KY NANG XU’ LY CHUNG TU

CHUNG TU KE TOAN QUA CAC
PHAN HANH

08/10/2017

MUC TIEU

Sau khi hoan thanh bai nay, sinh vién cé thé:

< Nhan dién rd yéu cau cong viéc phai thuc hién & tirng phan
hanh, méi quan hé giira cadc phan hanh.

“ Xac dinh dudc cac bd phan, phong ban lién quan dén cong
viéc ké toan cla tung phan hanh.

< Lap chitng tir phu hop; Ghi s6 k& toan lién quan.

< Lap bao cdo lién qua; Nhin nhan sg liéu dugi géc do ké toan
va thué.

< RUi ro méc phai va cach thirc phong tranh.

Truéng BH M& TP. HCM Khoa K& toan Kiém toan

ol
¢ 2.Ban.hang.vathung.phdithu.......

¢ 3.Lao dong, tién lwong va bao biém

¢4..Ching t& tai ngady cudi ky

Trudng BH M& TP. HCM Khoa K& toan Kiém toan




QUI TRINH LUYEN KY NANG

NHAN DIEN
GIAO DICH

— - —

|
CAC BO PHAN
LIEN QUAN

CHUNG TU
PHAI LAP
LUAN CHUYEN
CHUNG TU

sG KE TOAN

BAO CAO
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Trudng BH M& TP. HCM

Khoa K& toan Kiém toan

MUA HANG VA THANH TOAN NO'

MUA HANG THANH TOAN
Kiém soat dy Kiém soat
trir hang cong n¢’
Cac b phan Cac b6 phan
lién quan lién quan
Lap chirng tie Lap chirng tie
Ghi s, bao Ghi sb, bao
céao cao
Lwu triv Lwu triv
Trudng DH M& TP. HCM Khoa K& toan Kiém toan

'\ " KIEM SOAT HANG TON KHO

xd
< Muc dich ton kho
< D3c diém: Dung tich, trong lugng, han dung, bao
bi, xudt x(,....
< Ngudn hang: Trong nudc, nhap khiu
< Dinh muc du trir: C6, khéng?
< Mdlrc do sur dung, tiéu thu binh quan/thang?
< MUc du trir dugc coi la khéng hgp ly?

Trudng BH M& TP. HCM Khoa K& toan Kiém toan
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< Cty A la cty thuogng mai, kinh doanh banh keo,
, . . 5 v
rugu. Trich Bao cao NXT cua cty A nam 2014
. TON BK NHAP XUAT TON CK
TEN VT
sL s sL s sL s sL s
s:geys Z5CLEHi0D chai 186.00 49,963,668 20.00 7,859,004 157.00 42,104,574
Rugu Craffe (rouge) chai 1,200.00 62,400,000 268.00 13,936,000 932.00 48,464,000
Martell VSOP 12x70cl  Chai 13.00 10,506,920 24.00 18,545,448 2.00 1,570,398 35.00 27,481,970
TONG CONG 13,4952,136,420,116 48,3048,128,023,117 48,5778,364,707,513  13,2221,899,735,720
Trudng DH M& TP. HCM Khoa K& toan Kiém toén

CAC BO PHAN LIEN QUAN

B6 phan

Dw triv theo quan trong
dinh mirc N 1a phong

& S ' ) mua hang...!

Str dung cho
cac bo phan

—

Trudng DH M& TP. HCM Khoa K& toan Kiém toan

QUI TRINH MUA HANG CO BAN

+ Nhan vién phu trach mua
* Hang mua nhéap kho, l1ap PNK

+ Chuyén hé so vé phong ké toan

+ B§ phan mua tiép nhan va téng hop

« Trwdng bd phan mua ky duyét
+ Giam déc duyét hd so dé nghj

+Nhan vién dé nghj mua
*Mb ta chi tiét mat hang mua, gia wérc tinh
*Trwéng bo phan dé nghi ky duyét

Trudng BH M& TP. HCM Khoa Ké toan Kiém toan




'\4 HO SO VE PHONG KE TOAN

% Gidy dé nghi mua hang (kém chi tiét, da duyét)

< Bang tédng hgp nhu cdu mua hang (bd phan mua
lap, da duyét)

< Hgp déng mua hang (da ky)/bang bdo gid (da
duyét)

% Phiéu nhap kho (do b6 phan kho lap hoac do NV
phong ké toan lap)

% Hoa don GTGT/Hoa don ban hang (cua bén ban)

% Cac tai liéu khac: Bién ban ban giao, bién ban
thanh ly hgp déng,....

