TRUONG PAI HOC NHA TRANG
Khoa/Vién:
B0 mon:
PE CUONG HQC PHAN

1. Thong tin vé hoc phan:
Tén hoc phan:

- Tiéng Viét: T6 chirc hach toan ké toan

- Tiéng Anh: Organization of accounting work
Ma hoc phan: S6 tin chi: 2TC
DPao tao trinh d9: Pai hoc
Hoc phan tién quyét: Ké toan tai chinh 3

2. M ta téom tit hoc phz‘ln

Hoc phan cung cap cho nguoi hoc kién thirc co ban vé to chuc cong tac ké toan trong
doanh nghiép bao gém: T6 chirc bd may ké toan va ngudi lam ké toan, T6 chirc thuc hién che do
chung tir ké toan, T6 chirc van dung hé thong tai khoan ké toan, T6 chirc thuc hién ché d6 s6 ké
toan, TO chuc thyc hién ché do bao co ké toan, T6 chuc luu giir tai lidu ké toan nham giup cho
nguoi hoc van dung va 4p dung thuc hién td chuc cong tac ké toan trong doanh nghi¢p. Thuc
hanh ghi s6 ké toan va lap BCTC.

3. Muc tiéu:

Hoc phan nay giup cho sinh vién chuyén nganh ké toan biét dugc cach thirc t6 chuc
cong tac ké toan tai doanh nghiép tir chimg tir, tai khoan, s0, bao cao ké toan. Dong thot
td chuc dugc bod may ké toan, nguoi lam ké toan va to chirc cac phan hanh ké toan cta
qua trinh kinh doanh chu yéu tai doanh nghiép.

4. Két qua hoc tip mong doi (KQHT): Sau khi hoc xong hoc phan, sinh vién c6 thé:

a) T6 chirc duge chung tir ké toan co ban trong doanh nghiép tir khau lap, luin
chuyén, sir dung chirng tir ghi s6 dén luu trit, bao quan.

b) T6 churc thiét 1ap hé thong tai khoan, s, luu trit va bao quan sb ké toan trong
doanh nghiép.

c) To chirc va 1ap dugc cac bao cio ké toan trong doanh nghiép.
d) T6 chie duoc bo may ké toan va ngudi lam ké toan tai doanh nghiép.

e) T6 chirc duoc cong tac ké toan ciia mot sé phan hanh thude qué trinh kinh doanh
chu yéu cua doanh nghiép.

f) Thyc hanh ghi s6 ké toan va 1ap BCTC
5. Ngi dung:

STT Chirong/Chii dé N ﬁ‘émHi“t Al
1 | T6 chirc hé thong chirng tir ké toan trong doanh a.e
nghiép
1.1 | Y nghia, nguyén tic t6 chirc chimg tir ké toan
Y nghia




1.1.1 | Nguyén tic to chirc chung tir ké toan
1.1.2 | N6i dung t6 chuc ching tir ké toan
1.2 | Lya chon chung loai va $6 luong chung tur
1.2.1 | T chtic qua trinh lap chimg tir
1.2.2 | To chirc qué trinh kiém tra ching tir
1.2..3 | T6 chirc qua trinh str dung chimg tir dé ghi s6 ké
1.2.4 | toan
T6 chirc bao quan, luu trir chimg tir
1.2.5 T6 chtre 1ap, luan chuyén mot sb loai chtng tir chit
13 [Yu
2 | TO chirc hé thong tai khoan ké toan b.e
2.1 Y, nghia, nhiém vu ctua t6 chirc hé théng tai khoan
ké toan
22 | Nguyén tic xay dung hé thong tai khoan ké toan
23 | Hé thong tai khoan hién hanh
2 4 | Noi dung ctia t6 chire tai khoan trong doanh nghiép
3 | T6 chirc h¢ thong sd ké toan trong doanh nghiép b,e
3.1 | Nhitng van dé chung vé t6 churc hé thong s6 ké toan
3.2. | Nguyén tic to chirc s6 ké toan
3.3. | Noi dung t6 chirc hé thong sb ké toan
4 | T6 chirc hé thong bio cdo ké toan ce
4.1 | Y nghid, nhiém vy va yéu cau t6 chirc hé thong bao
cao ké toan
4.2 | To chiic hé thong bao cao ké toan ndi bo
4.3 | To chiic hé thong bao cao ké toan tai chinh
5 | Té chirc bd may ké toan trong doanh nghiép de
5.1 | T6 chirc bd may ké toan trong doanh nghiép
5.1.1 | Nguyén tac t6 chirc bo may ké toan
5.1.2 | Nhiém vu cua bd may ké toan
5.1.3 | Co ciu to chirc bd may ké toan
5.1.4 | Cac hinh thirc t chic bo may ké toan
5.2 | Ké toan truong
6 | Bai tap nhém f

