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TO CHUC CONG TAC KE TOAN



MUC TIEU

E
E

Sau khi nghién ctru, ngwoi hoc co thé:
- Hiéu duoc y nghia va vai tro cua to chirc cong tac ké toan
- Biét duoc nd1 dung trong viéc cua tdo churc cong tac ké toan

trong doanh nghi¢p



NOI DUNG

E
E

8.1. Y NGHIA VA VAI TRO CUA TO CHUC CONG TAC KE
TOAN

8.2. CAN CU VA NHIEM VU TO CHUC CONG TAC KE TOAN
8.3. NOI DUNG TO CHUC CONG TAC KE TOAN



TAI LIEU HOC TAP

TAI LIEU CHiNH

PGS. TS Nguy én Thi Loan (chu bién, 2018), Gido trinh Nguyén Iy
ké todn, Nha xuat ban lao dong.

TAI LIEU THAM KHAO:
- Luat ké toan so 88/2015/QH13 ngay 20 thang 11 nam 2015
- H¢ thong chuan muc ké toan Viét Nam (26 chuan muc)

- TT 200/2014/BTC; TT 53/2015/TT-BTC; TT 45/2013/TT-BTC,
TT 48/2019/BTC...

- Website cua B0 tai chinh : www.mof.gov.vn
- Website cua Tong cuc thué : www.gdt.gov.vn



http://www.mof.gov.vn/
http://www.gdt.gov.vn/

8.1. Y nghia va vai tro cta t6 chirc cong tac ké toan
8.1.1. Y nghia

- Phuc vu cho cong tac quan ly hoat déng ké toan dugc hiéu qua

é

va linh hoat
- Nang cao chat lugng thong tin ké todn
8.1.2. Vai tro

- Dap rng yéu cau quan ly cta doanh nghiép

- Kiém sodat nguén luc kinh té dwoc hiéu qua

- Chl dong trong cong tac diéu hanh hoat dong ké toan



8.2. Cin cir va nhiém vu cia to chire cong tac ké toan
8.2.1. Can cu
- Cian clr vao ché d6 thé 1¢ vé quan Iy kinh té tai chinh ctia nha n
Luat ké toan, cic chuan muc ké toan va ché d6 ké toan hién hanh
- Can ¢t vao cac diéu kién cu thé ctua don vi
+ Cin ctr vao dic diém, tinh chat,muc dich hoat dong cua don vi
+ Can ctr vao quy mo, pham vi1 (dia ban) hoat ddng cua don vi
+ Can ctr vao trinh do, kha nang chuyén mon va quan ly cua do1
ngii can bo nhan vién ké toan
+ Can ctr vao trinh d¢ trang b1 va s dung cac phuong tién k¥ thuat
tinh toan cua don vi

uoc
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8.2.2. Nhiém vu to chirc cong tac ké toan
- T6 chtrc khoa hoc va hop 1y cong tac ké toan va bd may ké
toan...
+ T6 chure thuc hién cac phuong phap ké toan, nguyén tac ké
toan, ché do ké toan...
+ T6 chtrc hudng dan moi ngudi chap hanh cac chinh sach
ché do thé 1¢ kinh té tai chinh...
+ T6 chtrc dao tao boi dudng do1 ngli can b nhan vién ké

toan...



8.3. Noi dung t6 chirc cong tac ké toan

38.3.1°
8.3.2
8.3.3
8.3.4

'O C]
'O C]
[0 C]

'O C]

1t hé thong chimg tir ké toan
hire hé thong tai khoan ké toan
hirc van dung phuong php tinh g1

irc hé thong so6 ké toan

8.3.5

[0 ]

e thuc hién ché do bao cao ké toan

8.3.6 Hinh thirc to chtic cong tac ké toan
8.3.7 T6 churc kiém tra ké toan

8.3.8 To chirc phan tich hoat dong kinh doanh

8




E
!

8.3.1. To chirc hé thong chirng tir ké toan
- Xay dung hé thong danh muc ching tir. Quy dinh mau ching

tir cho phu hop vo1 loar nghi€p vu va yé€u cau quan ly cua don vi

- To chtrc luan chuyén, xtr 1y, luu trit va bao quan chirng tur.
Quy dinh nguo1 chiu trach nhi€ém ghi nhan thong tin vao cac

chirng tir ké toan.



8.3.2. To chirc hé thong tai khoan ké toan

E

T6 chirc lua chon cac TK dé hé théng hoa thong tin:

- T6 chirc van dung cac TK cép 1 dugc st dung ¢ don vi cho phu
hop

- To chtre xay dung cac TK chi tiét (cap 2,3...) dé hé thong hoa chi

tiét thong tin phuc vu yéu cau quan 1y ndi bo don vi
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8.3.3 To chirc van dung phwong phap tinh gia

T6 chitc van dung phuong phap tinh gia dé xac dinh tri gia thuc té
clia tai san trong don vi. Bao gom:

Lwa chon phwong phdp tinh gid hang ton kho, phwong phdp phan
bé chi phi, phwong phdp ddnh gid san pham do dang, phwong phdp
tinh gid thanh, ...
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8.3.4 To chirc hé thong so ké toan

E

- Lua chon hinh thte ké toan phu hop voi diéu kién ctia don vi (Nhat
ky so cai, Nhat ky chung, Chiing tr ghi s0, Nhat ky chung tir, Ké toan
trén may vi tinh)

- Tb chitc hé thong s6 ké toan str dung trong don vi can chu :

+ Phai c6 s6 dam bao moi quan hé ghi so theo thoi gian va ghi theo
hé thong

+ Phai c6 s6 dam bao moi quan hé ghi s6 tong hop va ghi so chi tiét

+ Phai dam bao quan hé doi chiéu so liéu gitta cac so ké toan
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8.3.5 To chirc thue hién ché dd bao cao ké toan

E

T6 chirc 1ap Bao cao Tai chinh, Bao cdo quan tr1
- Bang can doi ké toan
- B4o cao két qua hoat dong san xuat kinh doanh
- B4o céo luu chuyén tién té
- Thuyét minh B4o céo tai chinh

- Cac du toan tiéu thu, du toan hoat dong, du toan BCTC
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8.3.6 Hinh thirc t6 chirc cong tac ké toan

- Hinh thtrc t6 chirc bo may ké toan tap trung: bao gom 1 phong ké toan trung
tAm va cac nhan vién kinh té & cac don vi phu thudc

- Hinh thire t6 chirc bd may ké toan phan tan: Bé6 may ké toan duoc to chirc ¢
ca don vi chinh (phong ké toan trung tim) va cac don vi phu thudc (phong, ban to
ké toan phu thudc)

- Hinh thirc t6 chitc bo may ké toan vira tip trung vira phan tan: Bo may ké
toan duoc to chirc & phong ké toan trung tim cta don vi va mot s6 don vi phu
thudc, con mot s6 don vi phu thuoc khac khong t6 chirc bo may ké toan ma chi b6

tri nhan vién kinh té lam nhiém vu thu thap chtng tir ké toan
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8.3.7 T6 chirc kiém tra ké toan

E

- Kiém soat noi bd
+ Kiém tra tinh hop phap ctia nghiép vu kinh té

+ Kiém tra tinh hop 1y cua nghiép vu kinh té

+ Kiém tra tinh trung thuc, chinh xac ctia nghiép vu kinh té
+ Kiém tra cac yéu to co ban cta ching tir ké toan
- Kiém tra két qua hoat dOng

- Kiém tra ta1 san
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8.3.8. To chirc phan tich hoat ddng kinh doanh
- Céc chi tiéu phan anh hiéu qua st dung von

- Cac chi tieu phan anh kha nang sinh 101

- Cac chi tieu phan anh kha nang thanh toan

- Céac chi tiéu phan anh co cau tai chinh

- Céac chi tiéu phan anh vong quay hang ton kho, vong quay tong

tai san, ky thu tién binh quan, ...
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CAU HOI VA BAI TAP

E

1. T6 chirc van dung hé théng tai khoan dé to chirc xur 1y thong tin

ké toan thé hién & nhirng ndi dung nao?
2. Trinh bay md hinh t0 chirc bd may ké toan tap trung.

3. Xay dung quy trinh luan chuyén chimg tir cho hoat dong chi tién

tam ung.
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