Trudng BH M§ TP. HCM Khoa K& toan Kiém toan

Tai sao...?

« Cau hai trwére khi thanh toan......
ﬁn‘,g Lam sao biét dwgc hang cé nhap kho khong?

s -z ’ 5o s s
! Lam sao kiém dwoc so lweng va gia ciia hang mua?

,.#* | Lam sao kiém tra dwoc hang mua st dung ngay
(khéng nhap kho) cé dwerc giao cho bd phan dé nghj?

2 Ké toan nén lam gi néu hé so khong du dé 1am thanh toan...

Trudng DH M& TP. HCM Khoa K& toan Kiém toan

% Lam 2 vi du:

Mua ruou dy tri trong kho
Mua v&n phong phdm giao ngay cho bd phan st
dung (BP hanh chinh, kinh doanh, ké toan,...)

% Yéu cau:
Lap phiéu nhap kho
Thiét ké mot bién ban ban giao cho bd phan st dung
Ghi sb nhat ky, sb cai, s chi tiét va tdng hop nhap
Xuét tén.

Trudng BH M& TP. HCM Khoa K& toan Kiém toan
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< Thi€u ching tir d€ chi’ng minh giao dich: Mua
hang khbéng cé bao gia, khéng hgp déng; mua
khéng cé hoa don tai chinh,....

% C6 chiing tr nhung khong hgp |&: Thong tin trén
hoa don khéng dung.

% Kho trén s8 =/= Kho thyc t&

Trudng BH M§ TP. HCM Khoa K& toan Kiém toan

CHUYEN SANG QT THANH TOAN

% HO s6 mua hang sé dugc chuyén sang k& toan
cdng ng d&€ l1am thu tuc thanh toan.
< D& lam phiéu chi/UNC, k& toan phai:
Kiém soat dwoc ching loai hang mua
Biét dwoc sb lwong va gia thuc té mua
Dén han thanh toan
Thong tin vé tai khodn ngan hang cla ngudi cung
cép

Truéng BH M& TP. HCM Khoa K& toan Kiém toan

Thanh toan bang tién mat

PHIEU THU TIEN

CUA NCC N S jL ?

GIAY GIOT THIEU | —» ‘\_
CUA NCC ,w PHIEU CHI TIEN

CMND CUA NGUOT - v 1} =
NHAN TIEN KE TOAN TRUONG
chuyén sang

LANH DAO DUYET

Trudng BH M& TP. HCM Khoa K& toan Kiém toan
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Thanh toan bang chuyén khoan

MAU UNC CUA X
NGAN HANG AW I8

THONG TIN TK —_ ‘\El v UNC/LAP LENH
= \\ﬂ e
CONG NO' NHA cC H6 sd mua hang
chuyén sang

KE TOAN TRUONG

CHU TAI KHOAN

Trudng BH M§ TP. HCM Khoa K& toan Kiém toan

< Lay vi du 2, yéu cau:
Lap phiéu chi tién mat thanh toan tién VPP
Lap UNC chuyén t TK VCB thanh toan tién mua
rwou
Ghi s6 nhat ky, sb cai, sb chi tiét
Lap bang téng hop chi tiét no' phai tra ngwdi ban.

Truéng BH M& TP. HCM Khoa K& toan Kiém toan

% Lap chirng tUr chi khi chua kiém soat dudc nghiép vu (mat
long tin v3i 1dnh dao)

< Thanh toan 2 Ian (khdng thé chap nhan dugc 16i nay d6i véi
ngudi ké toan)

% Thong tin ngudi thu hudng sai (Ngan hang tra vé, ky lai,
mat 16ng tin vé d6 chinh xac)

< Chua dén han thanh toan da lam tha tuc chi

< DGi chi€éu cong ng vdi nha cung cép

< Thanh todn bang tién mat, khong dung tién mat

% Ung trudc tién hang khi khong cé hd sa chiing minh

< Cho dgi tugng khac mugn v6n kinh doanh

RS
R

Trudng BH M& TP. HCM Khoa K& toan Kiém toan




Luu trir chirng tur

Doanh nghiép khéng
phai hoan thué GTGT

CT CHI

e (D

Lién2 Bién ban ban giao
Bién ban kiém
nghiém
Bao
gia
Lién hach toan Ban chinh
Trudng DH M& TP. HCM Khoa K& toan Kiém toan

08/10/2017

Luu trir chirng tur

Doanh nghiép phai hoan thué GTGT

Bao Hé so
gia khac
, o

Hoa N
don

Trugng DH M@ TP. HCM Khoa K& toan Kiém toén

Ban photo

Bang ké hoa
don chirng tw
hang hoa dich
VU mua vao

BAN HANG VA THU NO' PHAI THU

Y )

BAN HANG THU NO'
Kiém soat qua Kiém soat
trinh ban hang cong no phai

thu
Cac b phan
lién quan Cac b6 phan
lién quan
Lap chirng tie
Lap chirng tie
Ghi sb, bao
cao Ghi s6, bao
cao

Lwu triv

Lwu triv

Trudng BH M3 TP. HCM

Khoa K& toan Kiém toan
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KIEM SOAT QT BAN HANG

< K& toan phai biét:
Qui dinh cta cong ty vé ban hang theo hop ddng,

ban hang tai clra hang,
Qui trinh tiép nhan don d&t hang va trién khai don dat
hang da ky két

Phwong thrc giao nhan hang va thanh toan
< Ban hang tai clra hang/quay hang:
Mrc t6n tai quay téi da, t6i thidu

Bao c&o ban hang va nép tién ban hang
Kiém ké quay hang, bao céo kiém ké

Trudng BH M§ TP. HCM Khoa K& toan Kiém toan

” ~

CAC BO PHAN LIEN QUAN

BGD Xeétduyét gia ban

-..."" Cong no
§ —

Tiép nhan don hang
PKD Tha tuc ban hang
Rt

KHO | Xuéthang

Giao nhan
KT e

—
Hoa don, thu no

Trudng DH M& TP. HCM Khoa K& toan Kiém toan

QUI TRINH BAN HANG CO BAN

« NV kinh lap Iénh giao hang

+ Ké toan lap phiéu xuét kho, hd

* Giao hang + Qua gtrinh thu ng

+ B6 phan mua trién khai QT mua

+ Bd phan san xuét trién khai QTSX
+ BO phan lién quan phan héi

+ Nhan vién kinh doanh tiép nhan don hang
+ Lap thu tuc mua hang, yéu cu san xuat
* Trwéng bo phan kinh doanh duyét

Trudng BH M& TP. HCM Khoa Ké toan Kiém toan
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HO SO LIEN QUAN

HO SO . HO SO KE
TIEP NHAN 7 ; TOAN LAP

« Hop ddng/Don dat hang

« Phiéu xuét kho

+ Lénh giao hang * Hoa don GTGT

« Béo cdo ban hang (quay)

Trudng BH M& TP. HCM

Khoa K& toan Kiém toan

< Lam 2 nghiép vu ban hang
Ban hang theo hop ddng
Ban hang qua quay
% Sinh vién lap:
Phiéu xuét kho
Hoa don GTGT
% Vao s8 nhat ky, s6 cdi, s chi tiét ban hang

Truéng BH M& TP. HCM

Khoa K& toan Kiém toan

HO SO CHUYEN SANG BP THU NO'

< Sau khi hoan tat ban hang, hd s ké toan sé
chuyén sang bd phan thu hdi ng phai thu:
Thu béng tién mat
Ghi nhan ng phai thu

Trudng BH M3 TP. HCM

Khoa K& toan Kiém toan




KIEM SOAT CONG NO PHAI THU

B phan kinh doanh c6 nén theo ddi cong no song

song v&i bd phan ké toan khéng?

Phan nhém khach hang, qui dinh théi han ng, mac

gidm gia

Dbi chiéu cong no theo déi song song (gitka cac bd

phan trong céng ty) trwéc khi glri Bang déi chiéu

cbng no’ cho khach hang

Thuwong xuyén kiém tra tai khodn ngan hang dé& cap

nhat cong no

Gui gidy dé nghj thanh toan (néu théy can thiét)

Trudng BH M& TP. HCM

Khoa K& toan Kiém toan
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THU BANG TIEN MAT

H® sd ban hang
chuyén sang
BAO CAO BAN
HANG

HOA BON GTGT

LENH GIAO HANG
PHIEU XUAT KHO

PHIEU THU TIEN

Truéng BH M& TP. HCM

Khoa K& toan Kiém toan

THU BANG CHUYEN KHOAN

H® sd ban hang
chuyén sang
BAO CAO BAN
HANG

HOA BON GTGT

LENH GIAO HANG
PHIEU XUAT KHO

\ .g‘

— &my . *
;,‘__.;.w'--
THANH TOAN

GHI NHAN NO
PHAI THU

Trudng BH M3 TP. HCM

Khoa K& toan Kiém toan
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< Lam vi du 4, yéu cau:
Lap phiéu thu tidn mat cho doanh sé ban tai quay

LAy gi4y d& nghi thanh toan gli cho khach hang
Ghi sb nhat ky, sb cai, sb chi tiét

Lap bang téng hop chi tiét no' phai thu khach hang.
< Huéng dan doc s6 phu ngan hang
< SV d& xudt mau ddi chi€u céng nd phai thu

Trudng BH M§ TP. HCM Khoa K& toan Kiém toan

LUU TRU CHUNG TU

Phiéu xuét
kho
+01 lién dong quyén
voi so the tw lién
tuc
+01 lién kém vao
hoa don

+ 01 lién gtvi bp kho

Trudng DH M& TP. HCM Khoa K& toan Kiém toan

< Ghi nhan doanh thu, khong ghi nhan gia vén
% Khéng dén dbc thu héi ng phai thu
% Khéng d6i chiéu cong ng vdi khach hang

Trudng BH M& TP. HCM Khoa K& toan Kiém toan
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CHUNG TU LAO DONG,
TIEN LUONG VA BAO HIEM

Hb so ca nhan Thoé thuén luvong

Trudng BH M& TP. HCM Khoa K& toan Kiém toan

BO PHAN LIEN QUAN

S

San xuat, kinh doanh

Xéc nhan sp, doanh thu Céc bo phan lién quan dén
cong tac tinh lwong
Thitycthanhtoan
Trudng BH M& TP. HCM Khoa K& toan Kiém toan

08/10/2017
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PANG KY THAM GIA BAO HIEM

Trinh tir tham gia BH

R
ot ap hd so khai
o bao tang lao
. dong, gt
‘e CQBH

.
Khéng tham gia bao hiém .

DN gtri thong tin NLD
dé xin cp ma sb bao
hiém moi

DN ky hop ddng lao s N ;
dong chinh thirc voi Hoan tat h6 so dédng ky
nguoilao dong trwée ngay 15 cia thang

Khoa K& toan Kiém toan

Trudng BH M& TP. HCM

BP NHAN SU TINH LUONG

Bang chdm cong Téng hop SP hoan thanh  Téng hop doanh thu ban hang

Hop déng lao dong *——— —————= Thoa thuén lvong

N
N
N
N

.
Bang trich BHXH,YT,TN

Qui ché tai chinh Bang tam &ng luong

Khoa K& toan Kiém toan

Trudng DH M& TP. HCM

THANH TOAN LUONG

BANG TIEN MAT

CONG TV KE TOAN TIIEN UNG - &
Fhdeig JFT NWieh A3, Khu 236 T Sl Kim, £k Ciag. Handegg Ml
¥G THANH TOAN TIEN LUONG

Thimg 01 mam 2014

3984 - Latua

Khoa K& toan Kiém toan

Trudng BH M3 TP. HCM
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\g:‘ THANH TOAN LUONG

BANG CHUYEN KHOAN

Trudng BH M§ TP. HCM Khoa K& toan Kiém toan

BANG PHAN BO TIEN LUONG

% Muc dich clia Bang phan bd tién lugng Cau tric
bang Bang phan bé tién luong

< Xay dung Bang phan b8 tién luong tai doanh
nghiép

Truéng BH M& TP. HCM Khoa K& toan Kiém toan

LUU TRU CHUNG TU

% HO sG ca nhan:
B4 trong bi hd so/méinv 1 bi hd so

Sép xép theo phong ban va theo ma nhan vién
Cap nhat bang cap ctia NLD
% Hb sc bdo hiém:
Lwu theo thang, déng trén bia cong
Déi chiéu véi CQBH 1 quy/lan
% HO sq tinh luong:
Tach theo thang, dong trén bia cong

Photo chirng tir thanh toan dinh kém

Trudng BH M& TP. HCM Khoa K& toan Kiém toan
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% NLD lam viéc nhung khong cé h6 so ca nhan

% Nhiéu khoan phu cdp NLD cé hudng nhung khbng
c6 quy dinh trong hgp dong, thoa thuan ludng
hodc quy ché tai chinh

% DN khdng tham gia bdo hiém cho NLD

< DN kh&ng luong dé téng chi phi

Ry

Trudng BH M§ TP. HCM Khoa K& toan Kiém toan

CHUNG TU TAI NGAY CUOI KY

Khoa K& toan Kiém toan

'\g’ CHUNG TU TAI NGAY CUOI KY

< Phan bé& chi phi tra trudc
< Kh&u hao tai san c6 dinh

< BUt toan ké&t chuyén

Trudng BH M& TP. HCM Khoa K& toan Kiém toan

08/10/2017
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TRINH TU THUC HIEN

CHI PHi TRA TRUGC

‘ Khi phat sinh: Ghi nhan chi phi tra trudc vao TK 242 |

Trudng BH M& TP. HCM Khoa K& toan Kiém toan
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SO PO TUNG BUGC THUC HIEN

BUt toan phan bd

U6c tinh thoi gian | X&c dinh dbi
twong chiu chi phi

Phiéu ké
toan

Trudng BH M TP. HCM Khoa K& toan Kiém toan

< Lam 02 nghiép vu:

M6t nghiép vu hach toan tlr hoa don

Mot nghiép vu hach toan tir phiéu xuét kho

L4y lai vi du & bai 1, cho thém thong tin (néu can)
< M3u Bang phan bd trén excel
% GV giai thich tac dung ctia Bang phén bd

Trugng DH M§ TP. HCM Khoa K& toan Kiém toan
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TRINH TU THUC HIEN

KHAU HAO TAI SAN CO BINH

‘ Khi phat sinh: Ghi nhan nguyén gia tai san cé dinh ‘

Khoa K& toan Kiém toan

Trudng BH M& TP. HCM

~ CéapnhatBangkhduhaoTSCD |

U tinh thoi gian | X&c dinh di Bt todn khéu hao
twong chiu chi phi

Phiéu ké
toan

Khoa K& toan Kiém toan

08/10/2017

Truéng BH M& TP. HCM

< Lay vi du trong phdn TSCD, doanh nghiép ap
dung phuong phéap dudng thdng, tu cho thdi
gian. Lap bang khau hao TSCD.

< M3u Bang kh&u hao tai san c¢§ dinh

< GV giai thich tac dung ctia Bang khau hao

Trugng DH M§ TP. HCM Khoa K& toan Kiém toan
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BUT TOAN KET CHUYEN

(£

S6 CAI, SO CHI TIET TK
5,6,7,8,9

l

Phiéu ké&
toan

Trudng BH M§ TP. HCM Khoa K& toan Kiém toan

KY NANG 2: LAP BC THUE VA THAM

GIA QUYET TOAN THUE

18



