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Introduction

Strengthening support for National Scout Organizations (NSOs) in the area of
financial management was one of the objectives of the World Triennial Plan
2017-2020. As we collectively face the impact of the COVID-19 global pandemic,
providing support to NSOs for transparent and accurate management of finances
will be critical. To accomplish this within NSOs, steps are needed to map the
financial reality and budget implications as well as understand how to best
leverage existing financial and physical resources. This area of importance is also
part of building the NSO'’s image as a responsible and stable partner for
initiatives contributing to the development of the Scout Movement.

Financial Management for NSOs is a three-part Toolkit providing
explanations of the topics presented, examples of solutions and references to
further resources.

* Volume 1 guides NSOs through the basics of financial accounting and
financial roles within an NSO

* Volume 2 describes budgets and the budgetary process, including
information about the fixed assets register, inventory and procurement
procedures and guidelines

* Volume 3 unveils advanced topics of financial reporting and financial control

The information and solutions presented through the Toolkit are designed to help
NSOs move towards effectively utilisingavailable resources and obtaining
financial stability and growth. Achieving this will ultimately help the NSO raise
finances through lower cost expenditure, maximize their income and expand
their capital value in the long-term. The toolkit is kept as simple as possible to
serve as a reference for NSOs on various stages of development. More resources
and relevant support in the area of financial management is available to NSOs
through the WOSM Services.
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B Ngan sach (Budgeting)

Ngan sach la mot ké hoach vach ra cac muc tiéu tai chinh hodc hoat dong cua
t6 chrc.

Tai sao Ngan sach la quan trong (Why Budgeting is Important)

Lap ngan sach c6 kha nang la mot cong cu lap k& hoach va quan ly co gia tri
nh&t trong tuong lai cla t8 chiic, nhung chi khi ngan sach dudc 18p k& hoach
va gidm sat cdn than. N6 giip phan bé ngudn luc, danh gia hiéu suét va lap k&

hoach hanh dong cho tuaong lai.
}G-Up tinh chinh muc tiéu |

Cung cap mét lich st Hiéu qua bat buéc
SU’ DUNG CHO TUONG LAI

Ké hoach

Cung cép chinh xac
Thong tin dé phan tich,
Piéu chinh va danh gia

Céac chwong trinh va hoat déng

Hé tror trong
Quyét dinh
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FINANCIAL MANAGEMENT FOR NSOs

1. Thuat ngir ngan sach (Budget Terminology)

THU NHAP (INCOME)

HO trg cé déng goép: Thu nhap ma té chirc thu dudc d&€ ho trg cho s&f ménh cu thé cua
minh, chdng han nhu quyén gop ca nhan, tai san thira k€ hodc tai trg cho quy.

Doanh thu kiém dugc: Thu nhdp ma t6 chirc thu dudc bang cach cung cdp hang héa /
dich vu dé& ddi I8y phi thanh vién.

Tai san rong dudc giai phéng khéi han ché: Thu nhap dugc ghi nhan dé& st dung
khi da dap Ung dugc han ché do nha tai trg chi dinh (thdi gian hodac muc dich), vi du:
quy bi han ch& cho mét hoat déng cu thé dudc "giai phéng" dé st dung vi chi phi d&
chay chuadng trinh dugc phat sinh

KINH PHI (EXPENSE)

Chi phi hoat déng: Chi phi t6 chirc dugc phan loai dua trén hoat ddng phat sinh chi
phi d8. Cach phan loai chi phi nay dugc thic ddy bdi cac yéu ciu ciia Nguyén tic ké
toan dudc chdp nhan chung (GAAP). Chi phi dudc phan loai la dich vu chuang trinh (cac
hoat dong dan dén hang héa / dich vu dugc phan phéi cho cac thanh vién dé hoan
thanh s ménh ma té chdrc ton tai) hodc dich vu ho trg (cac hoat ddng khac vdi dich vu
chuong trinh, bao gom quan ly / hanh chinh va gay quy).

Phi cd dinh (Fixed Costs): Cac khoan chi phi ma t6 chlic phai tra bat k& doanh thu
dudc tao ra. Cac chi phi nay khéng thay d&i khi dich vu tdng / gidm. D&i v6i hau hét cac
t6 chirc, chi phi hoat déng cd ban nhu tién luong, tién thué nha va bao hi€ém thudc loai
nay

Bién phi (Variable Costs): Cac khoan chi phi tang / gidam tuy thubc vao s6 lugng dich
vu dugc cung c8p. Vi du, chi phi cho nhan vién héi thao va vat tu thay ddi theo sé
lugng budi hoc dudc cung cép, chi phi bita &n thay déi theo sb lugng ngudi tham gia
dugc phuc vu va chi phi ndp hd sd thay ddi theo s8 lugng don d&t hang hdp phap dugc
noép.

NHUNG CAI KHAC
(OTHERS)

Thay déi tai san rong (Change in Net Assets): K&t qua tai chinh téng thé cia mét
t8 chirc trong mot thai ky cu thé, tic la thang, quy, ndm. D&y dudc tinh 13 t6ng thu
nhap trir di téng chi phi. Khi két qua nay la duong (thang du), t8 chirc dang xay dung
ngudn du trir. Khi &m (thdm hut), t8 chirc dang rit ra tir cdc khoan du trif.

Du trit (Reserves): Tién mat khdng gidi han, c6 thé du phong cho cac trudng hgp bat
ngd, mat thu nhap hodc cac chi phi dang k& khdng ludng trudc dugc. D6 v&i hau hét
cac t8 churc phi Igi nhudn, du trit dudc tich Ily theo thdi gian véi thang du hoat déng
hang n&m nhd. Khi mét t& chirc hoat ddng thdm hut, né dang can kiét ngudn du trif cua
minh. Cac khoan du tri{t dugc phan anh trén Bao cao tinh hinh tai chinh (Bang can dadi
k& toan) cua t6 chlic dudi dang Tai san rong khdng han ché.

