi
. S6 | Ngay Dién gidi nhatky )
gvao | i - - chu
° hiéu | thang Trang | Dong | Nog Co
sO
S6 du dau ky
Cong s6 du cudi ky
Quy trinh hach todn trén hé thdng s6 k€& toan di md theo hinh thitc nhat ky chung :
Chung tir ké toan
" 2 +/
S8 Nhat ky SO NHAT KY CHUNG S0, the ke toan
dic bict chi tict
v l
o Béng tong hop
SO CAl chi tiét
Ghi chu : Béng can d6i
Ghi hang ngay  — g
Ghi cudi thang, hogc dinh ky =) s6 phat sinh
Quan h¢ d4i chiéu, kiém tra DR »
v v

BAO CAO TAI CHINH
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5. Hinh thitc S6 Nhét ky — Chiing tic
Nguyén tic k& todn co ban trong hinh thitc Nhat ky — chitng tir 1a:
Nguyén tdc 1: Tap hgp va hé thong héa cdc nghiép vu kinh t€ phdt sinh hang ngay

trén s6 nhat ky theo sd tién bén (C6) cla tai khodn k&t hdp phan tich cdc tai khodn ghi
(Ng) c6 quan hé d6i tng vdi s6 tién phat sinh (C6). Cudi ky hé théng héa s phat sinh
(NG) ctia tai khodn tir s6 Nhat ky trong mdSi quan hé chi ti€t vdi cdc tai khoan ghi (C6) ddi
ing v4i tién ghi (NG) cia tai khodn. Nhu vay theo nguyén tic nay, sé Nhat ky ghi chi tiét
ddi tng cho s6 tién C6 clia tai khodn va s8 cdi sé& ghi chi ti€t d6i tng cho s tién phat sinh
(N@) ctia chinh tai khodn d6. Goi nguyén tic 1 la nguyén tic phdn 4nh 1 bén cia tai
khoan trén Nhat ky va trén sd cdi.

Nguyén tic 2: K&t hgp trong mdt but todn ghi viéc phdn dnh nghiép vu theo thdi
gian phat sinh v theo hé théng: hach toin tdng hdp va hach todn chi tiét.

Nguyén tdc 3: Nhat ky- chiing tif v cdc s6 phu clia nhat ky — ching tir ¢6 thé mé
chuyén diing hoidc mé chung cho nhiéu d6i tugng khic nhau c¢6 quan hé vdi nhau theo chi
tiéu phan anh.

Nguyén tdc 4: S sach trong hinh thitc Nhat ky - ching tir déu thi€t k€ miu sin
theo quan hé ddi ting c6 thé cho ddi tugng md s6. Miu s6 déu in sin va ban hanh miu
thong nhat.

So dé Hach todn trén s6 Nhdt ky- chiing tic

Chung tir ké toan va
cac bang phan bo

—— S0, thé
Bang ké | NHATKY = e ké toan chi tiét
| CHUNGTU
u \ 4
S& Cai Bang tor}% hop chi
t1ct

|

BAOCAOTAICHINH ||

- Trinh ty ghi s6 trong hinh thitc k& todn Nhat ky - ching ti.

Hinh thic s6 k€ todn nhit ky chitng tir c6 dic trung riéng biét vé: s lugng, loai sd,
k&t cau nodi dung va trinh ty ghi nhu sau:

- S& lugng céc loai s6 k€& todn st dung

+ S& Nhat ky- chitng tir :10 Nhat ky- chitng tir.

Trong dé:

Nhat ky 1 - Tién mit

Nhatky 2 - TGNH

Nhat ky 3 — Tién dang chuyén

Nhat ky 4 — Nhatky tién vay tin dung
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Nhat ky 5 — Nha cung cip

Nhat ky 6 — Nhat ky hang mua

Nhat ky 7 — Nhat ky chi phi sdn xuat

Nhat ky 8 — Bdn hang, xdc dinh két qué

Nhat ky 9 — TSCD

Nhat ky 10 — Nhat ky chung cho cdc d6i tugng con lai

+ S8 ké: 11 s6 ké, trong d6 phuc vu cho viéc ghi s6 nhat ky dudc gon nhe, nhanh
chdng, cdc ban ké thudng st dung c6:

BK 1 — Tién mit (ghi N¢)

BK 2 — TGNH (ghi N¢)

BK 3 — Tinh gié vat li€u, CCDC

BK 4 — Chi phi sidn xuit theo phan xuéng

BK 5 — Chi phi ban hang, chi phi quan ly doanh nghiép va chi phi xay dung cd ban

BK 6 — Chi phi trd tritdc va phai tra

BK 8 — Nhip, xuat, ton kho hang héa, sin phim

BK 9 — Tinh gid sdn phdm, hang héa

BK 10 — Hang gtri ban

BK 11 — Khach hang

+ S6 phan bd: st dung dé chia chi phi cho d6i tugng chiu phi theo cong dung va
muc dich chi phi. Bdng (s8) phan bd thudng ding d€ hach toan trudc khi ghi BK chi phi.
Thudc s6 phan bd c6 4 s6:

BPB 1 — Tién luong va khodn trich theo luong

BPB 2 - Vit li€u, cong cu, DC

BPB 3 — Khau hao TSCPb

BPB 4 — Chi phi sdn xuét phu tru trg

+ S6 chi ti€t: Gdm 6 s8 chi ti€t duge quy dinh sin két cau d€ phuc vu ghi BK hoic
Nhat ky — chitng tir. P6 14 cdc s6 chi ti€t sau:

SCT 1 — Tién vay tin dung — NKCT (4)

SCT 2 — Chi ti€t nha cung cAp — NKCT (5)

SCT 3 — Chi ti€t bdn hang

SCT 4 — Chi ti€t khdch hang — BK 11 — NKCT (8)

SCT 5 - TSCb — NKCT (9)

SCT 6 — C4c déi tugng con lai — NKCT (10)

+ S8 c4i: S8 c4i ghi ngay cudi cling ky bdo cdo trén co sd cdc Nhat ky- ching tir;
s6 cdi md cho tirng tai khodn. Hinh thiic k&t ciu clia s8 cdi clia bo s6 k& todn “Nhat ky-
chitng tir” thong nhit cho moi tai khodn. Nguyén tic chi ti€t s& phat sinh tai khodn s& cdi
chi thuc hién cho s& tién (Ng). Miu s6 cdi ctia hinh thifc nay nhu sau.

- S6 lugng cic loai s6 k& todn st dung.

+ S8 Nhat ky — chitng tir: 10 Nhat ky - chitng.

- Nhat ky chiing tir k€ thira cdc wu di€m clia cdc hinh thifc k€ todn ra di trude né,
ddm bdo tinh chuyén mon héa cao clia s6 k€ todn, thyc hién chuyén mén héa va phian

A A A z A ~ 2 A ~, 2 A ~ A A N e
cong chuyén mdn héa lao dong k€ todn; hau hét s6 két cau theo modt bén cuia tai khoan
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(trir mot s6 tai khoan thanh todn) nén gidm ¥ khdi lugng ghi s6. Mit khic cdc s6 clia hinh
thiic nay két cdu theo nguyén tic ban cd, nén tinh chat d6i chi€u ki€m tra cao. Miu sd in
sdn quan hé ddi &ng va ban hianh théng nhit tao nén ky cuong cho thuc hién ghi chép s6
sach. Nhiéu chi tiéu quan ly dudc k&t hdp ghi sin trén s6 k& todn Nhat ky — chitng tir,
ddm bao cung cap thdng tin tic thdi cho quén 1y va 1ap bdo cdo dinh ky kip thdi han.

Han ché 16n nhit clia bd s6 nhit ky - ching tir 13 phitc tap vé két cAu, quy mod s
16n vé lugng va loai, da dang két ciu giita cdc ddi tuong trén loai s6 Nhat ky chinh va
phu (bang k&, phan bd) nén khé van dung phuong tién mdy tinh vao xi 1y s6 liéu k€ todn;
doi héi trinh do k& todn cao va quy md hoat dong doanh nghiép 16n. Bdi vay cé thé néi
diéu kién d€ st dung c6 hiéu qua hinh thitc s6 Nhat ky — ching tir 1a:

+ Doanh nghiép sdn xuat hoic doanh nghiép thuong mai c6 quy md 16n.

+ Poi ngii nhan vién k& todn di nhiéu, dd trinh dd d€ thao tic diing trén sd.
+Pon vi chii y&u thyc hién k& todn bing lao dong thii cong.

6. Hinh thiic ké todn trén mdy tinh :

a. Pdc trung co ban ciia Hinh thire ké todn trén mdy vi tinh

Dic trung co ban cua Hinh thirc ké toan trén may vi tinh 1a cong viéc ké toan duoc
thuc hién theo mot churong trinh phan mém ké toén trén may vi tinh. Phan mém ké toan duoc
thiét ké theo nguyén tic ctia mot trong bon hinh thirc ké toan hodc két hop cac hinh thirc ké
toan quy dinh trén ddy. Phan mém ké toan khong hién thi ddy du quy trinh ghi s6 ké ton,
nhung phai in duoc day dii s6 ké toan va bao céo tai chinh theo quy dinh.

b. Trinh tw ghi s6 ké todn theo Hinh thirc ké todn trén may vi tinh:

(1) Hang ngay, ké toan cin cr vao ching tir ké toan hoic Bang tong hop ching tir ké
toan cung loai da duoc kiém tra, duge ding 1am cin cir ghi s6, xac dinh tai khoan ghi No, tai
khoan ghi C6 dé nhap dit liéu vao may vi tinh theo cc bang, biéu dugc thiét ké san trén phan
mém ké toan.

(2) Cubi thang (hodc bat ky vao thoi diém can thiét nao), ké toan thyc hién céc thao
tac khod s (cong sd) va lap bao céo tai chinh.

Thuec hién cac thao tic dé in bao cdo tai chinh theo quy dinh.

TRINH TU GHI SO KE TOAN
THEO HINH THUC KE TOAN TREN MAY VI TINH

, R PHAN MEM —
CHUNG TU KE TOAN \ K& TOAN SO KE TOAN
- S6 tong hop
/v - SO chi tiét
BANG TONG HQP | I
, U — ) p: - -
CHUNG TU KE - Béo cao tai chinh
TOAN CUNG LOAI MAY VI TiNH - B4o cdo ke toan quan tri
Ghi chu:
—_— Nhap s0 liéu hang ngay
& In s0, bao cdo cudi thang, cudéi nam
R > Poi chiéu, kiém tra
o3 [
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