Sinh sinh 1am bai tap thuc hanh ghi s6 ké toan

6. Tai liéu day va hoc:

STT

Az Nam
Tén tac A gen 4
.. Tén tai lieu | xuat £,
gia .| xuat ban
ban

Nha Dia chi khai thac tai

Muc dich
st dung

Tai
lieu

Tham
khao




chin
h
Phan Thi | Bai gidng t0 ca LA
1 Dung chitc hach 2015 Thu vién sO X
toan ké toan
2 P(:"-;STS yﬁ X‘éy d}rng ,m() 2011 Pliuzong Thu vién Trudng dai
Van Nhi, hinh toﬂchu’fc Dong hoc Nha Trang
TS hach ké toan
Nguyén doang nghiép
Ngoc vira va nho &
Dung, TS | Viét Nam
Nguyén
Thi Kim
Cuac, TS
Pham
Ngoc Toan
3 | Ths Tochické | 2011 | Phuong | rhy vien Truomg dai
Ngu}/en q toan_ fjoanh bong hoc Nha Trang
Phudc Bao | nghi¢p
An
4 | Qubc Hoi | Luat Ké toan | 2015 http://thuvienphaplua
2015 t.vn/van-ban/Ke-
toan-Kiem-
toan/Luat-ke-toan-
2015-298369.aspx
5 |Bo Tai | Thong tu 200 | 2104 http://webketoan.com | X
chinh [threads/2769714-
thong-tu-so-200-
2014-tt-btc-thay-the-
toan-bo-quyet-dinh-
15-co-hieu-luc-thi-
hanh-tu-1-1-2015/
7. Panh gia két qua hoc tap: (11)

STT Hinh thirc ddnh gid Nham dat KOHT | Trong sé (%)
1 | Bdo cdo trén 16p a 5%
2 | Kiém tra giir ky a,b,c 10%
3 | Baitaplon b,c 25%
4 | Chuyén can/thai do 10%
5 | Thi két thiic hoc phan a,b,c,d 50%
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NHOM GIANG VIEN BIEN SOAN
(Ky va ghi ho tén)

TRUONG KHOA/VIEN TRUONG BQ MON
(Ky va ghi ho tén) (Ky va ghi ho tén)



GHI CHU: Cach trinh bay mot s0 ndi dung cua Pé cwong hoc phén

(Luu y: Luge bo phan Ghi cha nay va cac con s6 chi noi dung ghi chu trén cac trang 1, 2 trude

khi in hodc cong bo)

(1) LAy tir Chuong trinh dao tao (CHU HOA, in dam); d6i véi cac HP thuc hanh doc 1ap

cling phai c6 D& cuong hoc phén riéng.

(2) Lay tir Chuong trinh do tao.

(3) Ghi theo quy cach TC(LT-TH), trong d6 TC = s tin chi (toan bo) cua hoc phan, LT =

s6 tin chi chi danh cho hinh thirc day hoc 1y thuyét; TH = s tin chi chi danh cho hinh

thirc thuc hanh, thi nghiém, thuc tap. S4 tin chi gan cho hinh thirc day hoc 1y thuyet va

thuce hanh c6 thé sé 1é. Vi du: 3(3-0); 3(2,5-0,5).

(4) Ghi: Pai hoc hay Cao ding.