Tai liéu H6 trg (Support Documentation): Théng tin dang van ban dinh kém véi
ngan sach cung cp chi tiét du phong va chiéu sdu dé ho trg cac sb liéu muc hang cu
thé, vi du: lich luong, k& hoach gay quy, du kién tuyén sinh, lich quy han ché, lich kh&u
hao, v.v.
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2. Can nhac trwéc khi lap ngan séch
(Pre-Budget Considerations)

Ngan sach t6t hd trg muc dich cla né va dé sir dung. N6 nén bao gdm:

e MUc do chi ti€t day da

e Tat ca cac khoan thu nhép va chi tiéu cé lién quan
e Chi phi r& rang, hgp ly va chinh xac

e Cac ghi chu giai thich dudc cung cap khi can thiét

Biét cac uu tién, muc tiéu va muc dich cia NSO sé€ gilp ich cho nhém cla ban
khi bt d&u chudn bi ngan sach. Trudc khi bat dau, hdy thao ludn nhitng cau
héi sau:

e Khoang thgi gian ban can lam viéc la gi?
e Nhdém clia ban mudn hoan thanh diéu gi?
e Ban sé thuc hién diéu nay nhu thé nao?
e NO cé gia bao nhiéu?

e Ngubn vén dén tlr dau?

Khi nhitng cau hoi nay da dugc tra I3i, ban da sdn sang dé bat dau chudn bj
ngan sach.

3. Cong cu lap ké hoach va giam sat

Lap k& hoach ngan sach (Budget Planning)

An organisation will often revisit goals, priorities and activities as it plans for the
future. This is a healthy and necessary time of annual reflection, and also one of
the primary reasons for beginning the budgeting process several months before

year end. This allows for planning ahead financially, to ensure that the necessary
funds are available to achieve organisational goals.

Giam séat va Banh gia (Monitoring and Evaluation)

Sau khi dugc thong qua, ngan sach sé tré thanh mot cong cu quan ly tai chinh
thiét y&u gitp theo ddi va dénh giad cac hoat dong lién tuc cuia t& chirc trong
subt ca ndm. Vi moi chu ky bdo cdo, t6 chilfc so sanh hiéu suét thuc té so vdi
k& hoach cdia minh. Vi du, néu mot chuang trinh cé chi phi cao hon du kién, ban
quan ly cé thé can thiét phai giam chi phi thédng qua viéc cdt giam nhan vién
hodc déng bang cac chi phi khéng phai nhan su. Ngoai ra, ban gidm ddc c6 thé
quyét dinh slra d6i ké hoach dé tinh d&n murc chi phi cao han.
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4. Quy trinh 1ap ngan sach (The Budgeting Process)

D& ngan sach t6 chic chinh xac, hiéu qua va théng nhat, qua trinh I4p ngén sach
phai dugc bao gém. Trong khi giam d6c diéu hanh va nhan vién tai chinh chu
cho6t thudng ddéng vai trd diéu ph6i, nhém quan ly cdp trén thudng tham gia vao
qua trinh nay bang cach cung cdp théng tin va chuén bi, kiém tra va phé duyét

ngéan sach.

Ai thuc hién coéng viéc phat trién ngan sach?

VAI TRO (ROLE)

TRACH NHIEM
(RESPONSIBILITY)

QUAN SAT
(OBSERVATION)

Ban Tai chinh
Finance Committee

Thao luén va théng qua hang nam
ngén sach cho tat ca cac chuong
trinh va hoat dong

Ngan sach dai dién cho moét tai
liéu chinh sach quan trong cho
NSO va d&t gidi han cho thdm
quyén. N6 phai dugc FC xac nhan
cd quan quan ly cap cao han cua
NSO phé duyét

Téng thu ky
Secretary General

Giam sdt viéc Igp ngdn sdch hang

ndm quy trinh va thoi gian

SG c6 thé chon giao viéc diéu
phdi qua trinh Iap ngan sach cho
giam doc tai chinh.

Trudng Bo phan
Head of Department

Chuén bi cdc nguyén tic va gia
dinh vé ngén sach, vi du: thang
luong, ty Ié lam phat

Céc trudng bo phan dua ra dinh
hudng va tu van rd rang dé xay
dung ngan sach dam bao tinh
nhat quan va hoan thanh kip
thai..

Giam Doc tai chinh
Finance Director

Ldp ngdn sdch chi tiét cho cdc
hoat dong

FD dang & vi tri t6t nhat dé dua
ra ngan sach chinh xac va day du
cho cac hoat dong.

Nhoém Tai Chinh
Finance Team

H6 tro qud trinh Idp ngén sdch, vi
du: cung cdp dir liéu vé truréc
hoat déng, tw vén vé chi phi, téng
hop va hop nhét ngén sdch

Nhém nay cung cap hd tro ki
thuat va thong tin quan trong cho
qua trinh 1ap ngan sach
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5. Chuén bi lap ngan sach (Preparing the Budgeting)

Khi ngén sach dugc chuén bi, hdy dam bao réng ngan sach du linh hoat dé
ludng trudc cac diéu kién cd thé da bi bo qua trong qua trinh 1ap k& hoach.
Ngéan sach udc tinh sé gilp cac NSO dy bao va doan trudc két qua tai chinh cé
thé xay ra vao cudi ndm tai chinh hién tai, ddng thdi cung cdp théng tin chi
tiét vé tai chinh cho ndm sau. P& chun bi ngan sach cua ban:

