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BCTYII/ INTRODUCTION

«lHO3eMHa MOBa» € HaBYaJILHOIO IH/ICHI/IHJIiHOI-O, 1o 33663H€‘1y€ HiI[FOTOBKy

CTYJICHTIB CTYIICHsI «0aKanaBpy.

Meta kypcey - dbopmyBaHHS HEOOXIJHOI KOMYHIKATHBHOI CIIPOMOXKHOCTI Yy

chepax nmpodeciiHOro Ta CUTYaTUBHOTO CHIJIKYBaHHS B YCHIM 1 MUCBbMOBIiH dopmax;
BJIOCKOHAJICHHSI BMiHb T4 HaBUYOK YMTaHHS, Mepekiiany, pedepyBaHHs CIeiaabHOi
JiTepatypu 3a (paxom; BHPOOJIEHHS HAaBUYOK YMUTAaHHS Ta pedepyBaHHS HAyKOBOI
iHpopMmartii 3 axy, BeneHHs Oeciau 3 MpodeciitHol TeMaTHUKH, A1IOBOTO JUCTYBAaHHS
Ta poOOTH 3 KOMEPIIITHOIO JOKYMEHTALIIELO.

3aBaaHHAMHU QM CHUILTIHU «]HO3€eMHA MOBay €:
HAaOyTTSd HAaBUYOK MPAKTHUYHOTO BOJOJIHHSA 1HO3EMHOI0 MOBOIO B PI3HUX
BUJIaX MOBJICHHEBOI JISUIBHOCTI B 00CsA31 TEMAaTHKH, 3yMOBIICHOI
npodeciiiHumMu notpedamu; OJep>KyBaHHA HOBITHBOI (haxoBoi iHdopmarlli
yepe3 1HO3EMHI JpKepera,;
KOPUCTYBaHHS YCHUM MOHOJIOTIYHMM Ta JIQJIOTIYHAM MOBJICHHSM y MEXKax
noOyTOBOi, CYCHUIbHO-TIOJITUYHOI, 3araJibLHOEKOHOMIYHOI Ta  (haxoBoi
TEMAaTHKH;
nepekiaag 3 1HO3EMHOI MOBM Ha pIJHY TEKCTIB 3arajlbHOCKOHOMIYHOTO
XapaxkTepy;
dbopMyBaHHS OCHOBHUX BMIHb BHUKOPHUCTAHHS 3HaHb HA IPAKTHIN IIiJ dYac
BEJICHHA A1I0BOI Oeciin abo CIUIKYBaHHS IO TeleOHy B IIJIOBUX LUIAX 3
ypaxyBaHHSM KOHKPETHUX YMOB;
O3HAaMOMJICHHS 3 HalOUIbIII BIJIOMUMH 3pa3KkaMy MOBJICHHEBOI MOBEIIHKH ITi]1
yac MpOBEJICHHS I1JI0BUX 300piB, Ipe3eHTalllil Ta IEPETOBOPIB;
HABYaHHS IMIJIFOTOBIN JI0 y4acTl y HAyKOBUX KOH(EPEHINsAX, CeMiHapax,
nebarax, TOIIO;
O3HAHOMJICHHSI 3 0COOJIMBOCTSIMH O(DOPMIICHHS HAHO1IBII B)KUBAHUX TATIEPiB.

VY pe3ynbTari BUBUCHHS HABYAIBHOT TUCIIUTUTIHUA CTYICHT MTOBUHEH
3HATH:
® JICKCHUKY, TpaMaTHUKy, POHETUKY 1 opdorpadito i1HO3eMHOI MOBH;
® [IpaBHJIa YCHOTO JIJIOBOTO CHIJIKYBaHHS;
® OCHOBHI BUMOTH JI0 KyJIbTYPH MOBJICHHS.

BMITH:

® KOHCTPYIOBAaTHU maparpadu s oprasizauii AyMOK B €IWHY IHTEJIEKTyaJbHY

CTPYKTYDY;

YUTaTH Ta TNepeKiaaMu TEeKCT 3 MOoO0yTOBOi Ta MpodeciiiHOi TeMaTHKU
CEPEeNHbOI CKIIATHOCTI;

CHUIKYBAaTUCA 1HO3EMHOI0O MOBOIO Ha IMOOYTOBI, CYCHIJIBHO-TIOJITUYHI Ta
npodeciiiHi TEMU B MEKaX BUBUYEHO1 JICKCUKH Ta TPaMaTUKH;



® MHCAaTH KOPOTKI TIOBIJOMJICHHS Ta €C€ I1HO3EMHOI0 MOBOIO JIOTPHUMYIOUHCH
npaBui1 opdorpadii Ta rpamMaTHKH;

® CKJIQJaTH JAUIOBI TOKYMEHTH Ha 3a/laHy TeMy, JOTPUMYIOUHUCH MIXHApPOIHHUX
CTaHapTiB;

e OJIepKyBaTH HOBITHIO (paxoBy iH(OpMallito uepe3 HOBITHI JiKepena.

® TPaMOTHO CIUJIKYBAaTHCS B MEXaX YCHOTO MOBJICHHS;

® BECTH MPE3CHTAIlii 3TiJHO BUMOT JiJIOBOTO MOBJICHHSI.

Jlanunii HaBYaJIbHUN TOCIOHMK Ma€ 3a METy HalyTTsA CTYJACHTaMH HaBHYOK
YUTATU Ta MEpPEeKIafaTh TeKCTH 3 MOOYyTOBOi Ta MpOQeciiiHOI TeMaTHKU CepeaHbOi
CKJIQJIHOCTI, CHIJIKYBaTUCS 1HO3€EMHOIO MOBOIO Ha MOOYTOBI, CYCHIJIbHO-TIOJNITUYHI Ta
npodeciiiHi TeMH B MeXaxX BHUBYEHOI JIEKCMKA Ta TpaMaTHKH, MHUCATH KOPOTKI
MOBIJIOMJICHHSI Ta €C€ 1HO3€MHOI0 MOBOIO JOTPUMYIOYHUCH MpaBui opdorpadii ta
rpaMaTUKH.

[lociOHUMK cCKiamaeTsCsi 3 TPUHAAUATH TeM, MHepeadadyeHux poOoUuoro
HABYAJIHOIO MIPOrPaMoIo 3 TUCHUILTIHUA. KOXKeH po3/il MICTUTh BIIpaBU Ha PO3BUTOK
yCiX BHUJIB MOBJICHHEBOI [ISJIHOCTI: ayJilOBaHHS, YWTaHHS, TOBOPIHHS Ta
NUCEMHOTO MOBJICHHSI, BHUKOHAHHS $KHX CIpUS€E PO3BUTKY KOMYHIKATUBHOI
KOMIIETEHIII] CTYJICHTIB MEPIIOro Ta APYyroro piBHiB BUBUEHHS 1HO3EMHOI MOBH.



UNIT 1. MONEY MATTERS
1.1. Money
Get ready!
1. Before you read the passage, talk about these questions.
e What do people use to make purchases in your country?
e Are coins or bills more common in your country? Which do you prefer?

Reading
2. Read the bank advertisement. Then, mark the following statements as true (T) or
false (F).

WELCOME TO FIRST REGIONAL BANK
Do you need a safe place for your hard-earned cash? Open a checking account today!
Are you tired of coins and loose change? We will count and deposit them for free!
Do you have a paycheck? Cash your check here, or open an account and make a
deposit.
Do you need to exchange foreign currency? Here are our exchange rates.

Currency Rate
American Dollar 1 USD in USD
British Pound 0,616452 1,62219
Euro 0,722857 1,3834
Hong Kong Dollar 7,7803 0,123865
Japanese Yen 81,8708 0,0122144
Mexican Peso 12,097 0,0862251
South Korean Won 1126,1 0,000888
Turkish Lira 1,5991 0,62352

All exchanges are subject to a 0.9% service fee.
Balance your budget at First Regional!

1. Customers need an account to cash checks.
2. One Yen is worth less than one USD.
3. The bank exchanges currency for free.

Vocabulary

3. Match the words (1-5) with their definitions (A-E).

1 fee A the value of a currency in terms of another
2 cash B money in the form of metal discs

3 balance C an additional cost

4 coins D to make accounts even

5 exchange rate  E money in the form of paper notes and coins

D

. Fill in the blanks with the correct words from the word bank.
exchange change check currency cash

. He has no bills, just some :

2. your euros before returning from your trip.

e
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3. The vendor did not accept John’s foreign

4. The bank refused to his paycheck.
5. Jon wrote a for the gas bhill.
Listening

5. Listen to a conversation between a customer and a teller. Choose the correct
answers.
1. What is the conversation mainly about?
A opening an account
B exchanging currency
C cashing a check
D depositing money
2. What does the teller warn the man about?
A aservice fee
B a lack of dollars
C an incorrect total
D a low exchange rate

6. Listen again and complete the conversation.

Teller: Hello, Sir. Welcome to First Regional Bank. How can | help you?

Tourist: Hi. I needto 1 these euros for American dollars.

Teller: All right. Let’s see 2 you have there.

Tourist: Here you go.

Teller: Twenty, forty, sixty ... The 3 comes to one hundred and
seventy euros.

Tourist: How much is that in 4 ?

Teller: I’'ll calculate that now. 5 two

hundred and thirty five dollars and seventeen cents.
Tourist: Great. Can | have the exchange?
Teller: Of course. But there is a one percent 6

Speaking
7. With a partner, act out the roles below.
Student A: You are a tourist exchanging currency. Talk to Student B about:
e what currency you have
e what currency you want
e how much money you have
Student B: You are a bank teller. Talk to Student A about exchanging currency.

1.2. Cash
Get ready!
1. Before you read the passage, talk about these questions.
¢ Do you prefer to use credit/debit card or cash for payment? Why?
o What types of currency are accepted in your country?

9



Reading
2. Read the company's petty cash policy. Then, choose the correct answers.

The petty cash fund is reserved for small, office-related expenditures. Weekly

deposits will replenish the fund to its maximum level of $100. The fund will consist
of cash and coins only.

Withdrawals must not exceed $20. Record all withdrawals in the fund ledger.

Acceptable expenditures include office supplies, gas for supply runs, newspapers, and
coffee station items. Money from the fund may not be used for cash advances

Return all change from purchases and place receipts in the designated envelope.

The accounting department monitors petty cash flow with these documents.

1.

What is the purpose of the posting?

A to maintain a balanced flow of money
B to explain the rules of petty cash use
C to replenish the petty cash fund

D to limit the amount of expenditures

2. What is NOT an acceptable petty cash expenditure?
A office supplies C newspapers
B coffee D cash advances
3. What must be less than twenty dollars?
A weekly deposits C the petty cash fund
B withdrawals D cash advances
Vocabulary
3. Match the words (1-6) with the definitions (A-F).
1 withdrawal A the act of putting money into an account
2 coin B motion or movement
3 deposit C the act of taking money out of an account
4 cash D money in the form of banknotes or coins
5 cash advance E money in the form of a metal disc
5 flow F a loan of money to be deducted from someone's paycheck on
payday
4. Read the sentence pair. Choose where the words best fit the blanks.
1 petty cash / change
A This machine only accepts ; no bills or credit cards.
B The fund is only for business related expenditures.
2 currency / expenditure

5.

A This store does not accept foreign
B New light bulbs were a worthwhile

Listen and read the company's petty cash policy again. How much money should

the petty cash fund have each week?

10



Listening

6. Listen to a conversation between an employee and a manager. Mark the
following statements as true (T) or false (F).

1. The woman wants to use petty cash.

2. The expenditure will be more than $20.

3. The man gives the woman a receipt.

7. Listen again and complete the conversation.

Employee: Mr. Cole, the coffee maker is broken. Can | use 1
to go buy a new one?

Manager: Sure, as long as it really doesn't work. That's an acceptable
2 :

Employee: It will cost a little more than twenty dollars, though. Can we
3 to the maximum withdrawal rule?

Manager: Yes. That’ll be fine. Will forty 4 ?

Employee: Oh, definitely.

Manager: Okay, here you go. Bring back any 5 and make sure you
keep the receipt.

Employee: 6 . Thanks.

Speaking

8. With a partner, act out the roles below.
Student A: You are an employee. Talk to Student B about:
e a petty cash expenditure
o rules regarding petty cash
e change and receipts
Student B You are a manager. Talk to Student A about using petty cash for an
expenditure.

Writing
9. Use the conversation from Task 8 to fill out the petty cash withdrawal.

PETTY CASH
Withdrawal Ledge

Employee name:
Date:

Withdrawal amount: $
Items purchased:

1.3. Using money
Get ready!
1. Before you read the passage, talk about these questions.
e \What are some ways that people can spend money?
¢ What can you do to save more money?

11



Reading
2. Read the newspaper column. Then, choose the correct answers.
THE DAILY MONEY
Financial tips of the day
If your finances are disorganized, you might be losing money. These simple tips will
change that!
e Monitor what you spend! Keep a notebook in which you can track your
outgoings. Then, you can see which purchases were really necessary.
e Be careful with your credit card! It is best to keep your credit card at home
and to use it for emergencies only. Use your debit card for everyday spending.
e Be responsible with your banking. Avoid charges by keeping within your
credit limit and not overdrawing.
e Save money. Set up a direct deposit from your monthly paycheck. Then, you
can be sure that your savings grow every month. When you have extra money,
think wisely about how to invest it.

1. What is the purpose of the article?
A to give investment advice
B to help readers choose a credit card
C to suggest ways to organize finances
D to warn readers about false bank charges
2. According to the author, how can people increase their savings?
A increase their credit limit
B establish a direct deposit
C track deposits in a notebook
D invest money regularly
3. Which is NOT a suggestion made in the article?
A monitor purchases
B reduce everyday spending
C avoid going over a credit limit
D use credit cards only when necessary

Vocabulary

3. Match the words (1-6) with their definitions (A-F).

1 spend A to keep money so that you can use it later

2 track B a payment card that withdraws money from an account
3 credit card immediately

4 debit card C to watch or monitor something

5 save D to give money in exchange for| something

6 direct deposit E a payment card that draws or bank's money

F an electronic transfer of money e.g. from an employer to an
employee's account

12



4. Fill in the blanks with the correct words and phrases from the word bank.
invest ~ monitor  credit limit  purchases  charges

1. Research a business before you in it.

2. Customers that break overdraft agreements have to pay bank

3. Pay all bills on time to increase your

4, your spending to eliminate waste.

5. Only use a credit card for large

Listening

5. Listen to a conversation between an accountant an employee. Mark the
following statements as Tue (T) or false (F).

1. The woman calls about the man's credit limit.

2. The man entered an expense in the wrong department.

3. The woman will correct the man's error.

6. Listen again and complete the conversation.

Employee: Hello. Marcus Smith 1 . How can | help you?

Accountant:  Marcus, it's Janet Evans here, the company accountant.

Employee: Hello, Janet. What can | 2 ?

Accountant:  I’m a bit 3 a purchase you made. It was on the
20" of last month. You spent $2,000 on ‘office furniture’?

Employee: Oh, yes. That was for the new sofas in the 4 :

Accountant:  Okay. So they are actually 5 , hot staff, right?

Employee: Yes, that’s right. Sorry, I entered the expense in the wrong column.

Accountant:  No problem, Marcus. 6 . Thanks for

clearing that up.

Speaking
7. With a partner, act out the roles below.
Student A: You are an accountant. Ask Student B about:
e arecent purchase
e Wwhat it was
e who will use it
Student B: You are an employee. Answer Student A's questions about a purchase.

1.4. Foreign currency
Speaking
1. Work in pairs and discuss these questions.
e Do you go abroad on holiday or on business? Which countries do you usually
Visit?
e How many foreign currencies can you name?

Listening

13



2. Listen to Sam Peterson talk about a business trip. Tick (/) the countries he
mentions.

Country Currency

o Germany

o Switzerland

O Japan

o France

o the United Kingdom (UK)

0 the United Arab Emirates (UAE)

o China

0 the United States of America (USA)
o Spain

o Sweden

3. Listen again. Write the currencies Sam mentions in the correct place in the table.
Why doesn’t he need any dollars?

4. Complete the table with the currencies for the countries Sam doesn't mention.
Then add your own country and currency to the table. Can you add two more
countries and their currencies?

Speaking
5. Work in pairs. Take turns to quiz your partner about countries and currencies.
Example: What's the currency in China? