BQ TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

SO 169-2000/QD- Ha N6i, ngay 25 thang 10 nam 2000
BTC

QUYET PINH

CUA BO TRUONG BO TAI CHINH SO 169- -2000/Qb-BTC NGAY 25
THANG 10 NAM 2000 VE BAN HANH CHE PO KE TOAN HO KINH
DOANH

BQ TRUONG BO TAI CHINH

Can cit vao Ludt thué Gid tri gia tang (S6 2/1997/QH9) va Ludt thué thu nhdp doanh nghiép
(S6 3/1997/QH9) dwoc Quoc hoi théng qua ngay 10/5/1997;

Can cir Phap lénh Ké toan - Théng ké dwoc cong bo theo Lénh s6 06 -LCT/HPNN ngay
20/5/1988 ciia Hpi dong Nha nuwée va Piéu Ié t6 chirc ké todn Nha nudc ban hanh theo Nghi
dinh s6 25 - HPBT ngay 18/3/1989 ciia Hoi dong Bé trudng (nay la Chinh phit);

Cdn cir Nghi dinh s6 28/1998/ND-CP ngay 11/5/1998 ciia Chinh phii qui dinh chi tiét thi
hanh Ludt thué GTGT va Nghi dinh s6 102/1998/NP-CP ngay 28/12/1998 ciia Chinh phii sita
doi, bo sung mot 6 diéu cia Nghi dinh 28/1998/ND-CP.

Can cir Nghi dinh s6 15/ CP ngay 02/3/1993 ciia Chinh phii vé nhiém vu, quyén han va trach
nhiém quan ly Nha nudc cua cac B9, co quan ngang Bo,

Can cir Nghi dinh sé 178/CP ngay 28/10/1994 ciia Chinh phii quy dinh chirc nang, nhiém vu
va t6 chirc b may cua B¢ Tai chinh;

Pé gitip cdc ho kinh doanh thuwc hién céng tdc ké todn phit hop véi quy dinh ciia Ludt thué
GTGT, Ludt thué tiéu thu ddc biét va Ludt thué thu nhdp doanh nghiép, Theo de nghi cua Vu
triueong Vu Ché dé ké toan va Tong cuc truong Tong cuc Thué,

QUYET PINH:
Piéu 1: Ban hanh kém theo Quyét dinh nay “Ché do ké toan ho kinh doanh".

Piéu 2: Ché df ké toan ho kinh doanh 4p dung cho tat ca cac h san xudt, kinh doanh chua
du di€u kién thanh 1ap doanh nghiép tu nhén hoat dong trong linh vuc san xuat céng nghiép,
xdy dyng, van tai, khai thac tai nguyén, nuoi trong thuy san, kinh doanh thuong nghiép, an
udng, phuc vu, stra chita va cac dich vu khac,... c6 doanh s0 ban hang theo murc qui dinh cua
B6 Tai chinh (Tong cuc Thué) ddi véi timg nganh nghé cu thé (dudi day goi tit 1 ho kinh
doanh).
Piéu 3: Ché df ké toan ho kinh doanh ¢6 hiéu Iy thi hanh tr 01/01/2001, duoc ap dung
thong nhat trong ca nudc va thay thé Ché do ke toan ho kinh doanh ban hanh theo Quyét dinh
s0 1271-TC/QB/CBKT ngay 14/12/1995 ctua B truong Bo Tai chinh.
Piéu 4: Cyc thué cac Tinh, Thanh phd truc thudc Trung vong ph(‘)i hop véi céc nganh cé
lién quan ¢ dia phuong gitp UBND Tinh, Thanh ph6 hudng dan, kiém tra cac h¢ kinh doanh
trong dia ban thyc hién ché d6 ké toan nay.
b jéu 5: Chu tich UBND cac Tinh, Thanh phé truc thudc Trung wong va Téng cuc truong
Tong cuc ’Thué, Vu truong Vu Ché do ké toan chiu trach nhiém hudng dan, kiém tra va thi
hanh quyét dinh nay.

Tran Vin T4

(ba ky)



CHE PQ KE TOAN HQ KINH DOANH

(Ban hanh theo Quyét dinh sé 169 - 2000/0P-BTC ngay 25/10/2000 ciia Bé truong Bo Tai
chinh)

CHUONG I
QUY PINH CHUNG

Pidu 1: Tat ca cac ho san xuét, kinh doanh chua du diéu kién thanh 1ap doanh nghiép tu
nhan hoat dong trong linh vuc san xuat cong nghiép, xy dung, van tai, khai thac tai nguyén,
nuoi trff)ng thuy san, kinh doanh thuong nghiép, an uéng, phuc vu, stra chira va cac dich vu
khac,... c6 doanh s6 ban hang theo quy dinh ctia B6 Tai chinh (Téng cuc Thué) d6i v6i timg
nganh nghé cu thé (duéi ddy goi chung 1 ho kinh doanh), déu phai thuc hién ché d6 ké toan
nay.

Cac ho kinh doanh thyc hién ding qui dinh trong ché d6 ké toan nay duoc co quan thué sir
dung s liéu ké toan dé tinh thué.

Piéu 2: Ké toan cac ho kinh doanh phai dam bao phan anh cac ndi dung cha yéu sau ddy:

- SO luong va gia tri tai san, vat tu, tién von, cac khodn no hién c6 dang st dung vao san xuat,
kinh doanh;

- S6 luong va gi tri hang hod, dich vu mua vao;
-Sb lugng va gia tri hang hod, san phém da ban, dich vu da cung cép;
- Céc khoan chi phi da su dung vao SXKD;

- K&t qua san xuat, kinh doanh va cac khoan thug¢, 1¢ phi phai ndp Nha nudc, cac khoan thué
dugc hoan (néu co).

Pidu 3: Ké toan ho kinh doanh phai ghi chép day du, chinh xac, kip thoi, trung thuc moi
nghiép vu kinh té, tai chinh phat sinh lién quan dén hoat dong san xuét, kinh doanh cta ho.
Moi nghiép vu kinh té, tai chinh phat sinh déu phai 1ap va ghi chép day dii vao ching tir ké
toan. Moi s6 liéu ghi trén s0 ké toan phai co ching tir hop phap, hop 1¢ chirng minh. Viéc lap
chung tir va ghi s6 ké toan phai ding ngay, thang phat sinh. Cubi thang, cudi quy, cudi nam
phai khoa s6 ké toan, lap to ké khai thué va cac bang ké theo quy dinh.

Piéu 4: Don vi tinh, don vi tién té va chir viét trong ké toan:
- Viéc ghi chép ké toan ho kinh doanh phai ding chir viét, chir s6 pho thong;

- Vé gia tri, don vi tién té st dung trong ghi chép ké toan la "Pong Viét Nam"; Cac - nghiép vu
kinh té phat sinh bang ngoai té phai quy d6i ra "Pdng Viét Nam" theo ty gia thuc té phat sinh
hodc ty gia giao dich binh quan do Ngan hang Nha nu6c Viét Nam cong bd tai thoi diém phat
sinh nghiép vu kinh té.

-Vé hién vat, don vi tinh 1a don vi do luong chinh thire cua Nha nudc Cong hoa Xa héi Chu
nghia Viét Nam (nhu: cai, chiéc, Kg, tn, m, m* m?, lit,..).

Piéu 5: Viéc ghi chep | ké toan phai dung muyc thuong, khong phai, khong bo trong dong,
khong viét tat, khong viét xen k&, khong viét chong de, khong tdy xo4. Néu Vlet sai thi phai
gach bo chd sai bang mot gach bang muc do, dé co thé van nhin 16 chit hodc sb da viét sai,
sau do ghi chir hodc so dung lén phia trén va nguodi stra chita ky tén ¢ bén canh. Néu viét sot
thi viét bd sung 1€n phia trén cho sot (bang muc thuong) va ky tén nguoi viet bd sung ¢ bén
canh.

Pidu 6: Cac ho kinh doanh phai b tri ngudi co hiéu biét nghiép vu ké toan dé giir va ghi sb
ké toan.

- Sb, chung tir va céc tai ligu ké toan phai luu giir tai co s¢ san xuét, kinh doanh dé phuc vu
cho ghi chép hang ngay va viéc kiém tra, kiém soat cua co quan thué va cac co quan chuc
nang nha nudc.

- S, chig tir va céc tai lidu ké toan khac phai duoc sdp xép, bao quan va luu trit theo dung
thoi gian quy dinh trong ché d§ bao quan, luu trir ho so tai liéu ke todn cuia Nha nudc.



Piéu 7: Nghiém cam cac hanh vi sau day:

1- Ban hang hoic cung cép dich vu khong 1ap hoa don va khong giao hoa don cho nguoi mua
(trtr treong hop ban 1€ hang hoa, cung cap dich vu cho ngudi tiéu dung co6 gia tri dudi 100
000d cho moi lan ban hang thu tién ma nguoi mua khong yéu cau lay hoa don); 1ap hoa don
ban hang, cung cap dich vu sai su that va khai khong chi phi dé trén 1au thué hoidc thong dong
v6i ngudi mua dé c6 loi ich bat chinh.

2- Sur dung hoa don chung tir khong ding mau qui dinh cia Nha nuéc;
3-‘ bé pgoéi s6 sach ké toan doanh s6 ban hang, doanh sb cung cép dich vu va tai san, vat tu,
tién von;
4- Gia mao chung tu, 1ap s6 sach, ké khai thué sai sy that.
CHUONG 11
KE TOAN THU NHAP VA CHI PHI
Piéu 8: Doanh thu:

1- Doanh thu 14 s6 tién ban san pham, hang hoa, tién cung tng dich vu (bao gdm ca cac khoan
phu thu va phi thu thém ngoai gia ban hang hod, cung tng dich vu ma co s kinh doanh dugc
hudng) di thu hodc chua thu tién duoc ngudi mua chip nhan thanh toan.

2- Doanh thu dé tinh thu nhép chiu thué:

a/ Pi v6i ho kinh doanh thugc d6i twong ndp thué GTGT theo phuong phéap khau trir thué 1a
gia ban chua c6 thu¢ GTGT;

b/ Déi v6i ho kinh doanh thude d6i tugng ndp thué GTGT theo phuong phap truc tiép trén gia
tri gia tdng la tong gia thanh todn ghi trén hod don mua hang c6 ca thue GTGT.

Pidu 9- Chi phi san xuét, kinh doanh:

1- Chi phi san xuét, kinh doanh 1a nhiing khoan chi phi lién quan tryc tiép dén san xuat, kinh
doanh.

2- Qéc khoan chi phi san xut, kinh doaph duoc trir vao dqanh thu dé xac dinh thu nhap chiu
thué phai l1a nhiing khodn chi phi thuc té phat sinh va c6 day du ching tir hgp phép, hop 1€
chirng minh.

3- Noi dung chi phi san xuét, kinh doanh ctia ho kinh doanh gdm céc khoan:
a/ Khau hao tai san ¢ dinh;

b/ Chi phi nguyén li€u, vat li¢u, nhién li¢u, nang lugng, hang hoa, dich vu mua ngoai thuc té
da su dung vao san xuat, kinh doanh c¢6 li€n quan dén doanh thu dé tinh thu nhap chiu thué:

- D6i v6i ho kinh doanh thude ddi twong ndp thué GTGT theo phuong phap khiu trir thué, gia
tri vat tu, tai san, hang hod, dich vu mua vao 1a gia mua thuc té chua c6 thué GTGT;

- D6i v6i ho kinh doanh thude ddi twong ndp thué GTGT theo phuong phap tryc tiép tinh trén
GTGT va cac mat ha‘lqng thudc dién khong chiu thué¢ GTGT, gia tri vat tu,‘téi san, hé}ng hoa,
dich vu mua vao la tong gié thanh toan ghi trén hoa don mua hang bao gom céa thué GTGT.

¢/ Tién cong va céac khoan co6 tinh chat tién cong tra cho lao dong thué ngoai;

d/ Tién thué nha, cac khoan thué, phi V‘él 1€ phi h¢ kinh doanh phai ndp (Khong ké phén thué
thu nhap doanh nghiép va cac khoan tién phat):

- Tién thué nha, thué cho ban hang duoc tinh theo sb tién tra hang thang hoac hang quy. Dm
v6i nhitng ho tra trude tién thué nha, thué chd ban hang cho nhiéu nim thi phai tinh ra s tién
tra 1 nam, 1 thang dé co can c tinh véo chi phi.

- Céc khoan thué, phi va 18 phi phai nop tinh vao chi phi gdom:

+ Thué GTGT (chi cac ho thudce cjéi tuong nop thué GTGT theo phuong phap tinh truc tiép
trén GTGT méi dugc tinh s6 thué GTGT dau ra vao chi phi san xuat, kinh doanh);

+ Céc khoan thué khac va cac khoan phi, 18 phi phai nop.



e/ Lai tién vay phai tra cho Ngan hang va cac dbi tugng khac. Lai suét tién vay tra cho doi
tuong khac khong vuot qua 1ai suat tran do Ngan hang Nha nudc quy dinh cho céc t6 chuc tin
dung.

f/ Cac khoan chi phi khac d3 st dung cho san xuat, kinh doanh.

Doi voi cac chi phi vira dung cho san xuat, kinh doanh vira dung cho sinh hoat ctia cac ho
(nhu dién, nudc, dién thoai,..) thi can ctr vao ty 1€ dung vao san xuét, kinh doanh va sinh hoat
dé phan bo chi phi.

Vi du: Mot ho kinh doanh nha nghi phai tra tién dién sir dung trong thang 1a 900 000 d, biét
rang ty 1¢ dién dung vao hoat dong kinh doanh 1a 2/3 thi chi phi mua ngoai (di¢n nang) tinh
vao chi phi trong ky la:

900 000 x 2/3 =600 000d
Piéu 10- Chi phi khau hao tai san c¢b dinh

1- Tai san c¢6 dinh 1 nhitng tai san ¢ gia tri don vi tir 5.000.0004 trd 1én va thoi gian sir dung
trén 1 nam.

2- Tai san ¢b dinh cua cac hg kinh doanh st dung vao san xuat, kinh doanh gém: Kibt, nha
ban hang, tu quay bay hang, ban tu, giuong ghé, tivi, ti lanh, bo dan va thiét bi am thanh, bon
bé chira xang dau va thiét bi do, dém ban xang dau, nha xudng, may moc thiét bi san xuat...co
du tiéu chuan 1a TSCP.

3- Cac ho kinh doanh chi duoc tinh khau hao dbi véi nhitng tai san ¢d dinh thudc so hiru cia
hd str dung vao san xuat, kinh doanh. Nhirng tai san c6 dinh di thué khong phai tinh khau hao.
Tién thué tai san co dinh duoc tinh vao chi phi kinh doanh.

4- Nguyén gia (hay gié tri) cua tai san cd dinh dé lam cin ¢ tinh khu hao duoc xac dinh nhu
Sau:

+ Tai san ¢6 dinh mua sam: Can ¢t vao hoa don mua tai san dé xac dinh nguyén gia (gia tri)
cua tai san co dinh;

+ Tai san cb dinh xay dung méi: Can cir vao chi phi thuc té xay dung tai san ¢ dinh; Trudng
hop khong tinh dugc chi phi thyc t€ xay dung tai san ¢6 dinh thi can ctr vao gia xay dung do
Nha nude quy dinh theo tirng cap nha, ting dia phuong dé xac dinh nguyén gia;

+ Nhiing tai san c¢6 dinh khong c6 dii chiing tir, hoa don 1am cin ctr x4c dinh nguyén gia thi
can ctr vao hién trang tai san va gia cua loai tai sdn nay hodc tai san twong ty dang ban trén thi
truong dé dinh gia.

5- Céach tinh khu hao tai san ¢ dinh:

- Can ctr vao nguyén gia (Gia tri) cia tai san c6 dinh, thoi gian sir dung ude tinh dé tinh khau
hao:

Mukc Nguyén gid (Gid tri) tai san co dinh
khau hao =
01 nam S6 nam sir dung
Mirc Mirc khdu hao 01 nam
khau hao =
01 thang 12 thang
Muc Mirc khdu hao 01 nam

khau hao



01 quy 4 qui

- Khi tinh murc khau hao tai san ¢ dinh nam, quy hodc thang néu c6 s6 1é cac ho duge phép
lam tron so.

- S6 nam str dung tai san cb dinh can ctr vao thoi gian sir dung tai san ¢b dinh quy dinh trong
phu luc kem theo Quyét dinh s6 166- 1999/QD-BTC ngay 30/12/1999 cua B Tai chinh ban
hanh Ché d6 quan ly, sir dung va trich khau hao tai san c6 dinh (Phu luc s6 03).

6- Nguyén tic phan bd khau hao:

- Nhitng tai san ¢ dinh hoan toan dung cho san xuét, kinh doanh thi s6 khau hao tinh hét vao
chi phi san xuat, kinh doanh;

- Nhiing tai san vira dung cho kinh doanh vira dung cho sinh hoat ctia cac hd:

+ Pbi v6i nha cira: Cin cr vao dién tich thyc té sir dung cho san xuét, kinh doanh dé tinh s
khau hao phan b6 cho san xuat, kinh doanh;

+ Dbi v6i nhitng tai san c6 dinh khic: Can ctr vao thoi gian sir dung clia timng tai san cho ting
muc dich (san xuat, kinh doanh hay cho sinh hoat) dé phan b6 khau hao vao chi phi san xuat,
kinh doanh.

- Vi¢ce tinh hodc thoi khong tinh khéu hao tai san ¢b dinh vao chi phi san xuét, kinh doanh
dugc thyc hién tron thang. Tai san ¢ dinh tham gia hodc ngimg tham gia vao san xuat, kinh
doanh thang t thi tinh hodc thoéi khong tinh khau hao tir thang t + 1. S6 khau hao tir thang t + 1
dugc tinh theo cong thic:

S6 khau hao trich | = | Sdkhduhaodd | + | S6 khau hao ting - S6 khau hao
thang t trich thang t -1 trong thang t giam trong thang
t

7- Cac ho kinh doanh phai 14p danh muc nhiing tai san ¢ dinh st dung vao san xuat, kinh
doanh dé dang ky véi co quan thué trong d6 ghi 16 tén, nguyén gia, thoi gian sir dung va mirc
khau hao nam, thang cta ting tai san ¢ dinh. Khi c¢6 ting hodc giam tai san c¢b dinh chi ho
kinh doanh phai dang ky ting, giam tai san v4i co quan thué va diéu chinh muc tinh khau
hao.

Piéu 11- Thu nhap chiu thué:
Thu nhap chiu thué cta ho kinh doanh gom:

- Thu nhép chiu thué tir hoat dong san xuét, kinh doanh bang (=) doanh thu ban hang, cung
cap dich vu trir (-) cac khoan chi phi hop 1y ¢6 lién quan dén doanh thu ban hang, cung cap
dich vu;

- Thu nhép chiu thué khac (néu co).
CHUONG II11

CHUNG TU KE TOAN
Piéu 12: Chung tir ké toan ciia ho kinh doanh bao gém:
- Ching tir bén ngoai: La chimg tir do hd kinh doanh nhén dugce cua cac co quan, cac t6 chirc
kinh t€, ca nhan bér} ngoai lap nhu: Hgé don mua vat tu, tai san c¢o dinh, hang hoa, dich vu;
Thong bao ndp thué, Bién lai ndp thué,...
- Cl}lﬁ:ng tu’ do ho kiph doanh lg“tp: GOm hoa don GTGT, hoa don ban hémg, phiéu nhap kho,
phicu xuat kho, phi€u thu, phiéu chi va cac ching tir khac c6 lién quan dén hoat dong san
xuat, kinh doanh cua ho.
Piéu 1 3 : Moi nghiép vu kinh té, tai chinh Phét sinh trong thE_’lt dong san xuét, kinh doa}nh
cua ho déu phai lap chung tur ké toan. Moilsé liéu ghi trén 6 ké toan phai co chl'mg tur ké toan
hop phap, hop 1¢ chimg minh. Ching tir k€ toan chi dugc lap 1 lan dang véi thuc te, thoi gian

va dia diém ma nghiép vu kinh té phat sinh bang cach dit gidy than viét 1 1an cho tt ca cac
lién. Tuy theo tinh chét ciia sy viéc va yéu cau quan 1y ciia Nha nudc, chimg tir ké toan phai




1ap theo mau quy dinh (chimng tir bat budc) hodc mau hudng dan (chimg tir hudng dan). Ddi
v6i cac chung tir hudng dan, dya trén co so cac tiéu thue huong dan, cac hd kinh doanh c6 thé
van dung phu hop véi dac dieém san xuat, kinh doanh cia minh.

- Chimg tir ké toan hop phap 1a chung tir 14p dung theo mau qui dinh, viéc ghi chép trén )
chung tir phai dung ndi dung, ban chat ctia nghiép vu kinh té phat sinh va nghi¢p vu kinh té

nay phu hop véi cac quy dinh cta phap luat, c6 du chit ky can thiét va ddu cua co sé kinh

doanh (néu co) theo quy dinh cua timg loai chimng ti.

- Cac chimg tir ké toan hop 16 1a chung tur dugc lap dung phuong phap, trinh tu quy dinh cho

timg loai chimg tir va phai ghi ddy du cac yéu td sau:

+ Tén goi, ngay, thang, nam 1ap va s6 hiéu cua ching tu;
+ Tén, dia chi h¢ kinh doanh 1ap chirng tur;

+ Tén, dia chi hd kinh doanh nhan ching tir;

+ Tém tét ndi dung nghiép vu kinh té phat sinh;

+ Tén, nhan hiéu, quy cach phém chét, sd lugng, don gid, thanh tién cua tung thir vat tu, san

pham, hang hoa, dich vu;

+ Tong so tién bang so va chi;

+ Chir ky ctia ngudi chiu trach nhiém vé tinh chinh xéc, trung thuc ctia nghiép vu kinh té.

Pidu 14: Tuy theo dac diém hoat dong san xuét, kinh doanh, cac ho kinh doanh phai str

dung mdt so ching tur sau:

a- Cac chung tir bat budc

- Hoa don GTGT ap dung cho dbi tuong ndp thué GTGT theo
phuong phép khau trur;

Méu s6 01/GTKT-3LL va
mau s6 01/GTKT-2LN

- Hoa don ban hang (ap dung cho d6i twong ndp thué GTGT
theo phuong phép tryc tiep va loai hang hoa, dich vu khong
thudc dién chiu thué¢ GTGT);

Mau s6 02/GTTT-3LL va
mau s6 02/GTTT-2LN

Méu s6 04/GTTT
- Béng ké thu mua nong san, 1am san, thuy san,... cia nguoi
truc ti€p san xuat;
- Bang ké ban 1¢ hang ho4, dich vy; Mau s6 05/GTTT

- Phi€u xuat kho kiém van chuyén noi bo

Mau s6 03 - VT

- Bang thanh toan hang dai 1y, ky gui

Mau 14 - BH

- Phiéu xuat kho hang giri ban dai Iy

Mau 04-XKPL-3LL

- Céc loai vé (vé tau, xe, vé vui choi gidi tri, vé gui xe, trong
do,..)

b- C4c ching tir huéng dan

- Phiéu nhap kho

MAu sb 01- VT

- Phiéu xuét kho

MaAu s 02- VT

- Bang cham cong

Mau s6 01 - LDTL

(Mau biéu va phwong phép ghi chép cic hod don va bang ké xem phu luc 56 1)

Tat ca cac loai hoa don va céac ching tur lién quan dén viéc ban hang, cung tng dich vu déu do

B Tai chinh théng nhét in 4n va phat hanh, cac ho kinh doanh phai mua tir co quan thué.

CHUONG 1V
SO KE TOAN




Pidu 15: S6 ké toan 13 nhitng quyén s6 theo mau nhét dinh c6 lién hé chat ch& véi nhau
dung dé ghi chép cac nghi¢p vu kinh té phat sinh trén co s& so li€u cia chirng tur ké toan.

- S6 ké toan ciia cac ho kinh doanh phai dugc dong thanh quyén, danh sb trang, gilta cac trang
c6 dong dau giap lai cua co quan thué. Ngoai bia ghi rd ho tén ho kinh doanh, ma s6 nop thué,
dia diém kinh doanh, tén sd, sd trang, ngdy, thang, nim mé sd, tén ngudi git va ghi so.

- Ngay ddu nam hoac khi bét dau ding ky kinh doanh cac ho kinh doanh phai m¢ s6 ké toan
moi, 1ap danh muyc s6 k€ toan phu hop véi phuong phap xac dinh thué ma h¢ kinh doanh da
dang ky vdi co quan thué quan, huyén.

- Khi hét so cac hd kinh doanh phai m¢ s6 ké toan méi va chuyén cac so liéu lién quan tir s6
ké toan cii sang so ké toan mai.

- Céc ho kinh doanh qui dinh tai Diéu 1 ché d6 nay thuc hién ghi sb ké toan theo phwong phap
"Ghi don".

- Hang ngay, cin cit vao chimg tir ké toan dé ghi vao cac so ké toan co lién quan.

- Cubi thang, cudi quy, cudi nam phai cong s0, xac dinh doanh thu ban san phém, hang hoa,
cung ung dich vu: gia thanh toan dé c6 thué GTGT (d6i v61 ho ndp thué theo phuong phap
truc tlep) hodc gia thanh toan khong c6 thué GTGT va sé thué GTGT phai ndp (d01 voi ho
nop thué GTGT theo phuong phap khau trir); gia tri hang hoa mua vao, ban ra, ton cu01 ky;
chi phi san xut, kinh doanh phat sinh trong ky Tlen hanh d01 chiéu s6 liéu gitra cac so ké toan
v6i nhau; ddi chiéu s liéu trén so ké toan voi s6 thuc té vé tién mat trong quy va vat tu, san
pham, hang hoa trong kho, hoic ¢ quay hang, trén dy chuyén san xuét va cac khoan no phai
thu, no phai tra...

Piéu 16: Tuy theo phuong phap xac dinh s6 thué GTGT phai ndp ma cac ho kinh doanh
phai md nhiing s6 ké todn sau:

1- H¢ kinh doanh thuge d6i twong ndp thué GTGT theo phuong phéap khau trir thué phai mé
cac so ké toan bat budc sau:

1- S6 Nhat ky ban hang Mau s6 S 01- HKD
2- SO Nhat ky mua hang Mau s6 S 02- HKD
3- S6 Chi phi san xuat, kinh doanh Miu s6 S 03- HKD
4- S6 chi tiét vat liéu, san pham, hang hoa Mau s6 S 04- HKD

5- Bang ké luan chuyén vat tu, san pham, hang Mau s6 S05- HKD
hoa , Mau s6 S06- HKD
6- Bang dang ky TSCD str dung vao sén xuat,

kinh doanh

2- Ho kinh doanh thugc d6i twong ndp thué GTGT theo phuong phap truc tiép phai mo cac sb
ké toan bat budc sau:

a- Bdi v6i nhitng ho kinh doanh thyc hién viéc mua, ban hang hod, cung tng dich vu c6 day
du hoa don, chumng tir mua, ban hang, ghi chep s6 ké toan day du va tinh thué truc tiép trén
GTGT phai mé cac s6 ké toan sau:

1- S6 Nhat ky ban hang Maus6 S 01- HKD
2- S6 Nhat ky mua hang Mau s6 S 02- HKD
3- S6 Chi phi san xuét, kinh doanh Mau s6 S 03- HKD
4- S6 chi tiét vat liéu, san pham, hang hoa Mau s6 S 04- HKD
5- Bang ké luan chuyén vat tu, san pham, Mau s6 S05- HKD
hang hoa Miu s6 S06 - HKD

6- Bang dang ky TSCPD str dung vao san xuit,
kinh doanh



b- Ho kinh doanh d3 thuc hién ddy du hoa don, ching tir ban hang, xac dinh dung doanh thu
ban hang nhung khong c¢6 du ching tir, hoa don mua hang va cac h¢ kinh doanh thugc dién an
dinh thué thi phai mo s6 ké toan sau:

1- S6 Nhat ky ban hang Mau s6 S01- HKD

Ngoai nhitng sé bét budc noi trén, tuy theo yéu cau quan ly cac ho kinh doanh c6 thé mé thém
"S0 theo d6i tién mdt, tien giri " (mau SO7-HKD), "So theo ddi ng phai thu" (mau S08-HKD),
"S6 theo doi ng phai tra" (mau S09-HKD).

(MAu va phuong phap ghi sé6 xem phu luc sé 02).
CHUONG V
KIEM KE TAI SAN VA KIEM TRA KE TOAN

Pidu 17: Cudi thang cac hd kinh doanh phai tién hanh kiém ké vat tu, san phém, hang hoa
con ton tai kho, tai quéy hang va gia tri san pham do dang dang san xuét dé lap "Bang ké luan
chuyén vat tu, san pham, hang hoa" va lap To khai thué GTGT va thué thu nhap doanh nghiép
theo quy dinh ctia cac luat thué va ndp cho co quan thué quan, huyén theo thoi gian qui dinh.

Cudi nam, trude khi khoa s6 ké toan, cac ho kinh doanh phai thuc hién kiém ké tai san, vat tu,
sadn pham, hang ho4, tién von hién co, sao ké doi chiéu cac khoan ng dé dam bdo so li€u trén
s0 ké toan khédp dung vai thuc te.

bicu 18: Cac hd kinh doanh phai chiu sy kiém tra tai chinh, thué va ké toan cua cac co quan
chuc nang Nha nude c6 tham quyén.

Noi dung kiém tra ké toan 1a kiém tra tinh trung thue, chinh xac, day du, kip thoi cua viée ghi
chép, tinh todn, phan anh trén cac ching tur ké toan, so ké toan; Kiém tra viéc chip hanh cac
chinh sach, ché d6 vé tai chinh, ké toan va thyc hién nghia vu thué ddi voi Nha nude.

Chu h kinh doanh phai chap hanh quyét dinh kiém tra ke toan ctia co quan ¢ tham quyén va
¢6 trach nhiém cung cap day du s6 lidu, tai liéu ké toan can thiét cho cong tac kiém tra tai
chinh, ké toan, thué tién hanh thuan loi.

CHUONG VI
TO CHUC THUC HIEN

Piéu 19: Chu ho kinh doanh phai thyc hién nghiém chinh cac qui dinh trong ché d6 ké toan
nay.

D6i v6i cac ho kinh doanh ghi chép, phan anh s liéu ké toan khong chinh xéc, trung thyc, co
quan thue c6 quyen khong chap nhan so li¢u trén s6 ké toan dé tinh thué ma can cur vao tai
li¢u diéu tra dé an dinh doanh thu tinh thué va thu nhép chiu thué theo quy dinh cta cac luat
thué.

Pidu 20: Cac cap chinh quyén (quan, huyén, phuong, xi) va cac nganh chirc ning nhu cong
an, tai chinh, quan 1y thi truong,.. phai cé trach nhiém phdi hop véi nganh thué hudéng dan
kiém tra xur 1y cac hg kinh doanh ¢d tinh khong chép hanh viéc thuc hién ché do ké toan nay,
moi hanh vi che ddu viéc 1am sai trai néu trén cta cac ho déu bi xir 1y theo quy dinh ctia phap
luat.



PHU LUC SO 01

CHUNG TU KE TOAN

DANH MUC CHUNG TU KE TOAN

STT

10
11

Tén ching tur
1- Céc chimg tir bt budce

Hoa don
Hoa don ban hang

Béang ké thu mua ndng san, lam san, thuy san,... ctia
ngudi truc tiép san xuat

Bang ké ban 1¢ hang hoa, dich vu

Cac loai ve (v¢é tau, vé xe, vé vui choi giai tri, ve giri
xe, trong do,....)

Phiéu xuat kho kiém véan chuyén noi bd

Phiéu xuét kho hang guri ban dai 1y

Bang thanh toan hang dai ly, ky gui

2- Cac ching tir huéng dan
Phiéu nhép kho
Phiéu xuét kho

Bang cham cong

Ky hiéu

01/GTKT-3LL va
01/GTKT-2LN

02/GTTT-3LL va
02/GTTT-2LN

04/GTTT

05/GTTT

03-VT
04-XKDL-3LL
14-BH

01-VT
02-VT
01-LBTL




HOA PON (GTGT)
Lién 1(Luu)
Ngay... thang... nam 200..

Mau s6: 01/GTKT- 3LL

Ky hiéu: AA/98

$6:000001
Pon Vi bAN hANG:....cc.ooiiiiieee e
Piachiieeiiiiiiiiiiiieeee SO 121 KROAN. ...,
bién thoai ..................... MS
Ho tén ngudi mua haAng:.........coooviiiiiiiiiiee e
DON VIt
D3PI e] oV O
Hinh thirc thanh toan:......... MS
STT Tén hang hoa, Don vi tinh | S6 luong | Pon Thanh tién
dich vu gia
A B C 1 2 3=1x2
Cong tién hang:  .oooeeeeeen
Thué suat GTGT: % Tién thu€ GTGT:. oo,
Tong cong tién thanh toan: ......................
SO LiGH VISt DANG CRIF: ...,
Nguoi mua hang Ké toan trudng Thu truong don vi
(Ky, ghi 16 ho, tén) (Ky, ghi 10 ho, tén) (Ky, dong dau, ghi 18 ho, tén)

Lién 1: Luu
Lién 2: Giao khach hang
Lién 3: Dung thanh toan




HOA PON (GTGT)
Lién 1(Luu)
Ngay... thang... nam 200..

Mau s6: 01/GTKT- 2LN

Ky hiéu: AA/98

$6:000001
Don Vi DAN hANG:.....ociiiiiiie
PA Chieeeeeeeeeeeeeee e
MS
Ho tén ngudi mua haAng:.........coooiiiiiiiiii e
Hinh thuc thanh toan:......... MS
STT Tén hang hoa, Don vi tinh S luong Pon Thanh tién
dich vu ga
A B C 1 2 3=1x2

Cong tién hang:  .....cococevveernnes

Thué suat GTGT: % Tién thué GTGT:.  oovoeveeeceneee.
Tong cong tién thanh toan: ....................

SO HIEN VIt DANG CRIE: ... e
Nguoi mua hang Ngudi ban hang

(Ky, ghi ro ho tén)

(Ky, ghi r0 ho tén)




HOA PON BAN HANG Mau s6: 02/GTTT- 3LL
Lién 1(Luu)
Ngay... thang... nam 200..

Ky hi¢u: AA/98

$6:000001

Pon vi bAN hANG:.....c.oiiiiiie
Piachiiciiiiiiiiiiiiiiii, SO 121 KROAN: ..o
bién thoai:........cccuveeeeee. MS
Ho tén nguoi Mua RANG:.......c.eoiiiiiieiiieiiecieeeecee e
DON VIt
DI ChIi.eeeeeccee e
Hinh thac thanh toan:......... MS

STT Tén hang hoa, Ponvi | S6 Pon Thanh tién

dich vu tinh luon gia
g
A B C 1 2 3=1x2
Cong tién ban hang hod, dich vu: ......cocooee........
SO 1ieN VIEt BANG CHIE:...............oeeveeeeeeeeeeeeveeeees s e s s snsesn e
Ngudi mua hang K¢ toan truong Thu trudng don vi
(Ky, ghi 0 ho, tén) (Ky, ghi r0 ho, tén) (Ky, déng dau, ghi rd ho, tén)

Lién 1: Luu
Lién 2: Giao khach hang
Lién 3: Dung thanh toan




HOA PON BAN HANG Mau s6: 02/GTTT- 2LN
Lién 1(Luu)
Ngay... thang... nam 200..
Ky hiéu: AA/98
$6:000001

STT Tén hang hoa, Pon vi tinh | S6 lugng | Pon gia Thanh tién

dich vu

A B C 1 2 3=1x2

Ngudi mua hang Nguoi ban hang
(Ky, ghi rd ho tén) (Ky, ghi r0 ho tén)




MAU SO 04/GTGT

BANG KE THU MUA HANG NONG SAN, LAM SAN, THUY SAN CUA
NGUOI TRUC TIEP SAN XUAT

(Théng... nam 200...)

- Tén co s& san xuat, ché bién:........oo.........
=Piachin..
- Pia chi noi t chirc thu mua:................
- Nguoi phu trach thu mua.......................
Ngay Nguoi ban Hang hod mua vao
thang mua | Ho tén Dia chi Tén mat SH Don gia | Tong gia
hang luong thanh toan
1 2 3 4 5 6 7 =5x6

Ngay... thang... nam 200...
Nguoi 1ap bang
MAU SO: 05/GTGT
BANG KE BAN LE HANG HOA, DICH VU
(NGAY... THANG.... NAM 200...)

Ma s6:
Piachieciiiiiiiiii
Ho tén ngudi ban hang:...........cccveeeneeeneee.
bia chi noi ban hang:...........ccceceeeeenee.
STT Tén hang hoa, Pon vitinh | SOlugng | Pongia | Thanh
. tién
dich vu

A B C 1 2 3=1x2




Téng cong tién thanh toan:

Nguoi ban
(Ky, ghi ré ho tén)




HO: oo, MAU SO: 03-VT
Dia chi:..oveeeee.. (Ban hanh theo OP sé: 1141 TC/ OB/ CPKT
ngay 1/ 11/ 1995 cua B¢ Tai chinh)
PHIEU XUAT KHO KIEM VAN CHUYEN NOI BQ

SO,
Ngay .....thang .....nam 200....
- Can clr 1énh diéu dong sb.... ngdy... thang.. ndm cla....................
Ve VIBC e,
- Ho tén ngudi van chuyén................ bia chi ( bo phén ).............
- Phuong tién VAN ChUYEN: ..........ovoveeeeeeeeeeee e
= XUAL 21 KRO e+
- NhAP ta1 KNO:..ooiiiiiieiiicece e
S6 Tén, nhan hiéu, qui M,é bon S6 luong bon Thz}lnh
thr | céch, pham chat vat tu SO vi gia tién
tu (SP, hang hoa) tinh
Thuc Thuc
xuat nhap
A B C D 1 2 3 4=2x3
Cong X X X X X X
TOng $0 tien ( VIt DANE CHTE )i w.veveeeeeeeeeeeeeeeeee e
Nhap, ngay... thang... nam 200..... Xuit, ngay... thang... nim 200...
Nguoi nhan Ngudi van chuyén Nguoi giao

(K, ho tén) (Ky, ho tén) (Ky, ho tén)



5 (L N MAU SO 04/XKPL-3LL
Dia chi:............. Ban hanh theo théng tw sé 140-1999-TT-BTC
ngay 27/12/1999 cua Bo Tai chinh
PHIEU XUAT KHO HANG GUI BAN PAI LY
Ngay... thang... nam 200...
Lién:..
Can ct hop dong kinh té sb:...... ngay... thang.... nam 200.. ........... ........... v6i (t6 chuc, ca
nhan).................... V& VIEC..iiiouiieeiiieesiieestee e stee e siee e saee e
Ho tén ngudi van chuyén:........ccooeeeeueeeceeennan. Hop ddng s6 (néu co)......
Phuong tién VAN Chuyén:............ooeveeeeeeeeeeeeeeeeeeeeeean.
XUAL 181 KNO et
Nhap tai KNOt..oioiiiiieiececeeeeee e
Tén nhan hi¢u, quy cach, Mai s6 | Pon vi Sb Don gia Thanh
pham chat vat tu, san pham, tinh luong tién
hang hoa
1 2 3 4 5 6=4x5
Cong

Xudt, ngay... thang... nam...
Nguoinhén hang  Ngudi lap

(XY, ho tén) phicu
(Ky, ho tén)

Nhdp, ngay... thang... nam 200...
Thua kho xuat Nguoi van chuyén  Chua hod
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)



HO: oo, MAU SO: 14
Dia chit...oo.eeee.... (Ban hanh theo OP so: 114
ngay 1/11/1995 cua B¢
BANG THANH TOAN HANG PAI LY (KY GUI)
Ngay... thang... nam 200..

Cin cir hop dong sd.. ngdy... thang... nim vé viéc ban hang dai Iy (ky guri)

chung t6i gom:

ban hang dai 1y, ky gui
Thanh quyét toan s6 hang dai Iy tir ngay.../../... &én ngdy.../.../... nhu sau

STT Tén, quy cach, Don vi Sé luong S6 luong S6 hang di ban trong |
phim chit hing hod tinh ton dau ky | nhan trong ky
S6luong | Pongia | Tt
A B C 1 2 3 4 |
Cong
Hoa hong dugc huong(%)...... thanh tién............ dong (viét bang
(o] 111 ) RS
S6 tién thanh toan cho ngudi c6 hang giri ban........................ ddng... (viét bang chi).............
Nguoi giao hang dai 1y (ky gui) Nguodi nhan hang da

(Ky, ho tén) (Ky, ho tér



HO: o, MAU SO: 01-VT

Diachi:................. (Ban hanh theo OP sé: 1141 TC/ 0P/ CPKT
ngay 1/ 11/ 1995 ciia B¢ Tai chinh)
PHIEU NHAP KHO SO,
Ngay..... thang ....nam 200....
- Ho tén nguoi giao:......ccceeevveeeveeennenn. diachitooeeiiiieeeeeeee,
- Theo .......... SO ........ ngay .....thang....ndm 200.......ClAa........cccverrrrennnnn.
NRAP a1 KNO:..iiiiieieeeee et
S6 Tén qui vat tu san I\/I,é Pon vi S6 luogng bon Th{élnh
thir tu pham, hang hoa sO tinh gia tién
Theo Thuc
ching tr | nhép
A B C D 1 2 3 4=2x3
Cong X X X X X X
TONg 80 tien ( Vit DANE CHTE )i .o
Nhap ngay ......thang ....... nam 200....
Chu ho Nguoi giao hang Thu kho
(Hodic bé phdn c6 nhu cau nhdp) (Ky, ho tén) (Ky, ho tén)

(Ky, ho tén)

5 (0 E MAU SO: 02-VT
Dia chi:................. (Ban hanh theo OP sé: 1141 TC/ 0P/ CPKT
ngay 1/ 11/ 1995 cua B¢ Tai chinh)
PHIEU XUAT KHO N O
Ngay..... thang...... nam 200....

- Ho tén nguoi nhan hang................ bia chi ( b phan )..................
= L dO XUAL KNOT ..o
= XUAL LT KNO e s s

S6 | Tén, phﬁn hiéu, qui cach, pham M,é Ponvi| Sb luong bon Th{}lnh ‘
TT chat vat tu ( SP, hang hod) SO tinh gia tién




Yéu | Thyc
cau | xuat
A B C D 1 2 3 4 =2x3
Cong X X X X X
TOng s tién (VIet bang Chil):.......o.covvveevvceerereeeeeieeseeseseeeeensennens
Xuit, ngdy.......thang........ nam 200....
Chu ho Nguoi nhan Thu kho

(KY, ho tén)

(KY, ho tén)

(K, ho tén)



HO: oo, MAU SO: 01-1
Dia chit...oueeee.... (Ban hanh theo OP so.: 114
ngay 1/11/1995 cua B¢

BANG CHAM CONG
Thang... nam 200...

STT Ngay trong thang
Ho tén Mtc 1 2 30 31
luong
A B C 1 2 30 31
Cong
Chu h¢ Nguoi

(Ky, ho tén) (Ky,



GIAI THICH PHUONG PHAP LAP CHUNG TU KE TOAN
HOA PON (GTGT)
(Méu s6 01/GTKT)

1- Muyc dich: Hoa don (GTGT) dung cho cac ho nop thué GTGT theo phuong phap khau trur
thué dé phan anh sb lwong va sb tién timg loai hang hod, dich vu di ban, da cung cap, s6 thué
GTGT ma ngudi mua phai ndp 1am cin ctr xac dinh doanh thu ban hang va sb thué GTGT cua
hang hoa dich vu ban ra .

Hoa don (GTGT), miu s6 01/GTGT-3LL dung cho cac hd ban budn va ban nhiéu mit hang
mot luc.

Hoa don (GTGT), méiu s6 01/GTGT-2LN dung cho cac hd ban 1é hang ho4, it mit hang.

2- Céach lap:

-Hoa don (GTGT) do nguoi ban hang hod, dich vu 1ap khi ban hang hod, cung cép dich vu.
- Nhitng hang hoa, dich vu c6 cting thué suat 1ap riéng mot hoa don.

- Ghi 10 ho, tén, dia chi, ma s6 thue, s6 hi¢u tai khoan ctia ngudi ban hang va ngudi mua hang,
hinh thire thanh toan bang séc, tién mat,..

- Cot A,B: Ghi s6 thir tu, tén hang ho4, dich vu cung ung thu tién. Mdi loai hang hoa, dich vu
ban thu tién ghi mdt dong.

- Cot C: Bon vi tinh cua hang hoa, dich vu.

- Cot 1: Ghi s6 luong hoic trong lugng hang hoa, dich vu ban ra hodc da cung cap.

- Cot 2: Ghi don gia ban ciia timg loai hang hoa, dich vu,.. truong hgp hang hoa trao dbi ghi
theo don gi4 ban hang ho4, dich vu mang trao doi.

- Cot 3: Thanh tién, day 1a s6 tién ban hang hod cung cap dich vu chua c6 thué GTGT . Cot 3
=0t 1 nhan (x) cot 2

Céc dong con thira phia dudi céc cot A, B, C, 1, 2, 3 dugc gach chéo tur trén xuéng duai, tu
trai qua phai.

Dong cong tién hang: Ghi s tién cong cot 3

Dong thué sudt GTGT: Ghi thué suat cia nhém hang hoa, dich vu ban ra.

Tién thué GTGT = Cong tién ban hang nhan (x) thué suit (%) thué GTGT

Dong tong cong tién thanh toan: Bang so tién ban hang cong (+) s6 tién thué GTGT

Dong s6 tién viét bang chir: Ghi tong sd tién viét bang chit. DAy 14 tong sb tién thanh toan
nguoi mua phai trd bao gom tién mua hang hod, dich vu va s6 thué GTGT.

Hoa don (GTGT) lap lam 3 lién (loai 01/GTKT-3LL) hodc 2 lién (loai 01/GTKT-2LN), néi
dung ghi ¢ cac lién phai nhu nhau bang cach dit gidy than viét mot lan cho céc lién. Nghiém
cam nguoi ban hang, cung cap dich vu 1ap hoa don (GTGT) ghi mbi lién mot noi dung khac
nhau hodc ghi tén hang hoa, s6 lugng, s6 tién trén hoa don khong dung vai thuc té da ban, da
cung cp va s tién da thu cua khach hang.

Hoa don (GTGT) sau khi 1ap ngudi mua va ngudi ban phai ky tén, ghi 16 ho tén vao hoa don.
L@én 1 luu cudng, lién 2 giao cho khach hang, lién 1 (loai 2 1i€n) hodc lién 3(loai 3 lién) dung
dé hach toan.

H6 kinh doanh st dung s liéu ghi trén hoa don (GTGT) dé ghi s6 Nhat ky ban hang va céc sb
khac cé lién quan.

HOA PON BAN HANG
(Mdu s6 02/GTTT)

1- Muc dich: Hoa don ban hang dung cho cac ho nop thué GTGT theo phuong phap truc tiép
dé phan anh s6 luong va sb tién timg loai hang hod, dich vu di ban, di cung cap, lam can ct



xac dinh doanh thu ban hang va tinh toan s6 thué GTGT phai ndp ctia hang hoa ban ra, dich
vu da cung cap.

Ho4 don ban hang (miu s6 02/GTTT-3LL) ding cho cic hd ban budn v ban nhidu mat hang
clng mot lac.

Hoa don ban hang (mau s6 02/GTTT-2LN) dung cho cic hd ban 1 hang hoa va ban it mit
hang.

Hoa don ban hang do ngudi ban 1ap khi ban hang hoidc cung tmg lao vu, dich vy thu tién.
2- Phuong phap lap:

Ghi 16 tén, dia chi, ma s6 thué, s6 hiéu tai khoan ctua nguoi ban hang va ngudi mua hang
Hinh thirc thanh toan béng séc, tién mat, hodc chuyén khoan...

Cot A,B: Ghi sb tht tu, tén hang ho4, dich vu cung ung thu tién. Mdi loai hang ho4, dich vy
ban ra ghi mot dong.

Cot C: DBon vi tinh ctia hang ho4d, dich vy ban ra.

Cot 1: Ghi s lugng hoac trong luong hang ho4, dich vu ban ra hoac da cung cép.

Cot 2: Ghi don gia ban cua ting loai hang hoa, dich vu,.. Truong hop hang hod trao d6i ghi
theo don gi4 ban ctuia hang ho4, dich vu mang trao doi.

Cot 3: Ghi tong s6 tién ban hang hoa, cung cap dich vu c¢6 ca thué GTGT. c¢ot 3 bang (=) cot 1
nhan (x) c0t 2

Céc dong con thira phia dudi céc cét A, B, C, 1, 2, 3 duoc gach chéo tur trén Xuéng dudi, tu
trai qua phai.

Dong cong tién ban hang ho4, dich vu: Ghi téng cong sd tién & cot 3.

Dong s6 tién viét bang chir: Ghi bang chir tong s tién ban hang hoa, cung cap dich vu khach
hang phai thanh toan trong do c6 ca thué GTGT.

Hoa don ban hang 1p lam 3 lién (loai OZ/GTTT-SLL) hogc 2 lién (loai 02/GTTT-2LN) , néi
dung ghi ¢ cac lién phai nhu nhau bang cach dat gidy than viét mot lan cho cac lién. Nghiém
cam ngudi ban hang, cung cap dich vu 1ap hoa don ghi moi lién mot noi dung khac nhau hoac
ghi tén hang hoa, s6 luong, so tién trén hoa don khong diung voi thyuc té cua sb luong va gia tri
ctia hang hod ban ra, dich vu da cung cap.
Hoa don ban hang sau khi 18p ngu61 mua va nguoi ban phai ky tén, ghi r6 ho tén vao
hoa don. Lién I luu cudng, lién 2 giao cho khach hang, lién 1 (loai 2 lién) hodc lién 3(loai 3
lién) dung dé hach toan.
Ho kinh doanh str dung s6 liéu trén hod don ban hang dé ghi vao s6 Nhat ky ban hang va céac
s0 co6 lién quan.
BANG KE BAN LE HANG HOA, DICH VU
(Mdu 56 05/GTGT)
1- Muyc dich: Bang ké ban 1¢ hang hoa, dich vu dung cho cac hd kinh doanh trong truong hop
ban l¢ hang hoa s6 lugng it, gia tri nho (duéi mire qui dinh phai 1ap hoa don hoac khong lap
dugc hoa dO’l’l ban hang) d€ phan anh so6 lugng va so tién tung lpai hang ho4, dich vu da ban,
da cung cap lam can ctr xac dinh doanh thu ban hang va s6 thué GTGT cua hang hoé dich vu
ban ra.
2- Phuong phap lap:
- Bang ké ban 1é hang hoa, dich vu do ngudi ban hang 14p khi ban hang héa, cung cép dich vu.
- Ghi 10 tén hd kinh doanh, dia chi, t€n nguoi ban, noi ban hang.
- Cot A, B: Ghi s6 thu tu, t€n hang ho4, dich vu cung ung thu tién
- Cot C: Don vi tinh cua hang hoa, dich vu



- Cot 1: Ghi s6 lugng hoac trong luong hang hod bén ra, dich vu da cung cép.

- Cot 2: Ghi don gid ban cua tung loai hang hoa, dich vu,.. truong hop hang hoa trao d6i ghi
theo don gia ban hang ho4, dich vy mang trao doi.

- C6t 3: Thanh tién. Cot 3 bang (=) ¢t 1 nhan (x) cot 2
Dong tdng cong tién thanh toan ghi s tién tong cong & cot 3

Dong tong sd tién viét bang chir: Ghi bang chit tong cong sb tién thu duoc clia hang hoa ban
ra, dich vu da cung cap.

Bang ké ban 1¢ dugc lap hang ngay, vai ngay, hang tudn hodc hang thang. Sau khi lap, ngudi
ban hang phai ky tén, ghi 16 ho tén vao cu6i bang ke. S6 liéu trén Bang ké ban l¢ hang hoa,
dich vu dugc st dung dé 1am cin cr ghi s6 nhét ky ban hang va céc so lién quan.

BOI’VO'I ho6 ndp thué theo phuong phap khiu trir, gia thanh toan ghi trén bang ké 1a gia di c6
thué GTGT, gid chua c6 thué dugc xac dinh nhu sau:

Gia thanh toan (trén bang ké)
Gia chua c6 thué GTGT

1+ (%) thué suit cta hang hoa, dich vu d6

Thué suit thué

Thué GTGT phaindép = Gié chua c6 thué X iTGE Cﬁa héélfg
GTGT 04, dich vu d6

hoac:
Thué GTGT phaindp =  Gidthanhtodn -  Gia chua c6 thud GTGT

Dbi v6i hang hod, dich vu mua vao la loai dugc dung ching tir la Bang k€ ban 1€ thi ho kinh
doanh thudc dién nop thué theo phuong phap khau trir dugc can cir gia thanh toan da co thué
va phuong phap tinh néu trén dé€ xac dinh gia khong c6 thué va thué GTGT dau vao duoc
khau trur.
BANG KE THU MUA HANG NONG SAN, LAM SAN, THUY SAN...
CUA NGUOI TRUC TIEP SAN XUAT
(Méu s6 04/GTGT)
1- Muc dich:

Béng ké thu mua hang néng san, 1am san, thuy san,... ciia nguoi truc tiép san xuat ding cho
nhirng ho thu mua ndng, 1am, thuy san khi mua hang ctia ngudi truc tiép san xuat thudc dién
khong phai 1ap hoa don dé x4c nhan s lugng, gia tri cia hang nong san, 1am san, thuy san,...
da mua. Lam can ctr xac dinh gia tri cia hang hoa mua vao va tinh toan s6 thué dau vao duogc
khiu trir (d6i véi cac ho thude ddi tuong ndp thué theo phuong phap khau trir) tinh toan chi
phi san xuat, kinh doanh.

2- Céch lap:

Ghi 15 tén co s& san xuat, ché bién, dia chi, dia chi noi té chirc thu mua, nguoi phu trach thu
mua.

- Cot 1: Ghi ngay thang mua hang

- Cot 2, 3: Ghi ho tén, dia chi ngudi ban

- Cot 4: Ghi tén mat hang mua vao

- Cot 5: Ghi s6 lrong mat hang mua vao

- Cot 6: Ghi don gia thanh toan

- Co6t 7: Thanh tién, Cot 7 bang (=) ¢t 5 nhan (x) cot 6



Téng gia thanh toan 1a sb tong cong cta cot 7.

Sau khi 1ap xong nguoi lap bang ké ky tén. S liéu bang ké thu mua hang nong san, lam san,
thuy san,... cia nguoi truc tiép san xuat duoc sir dung dé ghi vao Nhat ky mua hang va s6 chi
phi san xuat kinh doanh.

Ho kinh doanh khi mua hang thu¢c dién dung bang ké thu mua hang néng san, lam san, thuy
san,.. chua qua ché bién ctia ngudi truc tiép san xuit s& dugc tinh khau trir thué dau vao theo
ty 1¢ (%) tinh trén gia tri hang hoa mua vao:

- 5% d6i v6i san pham trong trot thudc céc loai ciy lay nhua, lay mu, 14y dau, mia cay, ché
bup tuoi, lta, ngd, khoai, sin; san phim chin nuéi 1a gia suc, gia cAm; ca tdm va cac loai thuy
san khac;

- 3% dbi vé6i cac loai san phim 13 néng san, 1am san khong quy dinh trong nhom duogc khiu
trir (5%) trén day.

PHIEU XUAT KHO KIEM VAN CHUYEN NOI BO
(Mau s6 03- V)

1- Muc dich: Theo ddi sé lwong vat tu, san pham, hang hoa di chuyén tir kho nay dén kho
khéc trong ndi bd hd kinh doanh hodc dén cac don vi gia cong ché bién,..., lam ching tir van
chuyén trén duong.

2- Céch lap:

Khi 1ap phiéu xuét kho kiém véan chuyén ndi bd phai ghi rd:

+ Tén, dia chi cia don vi co vat tu, san pham, hang hoa chuyén di vao goc trén bén tréi;
+ S0, ngdy, thang nam lap phiéu;

+ Ho tén nguoi van chuyén (neu 1a nguoi ngoai don vi thi phal ghi thém dia chi ciia nguoi van
chuyén) va hop ddng van chuyén sd.. ngay... thang... nam..

+ Tén, ky hiéu cia phuong tién van chuyén;
+ Tén, dia chi ciia kho xuit hang va kho nhan hang;

+ Cot A, B, C, D: Ghi s6 thu tu, tén nhan hiéu, quy cach, ma s6 va don vi tinh cua tung loai
vat tu, san pham, hang hoa chuyén di;

+ Cot 1: Thu kho xuat hang ghi s6 thyc xuat cia timg thir hang;
+ Cot 2: Thu kho nhap ghi s6 thuc nhap cua ting thir hang;

+ Cot 3, 4: Ké toan ciia ho c6 vat tu, san pham, hang hoa chuyén di ghi don gi4 va tinh thanh
tién (cot 4 = cot 2 x cot 3)

Dong cong: Ghi tong so tién cta so lugng vat tu, sdn pham, hang hod xuat kho chuyén di theo
s0 li¢u tinh toan cua ké toan.

Sau khi xuét kho, thu kho xuét ghi ngdy.. thang.. ndm xuit kho va ky vao cac lién ciia phiéu
(ghi 18 ho tén) giao cho ngudi van chuyén mang theo cung hang van chuyén trén dudng.

Thu kho nhép, sau khi nhan hang xong ghi s thuc nhép vao cot 2, ngay.. thang.. nam.. nhap
va ciing voi ngudi van chuyén ky vao cac lién cua phiéu.

Phiéu xuit kho kiém van chuyen ndi by dung lam cén ctr ghi s6 kho hang va thé kho.
PHIEU XUAT KHO HANG GUI BAN PAI LY
(Maéu s6 04-XGPL-3LL)
1- Muc dich:
Dung dé theo ddi s6 lwong hang xuét kho gri ban, lam ching tir van chuyén trén duong.
2- Cach lap:



Ghi 15 s6, ngay thang ctia hop dong kinh té, noi dung hop ddng, ho tén ngudi van chuyén,
phuong tién van chuyén. Noi xuit, noi nhan hang

- Cot 1: Ghi tén, nhan hiéu, quy cach, pham chét vat tw, san pham, hang hoé xuat kho giri ban
- C6t 2: Ghi ma sb cta hang xuat kho
- Cot 3: Ghi don vi tinh cua hang hoa
- Cot 4: Ghi s6 luong hang xuat kho
- Cot 5: Ghi don gia hang gtri ban
- Cot 6: Bang cot 4 nhan (x) cot 5
Dong cong tién hang ghi sé tong cong ciia cot 6
Phiéu g(uét kho hang giri ban dai Iy duoc dung dé ghi s6 theo ddi vat tu, san pham, hang hoa
(chi tiet hang guri ban).

BANG THANH TOAN HANG PAI LY (KY GUT)

(Madu 56 14- BH)

1- Muc dich:

Phan anh tinh hinh thanh toan hang dai ly (ky gui) gitra don vi ¢6 hang va hg nhan ban hang.
La ching tir dé don vi c¢6 hang va hd nhan dai 1y, ky gui, thanh toan tién va ghi so6 ké toan.

2- Céach lap:

Ghi 10 tén, dia chi hd nhén ban hang dai 1y, ky gtri & dong trén bén trai.

- Ghi 15 sb va ngay, thang, nim lap bang thanh toan hang dai 1y, ky giri.

- Ghi 13 s6 hiéu, ngay, thang nim cta hop dong ban hang dai 1y, ky giri.

- Ghi 10 tén, chure vu cua dai dién cac bén gui hang va nhan hang dai 1y, ky gui.
+Cot A, B, C: Ghi s6 thir tr va tén quy cach, pham chét, don vi tinh clia san pham, hang hoa
nhan dai 1y, ky gui.

+ Cotl: Ghi s lugng hang chua thanh toan cudi ky trude

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

+ Cot 3: Ghi s6 lwgng hang nhan dai 1y, ky giri da ban trong ky

+ Cot 4: Ghi don gid hang dai ly, ky gtri da ban trong ky
+Cot5: Cot 5 =cot3 x cot 4

+ Cot 6: S6 lwong hang dai 1y, ky gui ton cudi ky chua ban duoc dén ngay 1ap bang thanh
toan.

Dong cong: Ghi tong sb tién phai thanh toan trong ky 1a dong tong cong cua cot 5

Ghi 15 s6 tién hoa hong bén nhan ban hang dai 1y, ky giri duge hudng va sb tién bén nhan ban
hang phai thanh toan cho bén giri ban hang dai ly, ky gtri.

PHIEU NHAP KHO
(Mdu s6 01-VT)
17- Muc dich: Nhim xéc ghén ) luong vat tu, san phém, hang hoa nhap kho lam céan ctr ghi
s6 theo doi vat tu, san pham, hang hoa.
2 - Céch lap:
Phiéu nhap kho ap dung trong cac truong hop nhap kho vt tu, san pham, hang hoa mua
ngoai, tu san xuat, thué ngoai gia cong ché bién.

Khi 1ap phiéu nhap kho phai ghi rd s6 phiéu nhap va ngay, thang, nam lap phiéu, ho tén nguoi
nhap vét tu, san pham hang ho4, s6 hoa don.



Cot A, B, C, D: Ghi sb thir tu, tén, nhin hiéu qui cach, ma s6 va don vi tinh cua vat tu, san
pham, hang hoa.

Cot 1: Ghi sb lugng theo hoa don.

Cot 2: Thu kho ghi sé lwong thue nhéap vao kho.

Cot 3: Ghi don gia ( theo gia hoa don)

Cot 4: Tinh ra sb tién cua tung thu vat tu, san phém, hang hoa thuc nhap. Cot 4 = cdt 2 x ¢ot 3

Dong cong: Ghi tong sd tién cia cac loai vat tu, san phdm hang hoa nhap cing mot phiéu
nhap kho.

Phiéu nhap kho 1ap thanh 2 lién ( dat gidy than Vlet 1 14n), cin ctr vao phleu nhap kho lam thu
tuc dé nhép vat tu, san pham, hang hoa va ghi s6 theo ddi vat tu, san pham, hang ho4.

Nhép kho xong thu kho ghi ngay, thang, nam nhép kho va cung ngudi nhép ky vao phiéu, thu
kho giit lién 2 dé ghi vao the kho va sau do chuyen cho ké toan dé ghi s6 kho hang va lién 1
luu & noi 1ap phiéu, lién 3 ( néu c6 ) nguoi nhap gii.

PHIEU XUAT KHO
(Mdu s6 02-VT)

1 - Muc dich: Theo doi s6 lwong vat tu, san phém hang ho4 xuét kho cho cac b phén st
dung, dé san xuat hodc dé ban, lam can ctr dé hach toan chi phi san xuét, tinh gia thanh san
pham va gia vén hang ban.

2 - Cach lap:

Phiéu xuét kho lap cho mdt hoac nhiéu thir vat tu, san phém, hang ho4 cung mot kho dung
cho mot muc dich str dung.

Khi lap phiéu Xuétvkho phai ghi r3: S6 va ngay, thang, nam 1ap phiéu; 1y do sir dung va kho
xuat vat tu, san pham, hang hoa.

- Cot A, B, C, D: Ghi sb thu ty, tén, nhan hiéu, qui cach, don vi tinh va ma s6 ctia vat tu, san
pham, hang hoa.

- Cot 1: Ghi s6 lugng vat tur, san pham, hang hoa theo yéu cau xuat kho ctia nguoi (bo phan)
su dung.

- Cot 2: Thu kho ghi 5O lugng thuce té xuat kho (s6 luong thuc té xuat kho chi c¢6 thé bang
hoic it hon s6 lugng yéu cau).

- Cot 3, 4: Ghi don gia va tinh thanh tién cua tung loai vat tu, san phém, hang hoa xuat kho
(cOt4 =cot2xcot3)

Dong cong: Ghi téng s6 tién cta sb vat tu, san phém, hang hoa thuc té da xuét kho.

Phiéu xuét kho 1ap thanh 3 lién ( ddt gidy than viét 1 1an). Sau khi 14p phiéu xong chii ho, ké
toan ky (ghi rd ho tén) sau d6 giao cho nguoi nhén xuéng kho dé linh. Sau khi xut kho thii
kho ghi vao cot 2 sd luong thuc xuét cua tung thtr, ghi ngay, thang, nam xuat kho va cing
nguoi nhan hang ky tén vao phiéu xudt (ghi rd ho tén ).

Lién 1: Luu & bd phan 1ap phiéu

Lién 2: Thu kho gitr dé ghi vao thé kho va sau d6 chuyén cho ké toan dé ké toan ghi vao cot 3,
4 va ghi vao s6 kho hang.

Lién 3: Ngudi nhan giir dé ghi s6 ké toan bo phén sir dung.
BANG CHAM CONG
( Mau s6 01-LDTL)

1- Muc dich: Bang chim cong dung dé theo ddi ngdy cong thuc té 1am viéc, nghi viéc, nghi
huéng BHXH... cia nguoi lao dong va la cén cur dé tinh tra luong.

2- Cach lap:



Cot A, B: Ghi s6 thu tu, ho va tén cua tirng nguoi lao dong.

Cot C: Ghi muc luong cua ting nguoi

Cot 1 - 31: Ghi cac ngay trong thang (tir ngay 01 dén ngay cubi thang)

Cot 32: Ghi tong sd cong hudng luong thoi gian cia timg nguoi lao dong trong thang

Cot 33: Ghi tong sd cong huong luong theo san phdm cua timg nguoi lao dong trong théang

Cudi thang, ngudi chim cong cong tong sd lwong duoc hudng cua timg ngudi lao dong, chi
hé ky duyét. Bang nay dugc lam can ctr dé tra luong.
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SO THEO DOI NQ PHAI THU
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- Ngdy mé so:...

(Ky tén, dong dau)



GIAI THIiCH PHUONG PHAP GHI SO KE TOAN
SO NHAT KY BAN HANG
(Mdu s6 01- HKD)

1- Muyc dich: S6 nhat ky ban hang dung dé ghi chép cac nghiép vu ban hang, cung ung dich
vu va theo doi doanh thu ban hang, cung ting dich vu trén co sé d6 xac dinh s6 thué GTGT
phai ndp cia hang hod, dich vy ban ra ctia hd kinh doanh.

2- Cach ghi:
- Nhat ky ban hang dugc ghi hang ngay.

- Can clr ¢ ghi nhat ky ban hang 1a cac hoa don ban hang ho4, cung tmg dich vu va bang ké
ban 1¢ hang ho4, dich vu.

a- Poi vdi hg kinh doanh ndp thué GTGT theo phwong phdp khdu triv:

Cot 1, 2: Ghi s6 hiéu, ngdy thang ctia hoa don ban hang va bang ké ban 1é hang ho4, dich vu.
Moi hoé don, bang ké ghi 1 dong.

Cot 3: Ghi tén nguoi mua hang va tom tat tén, s6 luong nhitng mit hang chinh da ban.
Cot 4: Ghi tong doanh s ban hang chua c6 thué GTGT.

Cot 5: Thué GTGT déu ra. Cin cit vao dong thué GTGT ghi trén hoa don dé ghi vao cot nay
hoac cot 5 =cot 4 x thué suat thué GTGT .

Cot 6: Ghi tong gia thanh toan da c6 thué GTGT.

Hang ngay, cudi trang va cudi thang ké toan phai cong doanh sd ban hang, s luy ké hét trang
cua cdt 4, 5, 6 dugc mang sang trang ti€p theo dé tinh luy ké tong s6 doanh thu ban hang,
cung cap dich vu va tong so thué GTGT cuia hang ban ra, dich vu da cung cap cua cé thang.

Cudi thang can ctr vao s6 lidu trén sd Nhat ky mua hang, s0 nhat ky ban hang va bang ké luan
chuyén vat tu, san pham, hang hoa cudi thang trudc va cudi thang nay dé xac dinh thué GTGT
phai nop va thué thu nhap doanh nghiép phai nop.

b- Déi voi hé kinh doanh nép thué GTGT theo phiong phdp truc tiép:

Cot 1, 2: Ghi sb hiéu, ngay thang ctia hoa don ban hang. Mdi hoa don ghi 1 dong.

Cot 3: Ghi tén nguoi mua hang va tom tat tén, sé luong nhitng mat hang chinh di ban.
Cot 4, cot 5: Khong ghi

Cot 6: Tong sd tién trén hoa don. Pay 1a s6 tién ban hang trong d6 da c6 thué GTGT.

Hang ngay, cudi trang va cudi thang ké toan phai cong doanh so ban hang, sd luy ké hét trang
ctia cot 6 duge mang sang trang tiép theo dé tinh luy ké tong sb doanh thu ban hang.

Cubi thang can cur vao s liéu trén s6 Nhat ky mua hang, sO Nhat ky ban hang va Bang ké
ludn chuyén vat tu, san pham, hang hoé cudi thang trudc va cudi thang nay dé xac dinh gia tri
gia ting chiu thué 1am can ctr tinh thué GTGT va thué thu nhap doanh nghiép phai nop.

c- Déi véi hang héa, dich vu chiu thué tiéu thu ddc biét va hang hod, dich vu khong thugc doi
twong chiu thue GTGT.....

Cot 1, 2: Ghi s6 hiéu, ngay thang ciia hoa don ban hang. Mdi hoa don ghi 1 dong.

Cot 3: Ghi tén nguoi mua hang va tom tit tén, sd luong nhitng mat hang chinh d3 ban.
Cot 4, cot 5: Khong ghi

Cot 6: Tong sb tién trén hoa don.

Hang ngay, cudi trang va cudi thang ké toan phai cong doanh s6 ban hang, s luy ké hét trang
cua cdt 6 dugc mang sang trang tiép theo dé tinh luy ké tong s6 doanh thu ban hang. Cudi



thang, s6 tong cong cot 6 1a tong doanh s ban hang trong thang, 1a cin ct dé tinh thué tiéu
thu dac biét.

SO NHAT KY MUA HANG
(Mdu s6 02 - HKD)

1- Muyc dich: S6 nhat ky mua hang ding dé theo ddi tinh hinh mua vét tu, hang hoa ctia ho
kinh doanh ca vé so lugng va gia tri trén co s¢ d6 xac dinh s6 thué GTGT cua hang hoa dich
VU mua vao.

2- Cach ghi:
Nhat ky mua hang dugc ghi hang ngay.

Cin ctr dé ghl nhat ky mua hang la cac hoa don mua hang hodc bang ké thu mua néng, lam,
thuy san,... ctia ngudi truc tiép san xuat.

a- Doi véi hé kinh doanh nép thué GTGT theo phirong phdp khdu trir.

Cot 1, 2: Ghi sb hiéu, ngay thang cua hoa don mua hang hodc bang ké thu mua néng, 1am,
thuy san,... ciia nguoi truc tiép san xuét, mdi hoa don mua hang ghi 1 dong.

Cot 3: Ghi tén nguoi ban, tom tat tén, sd lwong nhimg mat hang chinh mua vao.

Cot 4: Ghi sb tién thanh toan ctia hang mua vao chua cé thué GTGT.

Cot 5: Ghi thué GTGT clia hang mua vao. Can ci s6 tién thué GTGT ghi trén hod don dé ghi
hodc cdt 5 = cdt 4 x thué suat thué GTGT. Tong cong cdt 5 1a tong s6 thué GTGT cia hang
mua vao trong thang.

Cot 6: Ghi tong gia thanh toan ciia hang mua da c6 thué GTGT. S6 liéu ghi cot nay can cir
vao dong tong cong so tién thanh todn trén hod don dé ghi.

Hang ngay, cudi trang va cudi thang ké toan phai cong sO Nhat ky mua hang, s0 luy ké hét
trang cua cot 4, 5, 6 dugc mang sang trang tiép theo dé tinh luy ké téng sd gia tri hang mua,
tong s6 thué GTGT déau vao cua hang mua trong thang,

b- Déi véi hé kinh doanh ndp thué GTGT theo phwong phdp triec tiép.

Cot 1, 2: Ghi s6 hiéu, ngay thang cua hoa don mua hang hodc bang ké thu mua néng, lam,
thuy san,... ctia nguoi truc tiép san xuat. Mdi hoa don ghi 1 dong.

Cot 3: Ghi tén ngudi mua hoac tom tat tén, sb lugng cac mat hang chinh trén hoa don.

Cot 4, 5: Khong ghi.

Cot 6: Ghi tong sd tién thanh toan ghi trén hoa don, day 1a s6 tién cia gia tri hang hoa mua
vao bao gom ca thué GTGT

Hang ngay, cudi trang va cudi thang ké toan phai cong sO Nhat 'ky mua hang, 50 luy ké hét
trang cta cot 6 dugc mang sang trang tiép theo dé tinh luy ké tong sé gia tri hang mua trong
thang.

Can ctr vao Bang ké luan chuyén vt tu, san phém, hang hoa dé xé4c dinh gia tri cua vat tu,
hang hod mua vao tuong trng vdi hang ban ra.

Gia thanh toan cua hang hoa mua vao twong ung = Tri gia vbn cua hang ton dau thang + Tri
gia von cua hang mua trong thang - Tri gia von hang con lai cudi thang,

c- Poi véi hang héa, dich vu chiu thué tiéu thu ddc biét va hang hoa, dich vu khong thuoc doi
twong chiu thué GTGT.....

Cot 1, 2: Ghi sb hiéu, ngay thang cua hoa don mua hang hodc bang ké thu mua néng, lam,
thuy san,... cia nguoi truc tiép san xuat. Mdi hoa don ghi 1 dong.



Cot 3: Ghi tén ngudi mua hodc tom tat tén, sd luong cac mat hang chinh trén hoa don.
Cot 4, 5: Khong ghi.
Cot 6: Ghi tong sb tién thanh toan ghi trén hoa don.

Hang ngay, cudi trang va cudi thang ké toan phai cong s6 Nhat 'ky mua hang, 56 luy ké hét
trang ctia cot 6 dugc mang sang trang tiép theo dé tinh luy ké tong s gi tri hang mua trong
thang.

SO CHI PHI SAN XUAT, KINH DOANH
(Méu s6 03 - HKD)

1- Muc dich: Dung dé tap hop toan bo cac khoan chi phi cua cac hg kinh doanh phat sinh
trong qua tr:mh san xuat, kinh doanh, cung ng dich vy, lam can cr xac nhér} s0 chi phi hgp
1y, hop 1€ dé tinh trir vao doanh thu ban hang va xéc dinh thu nhép chiu thué.

2- Céch ghi:

Cin cr dé ghi vao so chi phi san xudt, kinh doanh 1a cac ching tir lién quan dén chi phi san
xuat, kinh doanh.

- Mdi hoat dong san xut, kinh doanh dugc theo ddi trén mot hodc mot sd trang $6 riéng.

- Cot 1, 2: Ghi sf} hiéu, ngay thang cta chimg tir lién quan dén cac khoan chi phi dugc dung
lam can cur ghi so.

- Cot 3: Ghi tom tat noi dung chi phi.

- Cot 4: Ghi tong s6 chi phi phat sinh theo chiig tir.

- Cot 5 dén cot 9: Ghi noi dung chi phi theo cac khoan muc nhu:

a- Doi voi h¢ kinh doanh nép thué GTGT theo phirong phap khdu tri.

+Cot 5 - Giatri Vz_it‘ li¢u, hang hoa dung vao san xXuét (khong co thué GTGT). Khong tinh vao
chi phi gia cong phan nguyén, vt li¢u cua khach hang dua gia cong.

Déi véi hoat dong kinh doanh vat tu, hang hoa, cot nay phan anh gia vbn cua vat tu, hang hoa
ban ra (chua co thué GTGT). Cudi thang, can cir vao s6 Nhat ky mua hang va bang ké luan
chuyén vat tu, san pham, hang hoa dé tinh ra tri gia von ctia vat tu, hang hoa béan ra trong ky
dé ghi.

+ Cot 6 - Dich vu mua ngoai: Gia tr1 dich vu mua ngoai st dung vao san xuét, kinh doanh
khong cé thué GTGT nhu tién dién, tién nudc, tién dién thoai, tién thué nha, thué chd ban
hang,...

+ C6t 7- Khau hao TSCD: S6 khau hao binh quan thang da dang ky vé6i co quan Thué

+ Cot 8 - Tién cong lao dong thué ngoai: La sb tjén cong thuc tra cho nguoi lao dong thué
ngoai. Khong tinh vao chi phi kinh doanh nay tién cong ctia h¢ kinh doanh.

Khi tinh chi phi hop 1¢, hop 1y dé tinh thué thu nhap doanh nghiép, chi phi tién cong tra cho
nguoi lao dong khong duge vuot qua mirc thu nhap binh quéan cua ting nganh nghé tai dia
phuong do Uy ban nhan dan tinh, thanh pho quyét dinh.

+ C6t 9 - Cac khoan thué, phi, 1¢ phi: gdm

. Cac khoan thué, 16 phi phai ndp Nha nuéc duoc phép tinh vao chi phi (thué mon bai, thué
nha, dat, 1€ phi qua cau, 1€ phi ching thu,....)

. Riéng cac khoan thué GTGT duoc lghéu trur cﬁg dich vu mua ngoai va thué GTGT cua tai sé’n
c0 dinh mua Va‘lp thl}éc dién qhiu thué¢ GTGT (n€u co) cling dugc ké va tap hop ¢ cdt nay, cuoi
thang nhat ra d€ khau tror thué GTGT hang ban ra va loai trir khoi chi phi.

+ C6t 10 - Cac khoan chi phi khac nhu chi phi van chuyén, boc xép, chi tra 13i tién vay,...



- Cudi ky cong tong chi phi phat sinh trong ky (tdng cong cot 4) 1am cin ctr tinh gia thanh
san pham.

- Dong thué GTGT cua dich vy mua ngoai: Nhat va téng hop sb thué GTGT cua dich vy mua
ngoai dugc khﬁl} trir tir ot 9 dé ghi vao cot 4, so li€u nay cling dugc dung d¢ tinh so6 thué
GTGT duoc khau trir trong thang cua ho kinh doanh.

Chi phi hop ly dé tinh thué thu nhap doanh nghiép = S6 tong cong cta cot 4 - s6 thué GTGT
cua dich vu mua ngoai dugc khau trur.

b- Doi véi hé kinh doanh nép thué GTGT theo phirong phdp truc tiép.

+Cot 5 - Gia tri vat li¢u, hang hoa ding vao san xuét, kinh doanh (da c6 thué GTGT). Khong
tinh vao chi phi gia cong phan nguyén, vat liu ctia khach hang dua gia cong.

béi vai hqat dong kinh dognh vat tu, héng ho4, can ctr VéO’ s6 Nhat ky mua hang va bang ké
luén chuyén vat tu, san pham, hang hoa dé tinh ra tri gia von cua san phdm, hang hoa ban ra
trong ky d€ ghi vao c{t nay.

+Cot 6 - Dich vu mua ngoai: Qié tri dich vumua ngoai sir dung vao san xuét, kinh doanh da
c6 thué GTGT nhu tién di€n, tién nude, tién dién thoai, tién thué cho ban hang.

+ Cot 7- Khau hao TSCP: S6 khau hao binh quéin thang da ding ky véi co quan Thué

+ Cot 8 - Tién cong lao dong thué ngoai: La s tién cong thuc tra cho ngudi lao dong thué
ngoai. Khong tinh vao chi phi nay tién cong cua hd kinh doanh.

Khi tinh chi phi hop 1, hop 1y dé tinh thué thu nhip doanh nghiép, chi phi tién cong tra cho
nguoi lao dong khong duge vuot qua mirc thu nhap binh quén cua timg nganh nghé tai dia
phuong do Uy ban nhéan dan tinh, thanh pho quyét dinh.

+Ct 9 - Céc khoan thué, phi, 1¢ phi: Gom céc khoan thué, 1¢ phi phai nop Nha nude duge
phép tinh vao chi phi (thué mon bai, thué nha, dat, 1€ phi qua cau, 1€ phi chung thu, ...)

+ Cot 10 - Cac khoan chi phi khac nhu chi phi van chuyén, bdc xép, chi phi tra 13i tién vay,...

- Cubi ky cong tong chi phi phat sinh trong ky (tdng cong cot 4), chi phi nay chinh 1a chi phi
hop 1y, hop 1é dé tinh trir vao doanh thu xac dinh thu nhap chiu thué.

- Dong thué GTGT ctia dich vu mua ngoai duogc khéu trir: Khong ghi

- Chi phi hop 1y d¢é tinh thué thu nhap doanh nghiép: Ghi lai s6 tong cong & trén.

c- Doi véi hdng hod, dich vu chiu thué tiéu thu ddc biét va hang hod, dich vu khong thugc doi
twong chiu thué GTGT.

+ Cot 5 - Gia tri vat li€u, hang hoa dung vao §én xuét, kinh doanh (da c6 thué GTGT déi V(:)’i
nhitng vat liéu, hang hod thudc dién chiu thué GTGT). Khong tinh vao chi phi gia cong phan
nguyén, vat liéu cua khach hang dua gia cong.

+ Cot 6 - Dich vu mua ngoai: Qié tri dich vu mua ngoai SI:I dung Véuz san xudt, kinh doanh da
c6 thué GTGT nhu tién dién, tién nude, tién dién thoai, tién thué cho ban hang.

+ Cot 7- Khéu hao TSCD: Sé khiu hao binh quan théang da dang ky véi co quan Thué

+ Cot 8 - Tién cong lao dong thué ngoai: La s tién cong thyc tra cho nguoi lao dong thué
ngoai. Khong tinh vao chi phi nay tién cong cua ho kinh doanh.

Khi tinh chi phi hop 1¢, hop 1y dé tinh thué thu nhdp doanh nghiép, chi phi tién cong tra cho
nguoi lao dong khong duge vuot qua mire thu nhap binh quéan cua ting nganh nghé tai dia
phuong do Uy ban nhan dan tinh, thanh pho quyét dinh.

+Cot 9 - Cac khoan thué, phi, 1¢ phi: G(‘A)’m cac khoan thué, 1& phi phai nop Nha nudc dugce
phép tinh vao chi phi (thué mon bai, thué nha, dat, 1€ phi qua cau, 1€ phi chung thu, thué tiéu
thu dac biét phai ndp trong thang,....)



+ Cot 10 - Cac khoan chi phi khac nhu chi phi van chuyén, bdc xép, chi phi tra 13i tién vay,...

- Cubi ky cong tong chi phi phat sinh trong ky (tong cong cot 4), chi phi nay chinh 14 chi phi
hop 1y, hop 1& dé tinh trir vao doanh thu xac dinh thu nhap chiu thué.

- Dong thué GTGT cua dich vu mua ngoai dugc khAu trir: Khong ghi
- Chi phi hop 1y dé tinh thué thu nhap doanh nghiép: Ghi lai s6 tong cong & trén.
SO THEO DOI VAT TU, SAN PHAM, HANG HOA
(Mdu s6 04- HKD)
1- Muc dich:

Dung dé theo dai tinh hinh nhép, xuét, ton vé mit s6 luong va gia tri cua tung thir vat liéu, san
pham, hang hoa ctia ho kinh doanh bao gdm hang hoa san xuat, mua vé nhap kho hodc ban
ngay khéng qua kho.

2- Céch ghi:

- Can cir ghi vao sb nay 1a cac hoa don mua hang, hoa don ban hang.

- Mbi thtr vat liéu, san pham, hang hoa duoc ghi riéng mot s trang so.

- Pau thang ghi sb luong, sb tién ton kho vao cot 9, cot 10.

- Cot 1, 2: Ghi s6 hiéu, ngay thang ctia hoa don mua hang, ho4 don ban hang.
- Cot 3: Ghi ndi dung Xuat, nhap kho

- Cot 4: Ghi don gia cta san pham, hang hoa. Pay 13 gia mua theo hoa don (gia v6n) cta vat
tu, hang hoé. Pon gia nay dung hach toan nhap, xuat vat tu, hang hoa

Don gia nhap ghi theo don gid mua trén hod don

Pon gi4 xuét duge xac dinh bang 1 trong cac phuong phép sau:
+ Phuong phap nhép trudc, xuat trudc
+ Phuong phép gia dich danh
+ Phuong phap binh quan gia quyén

Céc phuong phap tinh gia xuét noi trén phai dam bao sy twong Ung giita s6 lugng va gia tri
t6n kho.

Céc chi phi bdc xép, van chuyén vat tu, hang hoa khong tinh vao don gia ma tinh vao chi phi
san xuat, kinh doanh.

- Cot 5: Ghi s6 lugng san pham, hang hod nhap kho

- Cot 6: Thémh tién, cot 6 = cot 4 (don gia nhap) X cot 5 (sé lugng nhap theo hoa don mua
hodc phiéu nhép kho)

- Cot 7: Ghi s6 luong san pham, hang hoa xuét kho

-Cot 8: Thénh tién, cOt 8 = cot 4 (don gia xuét) X cot7 (sé lugng xuét theo hoa don ban hang
hodc phiéu xuat kho)

- Cot 9: Ghi s6 lugng san pham, hang hoé ton kho
- Cot 10: Thanh tién
Cubi thang cong so tinh ra s6 lugng va gia tri nhap, xut trong thang va ton kho cubi thang.
BANG KE LUAN CHUYEN VAT TU, SAN PHAM, HANG HOA
(Mau s6 05-HKD)



1- Muc dich: Bang k€ luan chuyén vat tu, hang hoa tdn kho dung dé ké toan by sb vat tu, san
pham, hang hoa mua vao, ban ra va ton kho cudi thang lam co sé can ctr dé xac dinh gia von
cua san pham, hang hod ban ra, tinh gia tri gia tang va thué GTGT phai ndp trong thang.

2- Céch ghi:

Bang ké nay dugc lap vao cudi thang. Mdi thir vat tu, san pham, hang hoa duoc ghi trén mot
dong (K¢ ca nhitng loai hang hod mua vé ban ngay khong qua kho).

S liéu dé ghi vao bang nay 1a s6 liu dong “cong” cua timg thtr vat tu, san pham, hang hoa
trén so theo doi vat tu, sdn pham, hang hoa.

Cot 1: Ghi s6 thu ty
Cot 2: Ghi tén qui cach vat tu, san pham, hang hoa

Cot 3, 4 - Ton dau ky: Ghi ) lugng va gia tri tdn kho dau ky. S6 liéu 2 cot nay dugc can cu
vao so liéu ¢ dong ton dau ky cua ¢t 9 va ¢t 10 trén so6 theo doi vat tu, san pham, hang hoa
hodc 1ay so liéu ton cudi ky cua bang ké nay thang trudec.

Cot 5, 6 - Nhép trong ky: Ghi sO luong va gid tri cla vt tu, san pham, hang hoa nhap kho
(dong tong cong cua cot 5, 6 trén s6 theo ddi vat tu, san pham, hang hoa)

Cot7, 8- Xuét trong ky: Ghi sd lugng va gid tri cla vt tu, san pham, hang hoa xuat kho
(dong tong cong cua cot 7, 8 trén s6 theo ddi vat tu, san pham, hang hoa)

Cot 9, 10 - Ton cubi ky: Ghi s6 luong va gid tri ctia vat tu, san pham, hang hoa t6n kho (dong
tong cong cua cot 9, 10 trén so6 theo doi vat tu, san pham, hang hod)

S lidu & cot 9, 10 duoc ding dé ddi chiéu vai sb lidu thyc té hang ton kho & quay hang hay
trén day chuyén san xuat.

Chuy: bé tinh gia Von cua hang ho4 ban ra chinh xac (101 v6i nhitng thir vat tu, san pham,
hang hoa néu c6 s0 ton dau thang, nhung trong thang néu  khong ¢6 mua vao hodc ban ra thi
dén cudi thang van phai ké s ton dau thang va s6 ton cudi thang.

BANG PANG KY TAI SAN CO PINH SU DUNG
VAO SAN XUAT, KINH DOANH
(Mdu s6 06- HKD)

1- Muc dich: Ban dang ky tai san ¢6 dinh dung cho cac ho kinh doanh ké khai, dang ky sd
luong, gia tri tai san cd dinh dung vao san xuat, kinh doanh véi Chi cuc Thué dé 1am can ctr
tinh chi phi khau hao tai san co dinh vao chi phi san xuat, kinh doanh.

2- Cach ghi:

Khi h9 kinh doanh bt dau hoat dong hodc khi c6 sy bién dong vé tai san, h kinh doanh phai
lap bang dang ky tai san gtri dén co quan thué.

- Cot 1: Ghi s6 thir tu tai san

- C6t 2: Ghi tén tai san

- Cot 3: Ky, ma hiéu tai san

- Cot 4: Ghi s6 lugng tai san thudc cung loai
- Cot 5: Ghi thoi diém dua vao st dung

- Cot 6: Ghi gia tri cua TSCD (nguyén gia)

- Cot 7: Ghi thoi gian dy dinh sir dung ctia tai san (thdi gian nay 1a can ci tinh khau hao
TSCD)

- Cot 8: Mirc khau hao 1 nam



- C6t 9: Murc khau hao 1 thang

Khi ndo c6 bién dong vé tai san (ting hodc giam) chu h¢ phai dang ky bd sung véi co quan
thué. Pinh ky can bd thué chuyén quan cac ho phai nim chic bién dong tai san ca cac ho dé
diéu chinh chi phi khau hao.

Bang ding kY tai san ¢ dinh 14p thanh 2 ban. Sau khi l4p xong cha ho mang dén co quan thué
dang ky va xac nhan, chu ho gilt 1 ban va co quan thué gitr 1 ban.

SO THEO DOI TIEN MAT, TIEN GUI
(Méu sé S 07-HKD)
1- Muc dich:

S6 theo doi tlen mat, tlen gui dung dé theo ddi tinh hinh thu, chi, ton qu¥ tién mat hodc tién
giri vao, s tién rat ra, sd tién con giri tai ngan hang cta ho kinh doanh.

2- Céch ghi:

- Can ctr dé ghi s6 theo ddi tién mat 1a cac phiéu thu, phiéu chi, can ctr ghi s6 tién gui 14 gidy
bao Co, giay bado N¢ ctia ngan hang.

- Tién mit, tién gui dugc theo doi riéng trén mot $6 trang s6 hodc trén mot quyén ) riéng.

- Cot 1, 2: Ghi s6 hiéu, ngay thang ctia phiéu thu, phiéu chi hodc gidy bao no, béo co.

- Cot 3: Ghi ndi dung cta phiéu thu, phiéu chi (giéy bao ng, bao co)

- Cot 4: S6 tién nhap quy hodc so tién giri vao ngan hang

- Cot 5: S4 tién xuat quy hodc sb tién rat ra khoi ngan hang

- Cot 6: So du ton quy cudi ngay, sb ton quy cudi ngay phai khép dung voi so tién mat trong
két hodc sb du tién giri ctia ngan hang, sb du phai khop dung véi sé du trén s6 phy ngan hang.

SO THEO DOI NOQ PHAI THU
(Mdu s6 08-HKD)
1- Muc dich: S6 theo ddi ng phai thu dung dé theo ddi cac khoan ng phai thu cta khach hang.
2- Cach ghi:

Can ctr dé ghi sb 1a cac ching tur ghi ng ma khach hang pha1 trd cho ho kinh doanh nhu hoa
don ban hang, cung cap dich vu chua thu tién, giiy nhan no,.

M&i khach hang duoc theo ddi riéng trén 1 hodc mot s6 trang so.
-Cot 1, 2: Ghi $6 hiéu, ngay thang cia chung tir ng
- Cot 3: Ghi dién gidi noi dung cac khodn no phai thu
- Cot 4: Ghi s6 tién ban hang, cung cép dich vu ma khéach hang con no.
- Cot 5: Ghi s6 tién khach hang da tra
- Cot 6: SO con phai thu cudi ky
Dong cong tinh ra tong sd phai thu cubi ky.
SO THEO DOI NG PHAI TRA
(Mdu s6 09-HKD)

1- Muc dich: S6 theo ddi ng phai thu dung dé theo ddi cac khoan ng ho co trach nhiém phai
tra cho céac doi tuong nhu nha cung cap, ngan hang,...

2- Céach ghi chép:



Can cur ghi s6 1a cac gidy vay ng, hod don mua hang chua tra tién, gidy nhan n¢ cua ho kinh
doanh véi khéach hang, voi ngudi cung cap,..

Cot 1, 2: Ghi s hiéu, ngay thang ctua ching tir ng

Cot 3: Ghi dién giai noi dung cic khoan ng phai thu

Cot 4: Ghi sd tién phai tra cho chi hang hay nguoi cung cip,..
Cot 5: Ghi s6 tién da tra cho ngudi ban hodc ngudi cho vay
Cot 6: SO con phai tra cudi ky

Dong cong tinh ra tong s6 phai tra tinh dén cubi ky.



PHU LUC 03

KHUNG THOI GIAN SU DUNG TAI SAN LAM CAN CU TINH KHAU
HAO
(Ban hanh theo Quyét dinh s6 166- 1999/0D/BTC ngay 30/12/1999 ciia Bé Tai chinh)

Thot gian sur Thoi gian sur
STT Danh muc cac nhom TSCD dung t(?i thicu dungvtf)i da
(Nam) (Nam)
A | Nha cira, vét kién tric
1 | Nha ctra loai kién ¢o 25 50
2 | Nha ctra khac 6 25
3 | Kho chua, bé chira, sdn phoi 5 20
4 | Pap, kénh, muong dan nudc 6 30
5 | Céc vat kién tric khac 5 10
B | May méc, thiét bi dong luc
1 | May phat dién 7 13
2 | May bién ap va thiét bi ngudn dién 7 12
3 | Méay moc, thiét bi dong luc khac 6 15
C | May méc, thiét bi cong tac
1 | May cong cu 7 10
2 | Méay kéo 6 8
3 | May dung cho nong, 1am nghiép 6 8
4 | May bom nudc va xiang dau 6 8
5 | May moc, thiét bi chuyén dung san Xuét vat 6 8
li¢u xay dung, d6 sanh st, thuy tinh
6 | May moc, thiét bi ding trong cac nganh san 7 10
xuat da, in, van phong pham, van hoa pham
7 | May moc, thiét bi ding cho nganh dét 10 15
M4y méc, thiét bi dung cho nganh may mic 5) 10
May moc, thiét bi ding cho nganh gidy 5 15
10 | Méay mdc, thiét bi san xuat, ché bién luong 7 12
thuc, thuc pham
11 | Méay moc, thiét bi loai dién tir, tin hoc 3 15
12 | May moc, thiét bi cong tac khac 5 12
D | Thiét bi, phwong tién vén tai
1 | Thiét bi va phuong tién van tai khac 6 10
E | Dung cu quanly
Thiét bi tinh toan, do ludng 5 8
May moc, thiét bi dién tir va phan mém tin 3 8




hoc phuc vu quan ly

Phuong tién va dung cu quan ly khac 5 10
G | Suc vat, vieon cay lau nam
1 | Cac loai stc vat 4 15
2 | Vuon cay cong nghi€p, vuon cay an qua, 6 40
vuon cay lau nam
H | Cac loai TSCD khac chwa quy dinh trong 4 25

cac nhém trén

Ghi chi: Nha cira loai kién c6 1a loai nha &, tru s& 1am viéc, nha van phong, khach san, duoc
xac dinh la c6 d6 bén virng bac 1,‘bac 2. Nha ctra khac 1a nha 6, tru s& lam viéc, nha van
phong... dugc xac dinh 1a c6 do bén bac 3, bac 4 theo quy dinh cua Bo Xay dung.