Bat dau voi Ghi lai va xéc Uéc tinh va ghi lai Xem xét, stra doi va Yéu cau cac
dinh nhitng > Thunhap dw kién > De ne va ghi lai > Taaph hop moi thir

[QEULRYEN]
B& phiéu dé
phé duyét
Ngan sach

mot phac thdo
Vé céc hoat
Bong trong Hién co
twong lai

Khoan tién ~ Céc chi phi
Va khi nao sé c6 can thiét Vao mét ngan sach
Cudi cung

6. Quan ly Ngan sach (Managing the Budget)

Khi ngan sach dugc chuin bi, hdy ddm bao réng ngan sach du linh hoat dé
ludng trudc cac diéu kién cd thé da bi bo qua trong qua trinh 1ap k& hoach.
Ngéan sach udc tinh sé gilp cac NSO du bdo va doan trudc két qua tai chinh cé
thé xay ra vao cudi ndm tai chinh hién tai, ddng thdi cung cdp théng tin chi
tiét vé tai chinh cho ndm sau. P& chun bi ngan sach cua ban:

Xay dwng cac chinh Binh ky so sanh

Bat va duy tri s6 dw tien Duy il cAc giao dich

Ngan sach véi chi

mat t6i thiéu Séch/ th tuc chung dé

Pat dwoc muc tigu Thuc té

Tai chinh chinh xac
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7. Bay bwéc xay dwng ngan sach (The Seven Stages of Budgeting)

Khi ngan sach dugc chuén bi, hdy dam bao réng ngan sach du linh hoat dé ludng trudc cac diéu kién cd thé da bi bo qua
trong qua trinh 1ap k& hoach. Ngan sach udc tinh sé& giup cdc NSO du bdo va doan trudc két qua tai chinh cé thé xay ra
vao cudi ndm tai chinh hién tai, ddng thdi cung c8p thdng tin chi tiét vé tai chinh cho ndm sau. D& chuén bi ngan séch cla

ban:

THIET KE QUY TRINH
DESIGN THE PROCESS

Xéc dinh céc vai tro va quy trinh s& mang lai hiéu qua nhat cho viéc thu thap thdng tin,
phén tich va ra quyét dinh.

Xay dwng mét lich trinh cd y nghta thu hit nhiéu quan diém va dam bao dugc phé
duyét trudc khi két thac ndm tai chinh.

THIET LAP MUC TIEI
HIEU QUA

SETTING EFFECTIVE
GOALS

Panh gia su lién két hién tai clia cac gia tri t6 chirc véi cac quyét dinh quan ly ngudn
luc

Suy ngam vé nhifng thanh cdng va that bai vé tai chinh va hoc tap tai liéu

Xac dinh cac cd hdi va méi de doa c6 kha nang anh huéng dén cdng viéc cua ban
(ca vé chuang trinh va tai chinh), cé thé co6 tac dong hiéu qua dén viéc lap ké hoach
doanh thu va cdu trac chi phi..

Panh gia tinh hinh tai chinh hién tai bang cach phan tich du bao cudi ndm hién tai,
phuong sai ngan sach hién tai va strc manh cla bang can déi ké toan, déng thdi néu rd
tac ddong dén nhu cau vén héa va thing du.

Néu tén cac gia tri, muc tiéu va wu tién can dwoc phan anh trong ngdn sich cda nam
nay.

Identify what you need to focus on in this year’s budgeting process, based on
organisation’s values, goals and priorities.

QUYET PINH CO CAU
NGAN SACH

DECIDING ON THE
BUDGET STRUCTURE

Phat trién mot cau tric hd trg tot nhat cho cac muc tiéu cua td chirc va két hgp

cac yéu td cua udc tinh tai chinh clia nam trudc

DU TOAN CHI PHI

ESTIMATION OF
COSTS

Pat tén cho cac danh muc chi phi trung tam dua trén cdu tric ngan sach cua ban, ,
vi du: chuang trinh, quan tri, gdy quy; han ché&, khéng han ché, du &n cu thé, thay ddi
von, v.v

Xem xét co ciu luong thuéng va trién khai thdi gian cda nhén vién trong bgi
canh cac gia tri, muc tiéu va uu tién cla toé chirc. Xac dinh cac uu tién vé luong thudng
nhén su cho ndm tdi..

Tinh toan cac chi phi c6 dinh cho nam tgi, bao gom tang dién tich thué&, udc tinh phi
bao hiém, mua phan mém theo k& hoach, v.v..

Tién hanh phan tich sau hon vé cac khu vuc ¢é rui ro cu thé, vi du: chi phi méi /
chua biét, cac linh vuc clia nam trudc chi tiéu qua mdc hoac thdp han.

Xay dung lich trinh hs trg chirng minh cac khu vuc c6 s6 lugng tién I6n nhat va rai
ro, vi du: ky vong tuyén sinh, lich trinh phat hanh cho cac quy han ché, ké hoach gay
qu¥ chi tiét, kha ndng trién khai nén tang.

Quy trinh phan ba chi phi thiét k&, néu c6
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DU BAO VE THU NHAP
FORECASTING OF
INCOMES

Tinh toan thu nhép ¢d dinh cho ndm tdi, bao gdbm céc hop déng dwgc bao dam, cac
khoan tai tro han ché, phi thanh vién, cac khodn déng gép

Ti€n hanh phan tich sdu hon cac rui ro, chdng han nhu cac hgp ddng can dudc bao
dam, hodc cac no luc phat trién quy mdi / gia tdng

Xﬁy dung lich trinh hd trg chirng minh cac khu vuc cé s6 tién va rdi ro In nhat,
chang han nhu ky vong ghi danh, lich phat hanh quy han ché va ké hoach gay quy chi
tiét.

