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TOM TAT:

Chiing tir k€& todn 13 chitng minh bing gidy t& cdc nghiép vu kinh t€ phét sinh va hoan thanh.

Chitng tir k&€ todn 13 bing chiing chitng minh cho s& liéu trén s6 siach va bdo cdo & cidc doanh

nghiép. Chitng tir k& todn gdm nhiéu loai khic nhau, mdi loai phan 4nh c4c ddi tugng va chi tiéu

khac nhau. Bing phuong phdp phan tich dinh tinh, bai viét trinh bay céc loai ching tir st dung,
trinh ty lun chuyén tai cdc doanh nghiép. Céc doanh nghiép c6 thé tham khio bai viét @€ thyc
hién luan chuyén chiing tir chit ché&, hop ly v6i don vi clia minh.

Tir khéa: td chic, chitng tir k& todn, luan chuyén chiing tir, doanh nghiép.

1.Pat van dé

Trong cic doanh nghiép, ching tir k& todn la
mot bing ching quan trong chitng minh tinh hgp
phép, hop 1é clia cic s6 liéu trén s§ k& todn, bao
cdo tai chinh va quyét todn thu€. Moi sd liéu ghi
trén s6 k€& toan phai dugc ddm bao bing ching tir
hgp 1y, hop 1€ va hdp phap. Chinh vi vy viéc lap,
nhén, trinh ky, st dung va bdo quan ching tir phai
dugc thuc hién chit ché, khoa hoc d€ ddm bao quin
ly chit ché& viéc that thoat tai sdn clia don vi va
phuc vu cong tic kiém tra, ki€m todn. P& lam dugc
diéu trén thi cidc doanh nghiép phai t8 chitc hé
thong chitng tir k€ todn tai don vi mot cdch khoa
hoc, chiatché va hgp ly.

T8 chiic chitng tir k€ todn 1a:

- Xéc dinh chiling loai, s& lugng, ndi dung, két
cAu va quy ch& quan ly, st dung ching tir k& todn
cho cic d6i tugng k€ todn;

- Thi€t k€ khoi lugng cong tdc hach todn ban
dau trén hé thong cdc bang ching tir hgp 1y, hgp
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phip theo mot quy trinh ludn chuyén ching tir
nhA't dinh;

- TG chifc hé thdng thong tin ban diu cho quin 1y
vAt tu, tién von, hoat dong thu chi tién, ban hang, tai
sdn c6 dinh....

T3 chitc tt chiing tir k& todn s& mang lai nhitng
Igiich to 16n:

- Vé mdit qudn 1y

+ Dua trén thong tin tir chitng tir goc dé quin 1y
chiit ché cdc doi tugng hach todn k& toan, dua ra
cdc quyét dinh tac nghiép hop 1y d€ diéu chinh k&
hoach, du toan va thuc hién giao dich kinh doanh;

+ Gilp nha quan 1y ¢6 dugc cac thdong tin kip
thdi, chinh xéc, dﬁy du, tr d6 dua ra cdc quyét dinh
kinh doanh hgp ly.

- Vé phdp 1y

Chitng tir k& todn 1a mdt phuong tién sao chup
ngay tif diu nguyén hinh, trang th4i cdc nghiép vu
kinh t& phat sinh, vi th€ ma né 1a mot chitng cit xac
thyc chiing minh sy hinh thanh cta cdc nghiép vu
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ké& todn. Cho nén t6 chiic tot chiing tir k& todn 12 t6
chitc t8t hé thdng ching cit chitng minh tinh phép 1y
cho moi hoat dong tai don vi.

- Vé mdt k&' todn

T& chic chitng tir 13 giai doan du tién dé thuc
hién viéc ghi s6 va 1ap cdc bdo cdo k& toan. Néu
chitng tir dugc td chiic tot sé tao diéu kién thuin Igi
cho viéc ghi s va thanh tra k€ todn, kiém todn.

2.Nguyén tic td chiic chirng tir ké toan

Khi t§ chifc chitng tir k& todn cin tuin thii cic
nguyén tic sauday:

Nguyén tdc thong nhdt:
Céc doanh nghiép phdi t6

Nguyén tdc hiéu qud: Khi t6 chic ching tir k&
toan phai tinh d&€n hiéu qua clia cong tic td chiic,
phdt hanh, ghi chép, st dung va luu tri¥ chiing tir.
Céc doanh nghiép phai xem xét giira 1gi lich thu
dugc tir viéc t8 chifc va thuc hién ching tir va chi
phi bé ra cho viéc thuc hién do6.

3. Noi dung t3 chifc chitng tir k& toan

3.1.Xdc dinh danh muc chiing ti

Theo quy dinh cia B Tai chinh trong Thong tu
s06 200/2014/TT-BTC, hé thong chitng tir kinh t€ &
céc don vi bao gdm 5 loai sau ddy: (Bang 1)

BAng 1. Danh muc va bi€u méu chiing tir ké todn
(Ban hanh kém theo Théng tu sé 200/2014/TT-BTC ngay 22/12/2014

chitc st dung thong nhat
hé thdng ching tr trong

cUa Bo Tai chinh)

céc nién d6 k€ toan vé loai T Tén ching tu S8 higu
ching tlr, nguyén tic 1ap, I. Lao ddng tién luong
nhan, ludn chuyén va bdo 1| Bang chém cong 01a-LBTL
quan luu trit. ; TSP
; 2 B h lam th o] 01b-LDTL
Nguyén tac ddc thii: Can ang cham cong’am Mem g
clf vio dic thil ciia doanh 3 | Bang thanh toan tién luong 02-LDTL
nghiép lwa chon hé thong 4 | Bang thanh toan tién thudng 03-LDTL
ching tur va xay dung trinh 5 | Gidydidudng 04-LDTL
t %uan chuyen cho pht hdp 6 Phiéu xac nhan san phdm hoac céng viéc hoan thanh 05-LDTL
vGi don vi minh. : — —
. y N 7 Bang thanh toan tién [am thém gid 06-LDTL
Nguyén  tac  bdng
chitng: T8 chic 1ap, nhan, 8 | Bang thanh toan tién thué ngoai 07-LBTL
trinh ky chitng tr k& todn 9 | Hop déng giao khoan 08-LDTL
phdi dim bdo sao cho cic 10 | Bién ban thanh Iy (nghiém thu) hop déng giao khoan 09-LOTL
chiing tir 46 ¢6 dii céc yéu 11 | Bang ké trich nop cac khoan theo luong 10-LBTL
t6: hgp 1y, hop 1€, hdp 12 | Bang onan bd fén] 20 hEm A Mo BTl
phdp. C6 nhu thé, ching ang phan bd tién luong va bao hiém xa hoi -
tf méi 1a bing ching II. Hang ton kho
ddng tin cdy cho hoat 1 Phiéu nhap kho 01-VvT
dong kinh doanh cia 2 | Phiéuxustkho 02-VT
don vi. L ) 3 | Biénban kiém nghiém vét tu, cdng cy, san pham, hang hoa 03-VT
Nguyén tdc cdp nhdt: —
Theo nguyén the nay khi 4 Phiéu bao vat tu con lai cudi ky 04-VT
t8 chiic ching tir k€ todn 5 | Bién ban kiém ké vat tu, cdng cu, san phadm, hang hoa 05-VT
phdi thudng xuyén cip 6 | Bangké mua hang 06-VT
nhit cdc thay ddi ve quy 7 | Bang phan bé nguyén liéu, vatlidu, cong cu, dung cu 07-VT
dinh ghi chép, biéu mau, P
Y N N lll. Ban hang
Iuu trit ching tor d€ dam : R —
bio ching tir ludn mang 1 Bang thanh toan hang dai ly, ky guii 01-BH
tinh phap 1y. 2 | Thé quay hang 02-BH
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T Tén ching t S&hidu nhitng ngudi cd lién quan
- mdéi dugc coi 1a hgp I¢,
IV.Tienté hap phép.
1 | Phiéuthu 01-TT - Ngudi 1ap phai gach
2 | Phiguchi 02-TT bé céc phan con trdng trén
— - ching tu.
3 | Gidy dé nghitam Ging 03-TT - Thii trudng don vi, k&
4 | Gidy thanh toan tién tam (ing 04-TT todn trudng khong dudc
5 | Gidy dénghi thanh toan 05-TT ky duyét san trén ban
T ching tir (ching tir khong)
6 | Biénlaithutién 06-TT va giao cho nhan vién st
7 | Bangkévangtiénte 07-TT dung dan.
8 | Bangkiém k& quy (dung cho VND) 08a-TT - Ching ur phai dugc
— — lap va ghi trén nhitng
9 | Bangkiém ké quy (dung cho ngoai té, vang tién té) 08b-TT phuong tién vat chat tot,
10 | Bangké chitién 09-TT ddm bdo gid tri luu trir
V. Tai san o djnh th?f’ thd.l ha}n qu?z dinh cua
moi loai chiing tur.
1 | Bién ban giao nhan TSCD 01-TSCB - Khéongduge phép tdy
2 Bién ban thanh Iy TSCD 02-TSCD xo0a ching tr khi c6 sai
3| Bién ban ban giao TSCD sita chia I6n hoan thanh 03-TSCD S0t N€u c6 sai sot can
phai huuy va lap ching tu
4 | Biénban danh gia lai TSCD 04-TSCBb khac nhitng phai didm bio
5 | Biénbankiémké TSCD 05-TSCP so tht ty lien tuc cla
, A Ain hing tr, khong dugc xé
6 | Bangtinhvaphan bo khau hao TSCB 06-TSCD C\. ng% » ong uoe xe
r01 khoi cuon.

Ngoai ra trong hé thdng ching tir § céc doanh
nghiép con c¢6 héa don GTGT dién t c6 miu va
trinh ty 14p luan chuyén theo huéng din ctia Thong
twsd 78/2021/TT-BTC

3.2. Té chiic lgp chitng tiv

T& chite 14p chiing tir 1a t6 chiic phan 4nh nghiép
vu kinh t&€ phat sinh vdo ban chitng tir. Cong viéc
lap chiing tir bao gdm: Lura chon chiing tir phit hop
v6i nghiép vu kinh t€ phét sinh cling nhu cic
phuong tién k¥ thuat dé 1ap chitng tir (Lap bing biit,
muc gi, gidy than hay 14p trén mdy vi tinh...) va x4c
dinh thdi gian 14p chiing tir cta tirng loai nghiép vu.

* Khi 1ap ching tir phai ddm bdo cdc yéu
ciu sau:

- Chting tir phdi dugc 1ap theo miu do Nha nu6c
quy dinh, 1dp ching tir phai st dung ding loai
chitng tir, ghi day dd cdc y&u td can thi€t trén chiing
tlr (yéu td cd ban), ddng thdi phai c6 chit ky clia

380 S6 1 -Thang 1/2023

- B6i véi céc chitng tir
bao gdm nhiéu lién: Céc lién clia chiing tir phai
dugc 1ap cling mot 1an bing cich: lién 2 va lién 3
(n€u c6) dat dudi gidy than. Chit ky clia cdc cd nhan
¢ lién quan phai dugc ky truc ti€p trén mdi ban
chitng tir khong dugc ky qua gidy than.

3.3. Té chiic kiém tra chiing tic

Ki€m tra chitng tir 1a viéc xdc dinh tinh chinh
xdc, ding din va tinh hdp 1y hdp 1€, hgp phép cla
thong tin ghi trén ching tr. Chiing tir k& todn nha't
thi€t phai dugc kiém tra nhim ddm bdo chat lugng
thong tin k& todn trudc khi vao s6, phat hién ra
gian 1an va sai s6t, Pdng thdi, viéc ki€m tra sé&
gitip don vi phét hién ra nhitng tn tha't tai sdn c6
lién quan.

Noi dung kiém tra chiing tir k& todn bao gdbm:

- Kiém tra tinh hop 1¢ ciia chitng tiv: Kiém tra cic
y&u t6 co bdn va viéc tudn thi cdc ch& do ching tir
do Nha nudc ban hanh.
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- Kiém tra tinh hop phdp ciia chimg tir: Kiém tra
chirky va dau clia don vi ¢6 lién quan trong chitng tir.
- Kiém tra tinh hop Iy ciia ching tir: Kiém tra ndi
dung ctia nghiép vu, s tién, mdi quan hé giita cc
chi tiéu s lugng va gid tri phdn 4nh trén chitng ti,
ki€m tra s6 tién trén ching tiru thuc hién va ching

tr goc.
3.4. Té chiic ludn chuyén, sit dung chiing tit cho
ghi so ké'todn

Cén ctt vao céc giao dich phdt sinh tai don vi,
k€& todn sé ti€n hanh phan loai chitng tir k€ todn
theo cdc phan hanh: chitng tir tién, chitng tir hang
ton kho, chitng tir ban hang, ching tir tai sdn cd
dinh, ching tir tién luong. Sau d6, k& todn s& vach

ra dudng di cu thé cla tirng loai chiing tir cho phit
hgp vdi tinh hinh kinh doanh va quén ly cia don
vi sao cho hiéu qua, ki€m sodt t5t nhat tai sin,
hoat ddng kinh doanh ctia doanh nghiép.

*Trinh tw ludn chuyén ciia chitng tix tién mdt:
(Sodb 1,2)

*Trinh tw ludn chuyén ciia chitng tiv hang ton
kho: (Sodo 3,4)

*Trinh tw ludn chuyén ciia chitng tir tién luong:
(Sodo 5)

*Trinh tw ludn chuyén ciia ching tir ban hang:
(Sodb 6)

*Trinh tw ludn chuyén ciia chitng tir tai san cé
dinh (TSCD): (S0 dé 7)

S0 dé 1: Phiéu thu tién mdt sé dugc ludn chuyén theo trinh tu sau:

Can cu
chirng tur
goc ké
toan lap
phi€u thu

Tha quy

thu tién

K& toan
trudng,
trudng
donvj ky

duyét

Bao quan

va lvu triv

S0 dé 2: Phiéu chi tién mdt sé dugc ludn chuyén theo trinh tu sau:

Can c chirng tir
gdc da c6 chir ky
cla truwdng don vj,
k€ todn 1ap phiéu
chi

Ké todn
trwong,
trwdng
don vi ky
duyét

Bao quan
va lwu triy

Ké toan
ghi s

S0 dé 3: *Trinh ty luGn chuyén cla chiing 17 hang tén kho:

K& todn cin clr
vao Phiéu yéu cau
nhédp kho hogc
Héa don GTGT

Ban kiém nghiém L

Phiéu nhip

nhép kho kiém tra kho
chét lvgng hang
va ky Bién ban
kém nghiém

Thi kho nhip kho
va ghi thé kho

Bdo quan va luu
trir

K& todn ghi s
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S§d dé 4: Phiéu nhdp sé dudc luan chuyén theo trinh tu sau:

K& todn
trudng,
trudng don y K
vi ky Ién 4
i kho
gidy yéu cau
xudt hang,
héa don

B& phan lién
quan |3p yéu ciu
xuat hang hodc

héa don GTG

K& todn lap

trudng,
truémng dun vj
ky 1énPhiéu
xuat kho

KE tdn Thi kho

Xuét kho
va ghi thé
kho

S0 dé 5:*Trinh ty' luén chuyén cla chiing 1 tién Iuong:

Phdng T8
chirc ky
duyét
Bang chim
cong

Phuy trach b
phén |&p Bang
Ch&m cong

K& todn tién
lrong tinh va
l&p bang thanh
to4n tién
lurong

Truéng don vj
ky duyét Ién
bang Thanh
todn luong

K& toan ghi sé,
bdo quan va
lwu trir

S0 dé é: *Trinh ty luGn chuyén cla chiing t7 ban hang:

Can ct hop
ddng mua
ban/yéu ciu
mua hang

K& toén
ban hang
lap Hoa
don

Trudng don
vj ky duyét
Ién Héa don

K& toan ghi
s6

Bao quan va
luu trir

So dé 7: *Trinh t luGn chuyén cda chiing i tai sén ¢é dinh (TSCP):

K& todn tip
hop céc
chirng tir lién

Héi dbng nghiém
thu TSCD ting/
dénh gi4 TSCD

Can clr quyét dinh

dau tu/thanh ly
TSCO Sl quan dén viéc ;
tang/giam giam
TSCD

Tuédng don vij ky
duyét |én Bién
ban gao nhén/
Thanh ly TSCD

K& todn ghisé ,
bdo quan va luwu
trir

Ké todn TSCP lap

BB giao nhin/
thanh ly TSCD

3.5. T6 chiic bao quan, luu trit, va huy chiing tit
ké'todn

Thdi gian va céc qui dinh khic vé luu trit chitng
tir k& todn dudc thuc hién theo ché€ @6 luu trit ho so,
tai liéu k€ todn ctia Nha nudc.

Trudng hdp ghi s6 k& todn bing mdy vi tinh thi
cudi mdi ki k€ todn, sau khi hoan thanh cdc cong
viéc ghi s8 va khéa s6 phai in toan bo hé thong s
k& todn tdng hop nay k& todn chi ti€'t d& luu trit va
phuc vu cbdng tic ki€m tra, ki€m todn, thanh tra
tai chinh.

4.Ké&tluan

Chitng tlr k€ todn Ia tai liéu va bing ching quan
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trong cho hoat dong kinh t€ tai chinh ctia don vi.
Chinh vi viy, cdc doanh nghiép phai xay dung mot
qui dinh vé 8 chtic, st dung, bio quan chiing tir cho
phlt hgp véi dic thi sdn xuit - kinh doanh va tinh
hinh tai chinh cia doanh nghiép minh.

Bai vi€t nay di dua ra cdc ndi dung co ban cong
tac t6 chiic ching tir k& todn nhu: loai ching tir,
trinh ty ludn chuyén. Cdc doanh nghiép c6 thé st
dung céc trinh ty ludn chuyén nay va trién khai cu
thé hon, sao cho phit hgp véi dic di€ém sin xuat -
kinh doanh, quy m6 doanh nghiép, s6 Iugng nhan
vién k€ todn, yéu cau clia nha quin 1y don vi m



KE TOAN - KIEM TOAN

TAILIEU THAM KHAO:

1. B9 Tai chinh (2014). Théng tu s6' 200/2014/TT-BTC ngay 22 thdng 12 ndm 2014 V/v hudng dan ché dp ké todn
doanh nghiép.

2. Qudc hoi (2015). Ludt s6'88/2015/QH13: Ludt K& todn, ban hanh ngay 20 thang 11 nim 2015.

3. Quéc hoi (2003). Ludt s6°03/2003/QH11: Ludt K& todn, ban hanh ngay 26 thdng 6 nim 2003

4. Chinh phti (2004), Nghi dinh s6 129/2004/NP-CP ngay 31 thdng 5 ndm 2004 ciia Chinh phii quy dinh chi tiét va
huong dén thi hanh mét s6 diéu ciia Ludt K€ todn trong hoat dong kinh doanh.

Ngay nhén bai: 19/11/2022
Ngay phan bién danh gia va sira chira: 19/12/2022
Ngay chap nhan diing bai: 29/12/2022

Thong tin tdc gia:
NGUYEN THI KIM HUONG
Giang vién Vién Pao tao Qudc t& - Dai hoc Duy Tan

THE PROCESS OF ACCOUNTING DOCUMENTS
IN ENTERPRISES

® VIBA NGUYEN THI KIM HUONG
Lecturer, International School, Duy Tan University

ABSTRACT:

Accounting documents records economic transactions of a business. Accounting documents
provide evidence for information and figures on books and reports of a business. Accounting
documents have different types and each type is used for different objects and targets. By using the
qualitative analysis method, this paper presents types of accounting documents and the sending
process of accounting documents. This article is expected to help businesses improve their sending
processes of accounting documents
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