(5) Ghi tén cac hoc phén tién quyét trong chuong trinh ma sinh vién can phai tich lily

trude khi hoc hoc phan nay, néu khong co6 ghi: Khong.

(6) Mo ta tém tat hoc phan: nham cung cap mot cach khai quat ndi dung ciia hoc phan,

bao gdom céc chu dé chinh.

Vi du Mb ta tom tit cia hoc phén Tin hoc co so:
Trang bi kién thirc va ky ndng sir mdy tinh trong cdc cong viéc nhw soan thdo vin
ban, swr dung bang tinh dién tw, khai thac va swr dung Internet, su dung cac cong cu
trinh chiéu, khai thdc va sir dung cdc phan mém iing dung khdc; giap hiéu ré cdch
thire hoat dong co ban cua hé dieu hanh Windows.

(7) Muc tiéu: cho biét hoc phan s& dong vai tro nhu thé ndo trong viéc giup sinh vién tich

lity céc kién thuec, k§ nang cua nganh, chuyén nganh dao tao; va no co0 vai tro gi trong viéc

dap ung cac muc tiéu/chuan dau ra ctia chuong trinh dao tao.

Vi du Muc tiéu cta hoc phan Tin hoc co sé:
Gilip sinh vién cé dii kién thirc va kj ndng can thiét dé hoc cdc hoc phan tin hoc ndng
cao va tin hoc chuyén nganh hodc cdac hoc phan thudc cac chuyén nganh khéc cé g
dung tin hoc; dé sir dung may tinh va internet phuc vu hiéu qua cho cong viéc va
cude song.

(8) Két qua hoc tap mong doi:

1. Khéi niém:

- Két qua hoc tap mong doi (expected learning outcomes) mo ta sinh vién sé& biét,
hiéu va lam dugc nhitng gi sau khi hoc xong hoc phan.

- Két qua hoc tap mong doi c6 thé 1a kién thuc, k¥ ning (tu duy, thyc hanh, chuyén
mon cu thé, mém), thai do, ... ma chiing ta mudn sinh vién hinh thanh, thanh thyc.

2. Phan biét giita Muc tiéu hoc phan va Két qua hoc tip mong doi:

- Muc tiéu hoc phan mé ta nhitng gi nha trudng dy dinh s& cung cép trong hoc phan,
chung thuong rong hon Két qua hoc tip mong doi cta sinh vién.

- Két qua hoc tap mong doi md ta chi tiét nhitng gi ma sinh vién c6 kha niang lam
dugc khi két thuc hoc phan.

3. Muc dich cua viéc xay dung Két qua hoc tip mong doi:

- Lam cho sinh vién hiéu nhitng gi dugc mong doi & ho.

- Lam cho giang vién hiéu 1& nhing gi sinh vién phai hoc trong hoc phan.

- Giup giang vién lya chon phuong phap va hinh thirc day hoc thich hop nhat dé dat
két qua hoc tap du dinh, vi du nhu: giang bai, seminar, huéng dan, lam viéc nhém, thao
ludn, sinh vién trinh bay, lam viéc trong phong thi nghiém.

- Gilip giang vién lya chon cach danh gia thich hop nhat dé danh gia viéc dat dugc
cac két qua hoc tap, vi du nhu: bé'mg du an, tiéu luan, danh gia hoat dong, cau hoéi nhiéu
lua chon, thi cudi ky.



4. Cau tric cia 1 phat biéu Ket qua hoc tap mong doi:

Két qua hoc tdp mong doi can phai c6 3 yéu t6 ciu thanh:

- Lam gi: M6 ta hanh dong ma sinh vién c6 kha ning 1am duoc gi sau khi duoc truyén dat
kién thirc. Dé dién dat diéu nay phai dung cac dong tir hanh dong co thé quan sat duoc
hodac do luong duoc.

- Piéu kién: Néu ra cac diéu kién va giéi han quy dinh cac hanh vi sé dién ra.

- Tiéu chuan: St dung tiéu chi hay tiéu chuan thuc hién doi hoi sinh vién phai dat
duoc & murc d nao thi chép nhan duoc.

5. Yéu cau ddi vai viét Két qua hoc tip mong doi:

- Phai cu thé, khong dién dat chung chung. (tranh sur dung cac dong tur chung chung
nhu: “biét”, “hiéu”, “dé lam quen voi nam dugc”, “nhan thuc”,
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ngo”, ....)

- Phai do luong va danh gia dugc.

- Phai don gian, dé hiéu (dung cdu don, tranh sir dung cdu phtc).

- Phai thé hién hanh dong: bat dau béng mot dong tir hanh dong, dong tir hanh dong
tuong Uung véi bang phan loai muc ti€u hoc tap trong linh vyc nhan thic/tu duy cua
Bloom (1956) hoac tuong trng vdi bang phan loai muc ti€u hoc tap trong linh vyc tdm
van dong cua Dave (1970) (néu hoc phan c6 ndi dung thuc hanh (thi nghiém, thuc hanh
hay thuc tap)) hoac trong linh vuc thai dg, tinh cam ciling cua Bloom.

- Phu hop voi trinh d6 dao tao va muc tiéu hoc phén.

- Phai viét dudi goc d6 cua sinh vién chir khong phai du dinh day hoc cua giang
vién (nhu khi viét Myc tiéu hoc phan).

- Két qua hoc tap mong doi thudng duoc trinh bay nhu sau:

99 ¢

giac

b2 13 9 (13

nam ving”,

Sau khi hoc xong hoc phan, sinh vién c6 thé:

a) ...
b).....

C)......

6. Phan loai muc tiéu hoc tap trén Thang Bloom tu chinh (Bloom’s Revised
Taxonomy) trong linh vyc nhan thirc (cognitive domain)

Cap do

Vi du & T khéa

Nhé: C6 thé nhic lai cac thong
tin da dugc ti€p nhan trude do

Vi du: Viét lai mot cong thuc, doc lai mot bai tho,
mo ta lai mot sy kién, nhan biét phuong an dung.
Tu khoa: Nhéc lai, mé ta, liét ké, trinh bay, chon
luya, goi tén, nhan dién

Hiéu: Nam duoc y nghia cua
thong tin, thé hién qua kha ning
dién giai, suy dién, lién h¢, khai
quat

Vi du: Gidi thich mot dinh luét, phan biét cach st
dung cac thiét bi, viét tom tit mot bai bao, trinh
bay mot quan diém.

Tir khoa: Giai thich, tom tit, phan biét, mo rong,
kl}éi quat hoa, cho vi dy, nhan dinh, so sanh, sép
XEp

Van dung: Ap dung thong tin da
biet vao mot tinh hudng, di€u
kién moi

Vi du: Van dung mét dinh luat dé giai thich mot
hién tuong, &p dung mdt cong thuc dé tinh toan,
thuc hi¢én mdt thi nghiém dya trén qui trinh.

Tu khéa: Van dung, ap dung, tinh toan, chung
minh, giai thich, xay dung, 1ap ké hoach

Phan tich: Chia thong tin thanh
nhitng phan nhd va chi ra moi

Vi du: Ly giai nguyén nhéan that bai cia mot doanh
nghi€p, hé thong hoa cac van ban phap qui, xay
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lién hé cta chung t6i tong thé dung biéu d6 phat trién cia mot doanh nghiép.

Tir khéa: Phan tich, 1y giai, so sanh, lap biéu do,
phan biét, minh hoa, xdy dung mbi lién hé, hé
thong hoa

Panh gia: Pua ra nhan dinh, | Vi du: Phan bién mot nghién ctru, bai bao; danh
phan quyét cta ban than ddi véi | gia kha nang thanh cong cua mot giai phap; chi ra
thong tin dwa trén cac chuan | cac diém yéu ctia mot 1ap luan.

muc, ti€u chi Tu khéa: Panh gia, cho y kién, binh luan, téng
hop, so sanh

Sang tao: Xac 1ap thong tin, su | Vi du: Thiét ké mot mau nha mdi, xay dyng mot
vat méi trén co s& nhitng thong | cong thirc moi; xay dung hé théng cac tiéu chi dé

tin, su vat da cé danh gia mot hoat dong; xay dung co s¢ ly ludn
cho mot quan diém; 1ap ké hoach to chirc mot su
kién méi.

Tu khoa: Thlet lap, tong hop, xdy dung, thiét ké,
sang tac, dé xudt

7. Phan loai muc ti€u hoc tdp cua Dave (1970) trong linh vyc tdm van dong
(psychomotor domain):

- Pay 1a linh vyc lién quan dén su phdi hop giita ndo b va cic co bap hay lién quan
dén cac k¥ ning van dong va thao tac cua sinh vién.

- Puogc st dung trong mot s6 linh vuc gido duc nhu: gido duc thé chat, ngh¢ thuat, y
khoa, gido duc k¥ thuat (thuc hanh), khoa hoc thyc nghiém.

- Trong linh vyc tdm van dong (psychomotor domain), Dave cho rang ¢ 5 cap do
tir thip dén cao nhu sau: bat chude (imitation), van dung/thao tac (manipulation), chinh
xac/chuan héa (precision), thanh thao/phbi hop (articulation), k¥ xdo/tu dong hoéa
(naturalization). Cu thé:

+ Bit chude 1a sy quan sat hanh vi ctia ngudi khac dé 1am theo.

+ Van dung/thao tac 1a nang luc thé hién mot hanh dong cu thé bﬁng cach lam
theo ndi dung bai giang va cac k¥ nang thuc hanh.

+ Chinh x4c/chuén hoa la nang luc ty thuc hién mot nhi€ém vy ma chi méac phai
mot vai sai sot nho.

+ Thanh thao/phéi hop 13 ning luc phdi hop mot loat cac hanh dong bang cach
két hop 2 hay nhiéu k¥ ning.

+ Ky xao/ty dong hoa 1a nang lyc thyc hién theo ban nang (khong can suy ngh).

- Céc dong tir thuong dung: lap rap, diéu chinh, stra d6i, chuan bi, lap dat, can doi,
ubn, xay dung, dan dyng, ph01 hop, cau trac, thiét ké, mo phong, ném, kham pha, thé
hién, 14i, do, thuc hién, rot, dd, trinh dién, van hanh, ...

- Cac vi du:

+ Sir dung céac giao tiép phi ngdn ngit thich hop, nhu cir chi, 4nh mét, tu thé dinh
dac.

+ Tao ra md hinh twong tac 3-D ctia san pham va moi trudng.

+ Xéc dinh trang thai ung suat va bién dang cua két cau bang cach sir dung cac
cong cu vat ly va do dac thich hop.

8. Phan loai muc tiéu hoc tap ctia Bloom (1956) trong linh vuc tinh cam, thai do
(affective domain):

- Mién tinh cam lién quan dén gia tri va thai do.

- Cac cép dd cta mién tinh cam, thai do:

+ Nhén l4y: sin sang tiép nhan thong tin,
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+ DPap lai: tham gia tich cuc vao viéc hoc tap,

+ Luong gia: cam két, trung thanh véi gia tri,

+ T chtrc: so sanh, tong hop céc gia tri,

+ Ddc tinh: tich hop niém tin, tu tudng va thai do.

- Céc dong tir thuong dung: chap nhén, phuc vy, ¢b ging, ganh dua, thao luin, luin
ban, chia sé, hop tac, ho tro, ton trong, quan hé¢ ...

- Cac vi du:

+ Chép nhén nhu ciu tiéu chuan dao dirc chuyén mén.
+ To6n trong nhu cau béo vé bi mat trong quan hé véi ddi tac kinh doanh.
+ San sang phuc vu khach hang.
+ Thai d0 cdi mo, than tinh véi khach hang.
+ Thai do thién chi giai quyét mau thuan.
+ Tinh than hop tac 1am viéc nhom.
+ Tham gia tich cuc vao gio giang.
(9) Noi dung:

- Can cir Muc ti€u hoc phﬁn va Két qua hoc tap mong doi dé hinh thanh danh muc
chuong/cha dé va ndi dung kién thie cu thé trong mdi chuong/chu de.

- Véi mdi chuong/chu dé can néu (cac) Két qua hoc tdp mong doi (thtr may) cua
hoc phan ma chuwong/chu dé nay nhim dén.

- V&i mbi chuong/chii dé ghi so tiét phan bo cho 2 hinh thirc day hoc chil yéu gom
1én 16p 1y thuyét (LT) (bao gdom thuyét giang/dién giang/giang bai, thao luin, bai tap,
kiém tra ...) va thuc hanh (TH) (bao gém thi nghiém, thyc hanh, thuc tap, di thuc té, dién
da, ...) theo mau duéi day. Luu ¥ 1 tin chi Iy thuyét = 15 tiét, 1 tin chi thuc hanh = 30 tiét.

Vi du: —

. 1A Nham dat S0 tiet
1T Chuong/Chu dé KQHT T 1 TH
1 | Pai cuong vé khoa hoc va nghién ciru khoa hoc 15 0

1.1 | bai cuong vé Khoa hoc a
1.2 | Pai cuong vé nghién ctru khoa hoc b
2 | Tu duy logic trong nghién ctru khoa hoc — cong nghé 10 0
2.1 | Tu duy logic C
2.2 | Xay dung khai niém, thuc hanh phan doan, suy luan, d
luén chirng trong nghién cau KHCN
2.3 | Quy luat va quy tic tu duy logic phai tun thu trong e
nghién ctu KHCN
2.4 | Chu trinh nhén thirc chan 1y khach quan — nhan thirc f
chu dé nghién ctru KHCN

(10) Tai liéu day va hoc:

- Chi dua vao bang nhirng tai li¢u phuc vu hoc tap va sinh vién co thé tiép can duoc.

- Néu 1a tai liéu internet thi ghi & duong dan & cot Dia chi khai thac tai lidu.

- Néu 14 bai giang thi ghi “Bai giang.....” & cot Tén tai lidu, ghi “Thu vién sb
DHNT” & ¢t Dia chi khai thac tai liéu néu bai giang da dugc cong bd trén Thu vién sb.
(11) Panh gia két qua hoc tap:

- Can ¢t Muc tiéu hoc phan va Két qua hoc tap mong doi dé xay dung cac hinh thirc
kiém tra, danh gia phu hop.

- Cé4c hinh thirc va s6 1an kiém tra, danh gia thyc hién theo Quy dinh kiém tra va thi
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két thuc hoc phan ciia Truong.

- Ung véi mdi hinh thirc kiém tra, danh gia can néu (cac) két qua hoc tip mong doi
ctia hoc phan ma hoat dong kiém tra, danh gid ndy nham dén. Cac hinh thic kiém tra,
danh gia phai bao quat hét toan bo Két qua hoc tap mong doi cua hoc phan.

- Ty vai trd cta hinh thtc kiém tra, danh gia dbi véi viee dat muc tiéu va két qua
hoc tap du klen ctia hoc phan, phan bd trong s twong tmg cho phu hop.

- Trong s6 ctia Chuyén can/thai do khéng vuot qua 10%.

- Trong sb thi két thiic hoc phan: Tuy theo loai HP, bd mén théng nhat theo quy

dinh.
- Vidu:

TT Hinh thirc ddnh gid Nham dat KOHT | Trong so (%)
1 | Céc lan kiém tra gitra ky a,b,c 10
2 | Tiéu luan a 5
3 | Thuc hanh b 10
4 | Chuyén can/thai do d 5
5 | Thi két thuc hoc phan a,bcd 70

Luu y chung:
- Céc hoc phan Thyc hanh doc 1ap ciing phai c6 Bé cwong hoc phan (PCHP) riéng.
- DPCHP can duoc bd mon théng qua, trudng khoa/vién phé duyét (Iuu ban cung tai
bd mon) va dua file 1€n trang web b mon.
- DPCHP cin dugc bd mén to chire ra Soat, cap nhat hang nam.