BAN THAO NGAN SACH

CAC VAN BAN NHUNG
PIEM QUYET DINH
DRAFTING BUDGET
AND DOCUMENT
DECISION POINTS

Thao luan vé cac linh vuc rui ro tiém &n trong thu nhép va chi phi véi phan tich béi
canh hién tai va xac dinh muic dé chdp nhan rui ro.

Tao bang tinh ngan sach téng hgp, bao gdm moi tinh hudng tiém ndng va tat ca cac
lich trinh hd trg d& dugc phat trién trong qua trinh nay.

Phat trién mot ban nhap ban dau va xac dinh réng né dé cip dén céc gid tri, muc
tiéu va uu tién dugc néu tén.

Chia sé ban nhap véi nhém quan ly cip cao dé cé phan hoi

Piéu chinh du thao khi can thiét dé tinh dé&n phan hoi va dam bao su phu hgp gilta
cac gia tri, muc tiéu, uu tién da néu va nang luc / kinh phi..

Ghi lai tat ca céc giad dinh va céac diém quyét dinh tiém nang.

THUC HIEN NGAN SACH

BUDGET
IMPLEMENTATION

Trinh ngén sach cho ay ban tai chinh dé phé duyét, tap trung thao ludn vao cac

diém quyét dinh tiém &n va cdc linh vuc rdi ro can theo dai.

Lam rd vai tro va quy trinh ra quyét dinh dé hd trg gidm sat ngan sach hiéu qua.

Thiét ké cac bao cao dé theo ddi ngan sach so véi thuc té€, xac dinh méc thai gian
dé phan phéi va x{r ly phan hdi.

Duy tri, cap nhat khi c6 théng tin mdi.

Theo ddi bao cao thudng xuyén va phan hdi cac thay déi khi can thiét.
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Mau Bang Ngan sach (Budget Worksheet Template)

The illustration for a budget template can be adapted for your NSO.

Income
Unrestricted Donation GRANT XXXXX - - - - XXXXX - XXXXX - - - XXXXX -
& Grant
Restricted Donation GRANT XXXXXX XXX - XXXXX - - - - - - - XXXXX -
& Grant
Other Income DONATION XXXXX - - - - - - XXXX XX - - - XXXXX

Expenditure Staff costs STAFF XXXXX X X X X X X X X X X X X
Rent PREMISE XXXX X X X X X X X X X X X X
Electricity PREMISE XXXX o o = X X X X - - - - -
Water PREMISE 0 = = - - - - - - B B o o
Cleaning PREMISE XXXX o o = - X - - - - - X B
Building Maint.&Repair PREMISE XXXX - - - - X - - - - = X -
Property Insurance PREMISE 0 = - - - - - - - - - - B
Office Supplies ADMIN XXXX ° X X X X e e - = = - -
Telecom. ADMIN XXXX - - - X - - X - X - = -
Mailing & Postage ADMIN 0 - - - - - - - - - - - -
Printing & Photocopies ADMIN XXXX X - = - = - - - - - - -
Equipment ADMIN XXXX X - = - = - - - - - - -
Maint.&Repair
Other Insurance ADMIN XXX X - = - = - - - - - - -
Books & Subscriptions ADMIN XXX XX - - X X X X X - - - -
Miscellaneous ADMIN 0 - - - - - - - - - - B =
External Audit CHARGES 0 - - - - - - - - - - B B
Internal Audit CHARGES 0 - - - - - - - B = B o -
Secretarial Fee CHARGES 0 = - - - - - - - - - - B
Vehicles CHARGES 0 - - - - - - - - B B = o
Hospitality CHARGES XXXX e X = X = X X X - X X -
Office Equipment CHARGES 0 - - - - - - - - - - - -
Software INFOTECH XXX e X = X = X X X - X X -
Hardware INFOTECH XXX o X = X = X X X = X X =
Consumables INFOTECH [ = = - - - - - - = = B o
Internet services INFOTECH 0 - - - - - - - - - - - =
Depreciation DEPRECIA- XXXX X X o X o X e X - - - -

TION

Creation of Provisions CHARGES 0 - - - - - - - - - - - =
Financial Cost FINANCE X X X X X X X X X X X X
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S6 dang ky tai san cb dinh
(Fixed Assets Register)

Ngudi quan ly tai chinh / tai khoan cé trach nhiém duy tri mot s8 déng ky tai
san ¢8 dinh day du va chinh xac. S6 d&ng ky tai san c6 dinh dudc duy tri trén
bang tinh Excel ho3c s6 sach va can cé cac chi tiét sau:

S6 nhan dang
Hoac sé i g Eliny Ngi chén

Sq ri

Khau hao
Ly ké

Gid tri s8

Loai tai san Sach

Ngugdi quan ly tai chinh / tai khoan phai ddm bao rang t&t ca tai san déu dugc
gén ma nhan dang. T4t ca cac I6p phai bat dau bang céc tién t8 dudc chia
thanh tirng muc bén dudi, theo sau la sé 3 hoac 4 chif s6 duy nhat cho tiing
muc cu thé. Vi du: ban van phong danh cho € tan thudc nhdm Néi that & Phu
kién va dudc xac dinh bdng ma FF / OD / 001:

FF - Furniture & Fittings
OD - Office Desk

001 - Unique numerical identifier for the desk at reception (M& dinh danh s&
duy nhat cho ban lam viéc tai quay Ie tan)
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QUI TRINH DIEU CHINH (PROCESSING DEPRECIATION)

Cudi hang thang, ké toan phai lap biéu khdu hao cho tirng khoan muc theo ty
I& kh&u hao dugc mé ta trong ti€u muc nay.

Ngudi quan ly tai chinh nén xem xét cdc lich trinh va ky tén vao ching dé lam
bang ching cho viéc xem xét clia minh. K& toan cling can cip nhéat s6 dang
ky tai san cd dinh dua trén s8 nhat ky chung kh&u hao d& dugc soat xét.

KE TOAN BO SUNG TAI SAN CO BINH (ACCOUNTING FOR FIXED ASSETS ADDITION)

o Viéc ghi s6 va thanh toan tién mua tai san c6 dinh thuc hién theo thd tuc thanh
toan.

o Khi ban giao, tai san phai dugc phan loai, g&n thé va ghi vao s6 ding ky kiém ké
tai san cd dinh.

KE TOAN TAI SAN (ACCOUNTING FOR DISPOSAL OF ASSETS)

o H6i ddéng quan tri clia t8 chlric phai ch&p thun viéc thanh ly tai san c6 dinh.
Khdng b tai san nao dugc x(r ly ma khdéng cb su cho phép bdng van ban cta hdi
déng quan tri.

o Ngugi quan ly tai chinh / tai khoan nén Iap s8 nhét ky dé ghi lai viéc
thanh ly. Nhat ky phai bao gobm mot diéu chinh cho viéc danh gia lai, néu
co.

o NE&u viéc thanh ly 1a ban bang tién mat, k& toan phai |ap phiéu thu
téng hagp.

FINANCIAL MANAGEMENT FOR NSOs | Volume 2 11
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B Hang ton kho (Inventory)

Diéu nay dé cap dén hang hda vat chat ma td chilic cta ban c¢é trong tay hodc
trong kho. N6 cé thé cé nghia la nguyén liéu thd sé dudgc sir dung dé tao ra thanh
ph&m dé& ban hodc chinh la thanh phdm.

Chinh phu yéu cau cac doanh nghiép ban hang ton kho phai sif dung mot
phudng phap ké toan nhét dinh.

e NE&u t6 chlc cia ban bédo cdo hang tén kho vao cubi ndm, ban phai sl
dung ké toan kép.

e N&u t6 chiric ciia ban khdng cd, ban cé thé str dung k& toan don
hoac ké toan kép.

Céch thiét lap hé théng theo ddi hang tén kho

e

Dw b&o nhu cau Giam Xem xu hwéng
Chi tiéu khéng Thi trwong
Cén thiét

e Né&u ban dinh ban san phdm, ban phai theo d&i cdn than hang tén kho.
Khi ban mua va ban hang hda, hay ghi lai tat ca hang tén kho dén va
di. Diéu nay sé gilp ban du bao nhu cau, giam chi tiéu khéng can thiét
va xem xu hudng thij trudng.

e Diéu quan trong la phai theo ddi lugng hang ton kho ban sir dung, khoang
thdi gian ton tai trong t6 chidc va Igi nhuén thu dugc 1a bao nhiéu. Dinh
ky, kiém ké& hang ton kho clia ban d€ dam bao hd sd cla ban khdp véi
nhifng gi ban thuc su c¢é trong kho.

e Ban c6 thé s dung giai phap quan ly hang tén kho hodc bang tinh d&
theo ddi hang ton kho. Hé théng quan ly hang tén kho hiéu qua bao
gém dong sé t6i da / t6i thi€u va mirc dat hang lai (ROL).
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1. Phwong phap danh gia hang tén kho (Inventory
Evaluation Methods)

Co6 ba phuadng phap dinh gia hang ton kho: Nhap trudc, Xuat trudc (FIFO), Nhap
sau, Xudt trudc (LIFO) va Chi phi Binh quan Gia quyén (WAC).

Dung Phwong phap FIFO

Phugng phap FIFO dya trén nhan thlc rdng nhitng hang tén kho dau
tién dugc mua la nhitng hang tén kho dau tién dugdc ban.

Phuong phap LIFO chi yéu dudc st dung dé xac dinh gia tri ké

toan cho hang tén kho. N6 dua trén ly thuyét réng mat hang tén

kho cudi cung dugc mua la mat hang dau tién dugc ban.

Khai niém WAC dugc ap dung nhiéu nhat cho qua trinh san xuat kéo dai,
nhu cé thé th8y d6i véi cac san phdm tiéu chuén hda cao dugc san xuét

va ban vdi s6 lugng I6n.

UU BIEM

Nhwoc diém

(" Thuyc té hon, thuc té va
don gian hon so véi
LIFO.

o

~

4 V] viéc dong kho bao
goém céc giao dich mua

—— gan day hon, vat liéu

dworc dinh gia theo gia
g thi trvong.

~

/

’f
Heru ich hon khi khdng

“— ¢6 nhiéu giao dich va gia

6n dinh.

o

~

S/

Tang kha néng xay ra sai sét vé ghi
chép néu gia ca dao dong dang ké
mdi khi c6 van dé vé tai liéu; nhan
vién sb cai clra hang sé phai xem xét
hd so ctia minh dé xac dinh gia phai
tra.

T

Khéng c6 loi thé vé thué nhw véi LIFO]

Khi gia ca téang Ién, gia phat hanh khong

phan anh gia thi trwdng; do do, chi phi
san xuét th&p vi chi phi thay thé nguyén
vat liéu tiéu thu sé cao hon gia phat hanh.

Ap dung phwong phap FIFO (Applying the FIFO Method)

S dung phuong phap FIFO, gia tri hang ton kho cudi ky ciia chidng toi sé dugc tinh nhu sau:

/

\

A

Ngay Chi tiét S6 lweng DPon gia| Giatri

June 1 Mua 1,000 notebooks @ $10 1,000 $10 $10,000
Each

June 10 |PMUa 500 notebooks @ $12 each 1,000 $10 $10,000
500 $12 $6,000
1,500 $16,000
June 18 |Ban 400 notebooks @ $2 each 600 $10 $6,000
500 $12 $ 6,000
1,100 $12,000

/

Do d6, hang tén kho cudi ky cla chiing t6i la 12 d6 la. Diéu nay tudng dudng vdi chi phi $
10,90 cho mdi cudn sach ($ 12.000 / 1.100 cudn séach)
Therefore, our closing inventory comes to $12,000. This equates to a cost of $10.90 per book

($12,000/1,100 Books).
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S dung phwong phap LIFO (Using the LIFO Method)

Uu diém

Nhwoc diém

s

AN

N6 phu hop hon dé khép sb
liéu chi phi va doanh thu va

cho phép thu hdi hoan toan

chi phi vat liéu.

/

-

Trong thoi ky lam phét, gia vén

hang héa cao hon, trong khi

sb dw hang ton kho con lai thdp

hon. Théng qua LIFO, lgi thé
chinh ndm & viéc béo céo loi
nhuan thap hon, do do cho
phép tra it thué hon.

Y

J

s

N—]

N

LIFO rat dé hiéu, d& van hanh

J

NG 1a khé khan va phire tap hon d@é duy
tri. Néu hang tdn kho dwoc mua gan
day nhat ludn dwoc st dung lam gia
vbn hang ban thi sé tao ra hang tén kho
¢t hon va 13i thoi, khang bao gior co thé
ban dwoc. Do do, né la kha phi thuc té.

C6 nhiéu céng viéc ghi chép
hon trong tht tuc LIFO

N N

Dinh gia hang tén kho khong néi
vé gia hién tai, do do LIFO khéng
lién quan dén viéc danh gia cac
tinh hudng hién tai.

Ap dung phwong phap LIFO (Applying the LIFO Method)

Gia tri hang tén kho cudi ky cla ching t6i s& dudc tinh nhu sau béng phuang phap LIFO:

/

N\

A

Ngay Chi tiét Sé lwong | Pon gia Tri gia
1thé Mua 1,000 cudn véd @ $10 1,000 $10 $10,000
Moi cudn
10th 6 |Mua 500 cudn vd @ $12 mot cudn 1,000 $10 $10,000
500 $12 $6,000
1,500 $16,000
18 th 6 ban 400 cubn vd@ $2 mot cubn 900 $10 $9,000
0 $12 0
900 $9,000

SU dung phudng phap LIFO, ton kho cuGi ky cua ching toi la 9.000 d6 la. Biéu nay tugng duong vdi chi
phi $ 10 cho mdi cudn sach ($ 9,000 / 900 cudn sach)
Using the LIFO method, our closing inventory comes to $9,000. This equates to a cost of $10 per book
($9,000/900 books).
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St dung Phuong phap WAC (Using the WAC Method)

Phuong phap WAC gia dinh réng chung t6i ban tat ca hang ton kho cta minh
dong thagi. N6 dac biét lién quan dén viéc tinh ra chi phi trung binh cho moi dan
vi tai ting thoi diém sau khi mua hang.

Ap dung phwong phap WAC (Applying the WAC Method)

SU dung vi du dudi day, gia tri cia hang ton kho cudi ky clia chiing téi sé dugc tinh nhu sau:

/ Ngay Chi tiét S6 lwong Pon gia| Giatri \
June 1 Mua 1,000 notebooks @ $10 1,000 $10 $10,000
each
June 10 [Mua 500 notebooks @ $12 each 1,000 $10 $10,000
500 $12 $6,000
1,500 $16,000
Do d6, chi phi trung binh cho mdi cudn sach 1a $ 16,000 / 1.500 cudn sach, tugng dudng véi $ 10,67
June 18 |Sells 600 notebooks @ $2 each 1,500 $10.67 $16,000

\ 900 $10.67 $ 9,69

Do dé, hang Eﬁn kho cudi ky cla chung t6i la 12.000 d6 la. Biéu nay tudng ducng vdi chi phi $
10,90 cho moi cubn sach ($ 12.000 / 1.100 cudn sach).

La mét phan cda quan ly hang ton kho, hdy tao danh sach cac nha cung cap cua ban vdi thong tin lién
hé cla ho d& dé tham khao.

MOT SO DIEM CHINH:

e Gia tri cla mot muc hang ton kho trong sach ctia ban la s6 tién ban da tra cho no.

e Viéc ghi lai viéc mua mot mat hang ton kho lam tang gia tri clia tai khoan Tai san ton
kho trén bao cao Bang can d6i ké toan cua ban theo gia vén ciia mat hang dé va tang
dan vi S6 lugng cho mat hang do.

e Viéc ghi nhan viéc ban mot mat hang ton kho lam gidm gia tri cta tai khoan Tai san
ton kho theo nguyén gia clia mat hang dé va giam sé lugng cho mat hang do.

e Viéc ghi nhan khoan ban hang nay ciing lam tang tai khoan Gia vén hang ban (the
Cost of Goods Sold - COGS) bang gid g6c clia mat hang va téng tai khoan Doanh
thu thu nhap san phdm bang s6 tién ma khach hang da tra cho ban cho mat hang
do. Su khac biét gilra s6 tién thu nhap va sé tién gia vén hang ban la Igi nhuan gép
cua ban trén mat hang dé.
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B Mua sam - Procurement

NSO phai xac dinh cac hoat dong thudng xuyén cua ho (nhiéu hon hoac it han
tdt ca cac giao dich mua hang hoa va dich vu), vi diéu nay la can thiét khi tao tai
liéu “Tha tuc Mua sdm cho NSO”. Tai liéu nay can dugc digu chinh cho phl hgp
V@i thuc té€ clla NSO, quéc gia va ngan sach, cap Uy quyén, nhitng ngugi lién
quan va cac yéu té khac.

M6t thu tuc gitp thiét 1ap mot khudn khé quy dinh theo yéu cdu clia cac NSO.
Diéu nay nham:

Cai thién va dam bao tinh minh bach trong viéc quan ly mua hang cua
cac NSO.

Tao ra khoan tiét kiém va Igi ich cho NSO bang cach tédng kha nang
thuong lugng

Thiét 1ap céac bién phap kiém soat thich hgp ddi véi viéc mua va mua lai,
tim ki€m gia tét han va dam phan vdéi cac nha cung cap

Xac dinh nhitng ngudi chiu trach nhiém quan ly mua hang

Pat dugc su ddng nhét trong quéa trinh x ly mua hang dé€ tranh chua
quan trong viéc lua chon nha cung cép san phdm hodc dich vu

Phat hién nhiing sai I&ch trong hoat déng va cing cd méi trudng ki€ém soat
Tranh xung dét Igi ich trong viéc mua hang va tuyén dung

Céc quy trinh mua sdm trong mdt NSO phai dam bao sir dung hgp ly va hiéu qua
nhét cac ngudn luc. Hang héa hodc dich vu cd dudc phai phuc vu dé gia ting gia
tri cho NSO, ca trong ngédn han va dai han. Cac quy trinh nay phai tuén theo
nhiéu s d6 b&o gia cho viéc cung c&p san phdm va dich vu, dé cé lugng théng
tin thich hgp nham dua ra quyét dinh t6t nhit co thé.
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1. Tha tuc dau thau (Procurement Procedures)

Xac dinh yéu cau cla nhu cau.

Xac dinh s6 tién mua hang va xac dinh cac cap do uy quyén.

X&c dinh céc diéu khoan tham chiéu hodc chi tiét cu thé cla mat hang
hodc dich vu dugc yéu cau.

DGi véi cdc mat hang dinh ky, hdy thiét Iap mot thia tuc danh gia chat
lugng nha cung cdp (c6 thé khoang 2-4 d6i vai tirng loai san phdm, hang
hoéa hodc dich vu).

Yéu cau it nhat 3 bdo gid cho cac giao dich mua vugt qua s6

tién da thiét lap trudc do (vi du: 3% ngan sach hang nam hoac

cac giao dich mua khong dugc dat muc tiéu).

Chon céc bao gia dap ung cac thong s6 ky thuat yéu cau véi cac diéu
khoan thuang lugng tét nhat.

Chuan bj don dit hang véi s th( tu d& dé dang ti€n hanh va kiém
soat.

Thong bao cho nha cung cdp va ngudi phu trach nhan hang

hda hodc dich vu.

Nhén hang héa hodc dich vu theo dgn dat hang, xac dinh xem né co
dung vé s6 lugng va chat lugng hay khong.

Yéu cau héa dan / bién lai hodc chitng tir tai chinh hgp 18 hd trg viéc
mua hang da thuyc hién.

Théng bédo cho bd phan ké todn hodc thi quy dé phat hanh khoan
thanh toan tudng Ung.

Thanh toan cho nha cung cadp theo cac diéu khoan thuong lugng da
thoa thuan.

Dang ky mua hang va / hoac nhap kho.

2. Hwéng dan mua hang (Purchase Guidelines)

Nhéan vién mua hang phai dugc chi dinh lam ngugi giam sat viéc mua hang -
day co thé la tinh nguyén vién hodc ngudi diéu hanh cia NSO.

Tranh xung dot Igi ich, thué hodc mua tlr cac thanh vién clia HG6i ddng qudc gia,

Uy ban diéu hanh va nhém qudc gia.

Né&u nhitng diéu trén tré thanh lua chon tét nhat, hdy dam bao rang cac
tai liéu ho trg ddy du vdi it nhat ba trich dan bé sung dugc dé trinh cho
mot Gy ban mua hang (quyét dinh cda it nhat 3 ngudi) dé dam bao tinh
minh bach va cdng bang.

Xdac minh réng cédc nha cung cdp dang hoat déng hgp phap va cac

hoat déng ctia ho khdng mau thuan vdi cdc nguyén téc va gid tri cla
Hudéng dao.

Xac dinh cdc muc trach nhiém dy quyén trong mua hang - xem bang sau
day lam vi du:
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SO TIEN MUA

(THI DY)

$1 - $100

% THU NHAP HANG NAM
HOAC

% CUA NGAN SACH HANG

NAM (EG $100,000
BUDGET)

<0.1%

UY QUYEN

Ngudi gii tién mat hodc
chiu trach nhiém cho mot
quy cu thé.

BINH LUAN

Ché do6 tién mat nhoé
Thu tuc nay khong ap

dung

$101 - $5,000

0.11% - 5%

Quan ly mua hang
Hodc ngudi chiu trach
Nhiém

T&i thiéu 3 bao gia
(Thanh todn béng check,
Chuyén khoan hodc
Hinh thic khac thong
Qua hé théng ngén hang
V@i hai chit ky

$5,001 -
$50,000

>5% - <50%

Giam dbc biéu hanh
Hodc Chu tich

Dau thau tu nhan

(mai cac nha cung cap
Tham gia),

Xac dinh cac diéu khoan
tham chiéu

> $50,000

>50%

HOi dong Quéc gia

Pau thau cong khai,

Stra d8i cac diéu khoan
Tham chiéu, Iya chon
Nha cung cép trong
HDQG hodc tudgng ducng

> Ngan sach /
Thu nhap 1 nam

>100%

Dai H6i dong Qudc gia

Cac hgp dong vugt qua
ThGi han dau thau cong
Khai kéo dai 1 nam sé
Phai dugc Dai HGi dong
Qudc gia hodc tuang
duong cho phép

e Diéu quan trong la cac NSO phai duy tri co sd dif liéu vé moét nhom cac nha cung cap
da dugc phé duyét véi cac mat hang da mua va giad cap nhat. Bang danh sach nay
phai dugc xem xét dinh ky hoac khi gia han hgp déng.

e Dinh ky xem xét cac muc gid nhan dudc véi nhitng mirc gid cé sdn trén thi trudng.

e Thuc hién cdc cudc dam phan d€ cé6 mdi quan hé ban hang lau dai véi cac nha cung
cép c6 Igi cho NSO trong viéc thanh todan tin dung, chiét khiu va thudng san pham.

e N&u cb thé, hay Iap k& hoach sd bd vé viéc mua hang dinh ky dé& diéu chinh ngan
sach va kha nang thanh toan cua NSO.

e Kiém tra dong tién hodc thu nhdp d&€ ddm bao thanh toan kip th&i cho nha cung cép,
vi Huéng dao sinh phai la ngudi dau tién dap &'ng cac cam két theo hgp dong cula
chung ta.

e Gilr mét ban kiém ké cap nhat v& hang hda clia NSO va cac tai san mdi cé dugc mang
tinh dai dién, chdng han nhu tai san ¢ dinh, hang hda cla clra hang Scoutshop va cac
mat hang cé thé dudc st dung trong cac su kién tiép theo.

e Thuc hién cac thda thuédn mua hang doc quyén trong mot ndm vdi cac nha cung
('ng cung cdp cac diéu kién mua hang t6t hon, (chdng han nhu thdi gian giao hang
ngdn haon, thai han tin dung dai hon, v.v.).
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L&i khuyén hiru ich (Helpful Tips)

DE&i vGi cdc NSO cd hé th8ng k& toan, hdy c6 gang cap nhéat hd so k&
toan trong tdi da 2 ngay sau khi nhan dugc hang héa, cling nhu viéc
nhép va dang ky tuong (ng vao kho tuong Ung.

DGi véi cdc NSO khong cé hé thGng k€ toan, hdy ghi chép lai (vi du: trén
Microsoft Excel) vé cac giao dich mua da thuc hién, cling nhu cac chi tiét
cua hda dan, vé, bién lai hoac chirng tir mua hang. Diéu nay sé cho phép
ban xac minh mo ta, ngay cua tai liéu va ngay nhan hang hoéa hoac dich
vy, cling nhu s6 lugng mua va trang thai thanh todn (dang chg xtr ly
hodc ngay ma ho déng y thanh toan).

Luu ho s6 vé hang hda dugc mua lam tai san cd dinh va thuc hién

ki€m tra tai san c6 dinh it nhat moét [An mot ndm.

S{r dung tét cac hang hda va dich vu cé dugc, phuc vu cho hoat

dong clia NSO hodc cac muc dich lién quan clia nd.

Lap cac hgp déng chi tié€t cho cac vu mua khdéng thudng xuyén (toa nha,
xe cO va nhiing thr khac ma gia tri cia nd la quan trong d6i véi hoat
dong cua NSO).

Céc diéu khoan v& viéc khoéng tuan thd hdp ddéng, giao san pham bij 16i
hodc dich vu c6 chéat lugng thdp hon da thdéa thuan. Néu nha cung céap
khong tuan tha cac diéu khoan cua hgp déng hoac cac diéu khoan tham
chiéu, thi phai dp dung hinh thic thanh todn chiét khdu hodc cé thé ap
dung hinh thic phat / hodn thanh toan, tuy theo trugng hgp.

DEi véi cac nha cung c8p dinh ky, hdy c6 géng tién hanh dam phan dua
trén s& tién hang n&m. Tién hanh danh gid hang ndm dé xem cé can
thi€t phai cai thién cac diéu kién dam phan hay khong.

ViDU 1
DGi véi d6 dung van phong, hdy mua hang thang hoac hai thang mét
lan dé& dudc giam gid khi mua véi sb lugng I8n.

Vi DU 2

Khi ky hgp déng dich vu cho céc sy kién nhu Jamborees, hdy bao gom
diéu khoan phat néu khong tuan tha. Vi du, déi véi dich vu an uéng, cé
thé& bao gdm céc diéu khoan vé viéc khéng tuan tha cac diéu kién sic
khoe, nhiét dé thuc phdm, khdu phan khéng du, v.v..

VIDU 3

PE& Iap k& hoach mua hang hang n8m, chdng han nhu cho nha cung cép
dong phuc Hudng dao, hay lap ké hoach thudng lugng don hang s6 lugng
I6n trong suGt ca nam thay vi s6 lugng thap hon. Vi du, lam viéc véi s6
lugng 1000 - 1500 b dong phuc thay vi 50 -100 b6 déng phuc. Diéu nay
sé cho phép dinh gia tét han va cac diéu kién co Igi hon cho NSO. Giao
hang ciing c6 thé dudc thuong lugng theo yéu cau.
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JINGUON THAM KHAO - RESOURCES

Handbook on Financial Resources Management and Development (2007, WSB-
APR) (DC OK) in English.
Download: https://www.scout.org/node/6108

Publication: Are we doing it right? - some do’s and dont’s in the management
of non-profit organizations, by H. Eric Frank (© 1983, World Scout Bureau,
Geneva) (in English) (44 pages). OUT OF PRINT. (DC-578.13) In Repository
dossier 8270 under Management.

Download: http://scout.org/node/6196

Publication: Could we do better? by H. Eric Frank (September 1997, published by
World Scout Bureau/Asia-Pacific Region, Manila, Philippines) (in English) ISBN
971-91927-1-2. (DC-578.13).

Download: https://www.scout.org/node/22295

Risk Management: Publication: Guideline on Risk Management Policy (June
2010) (WOSM/Asia-Pacific Region) (in English) (23 pages, A5) (DC-578.13 and
in library APR section).

Download: https://www.scout.org/node/6194
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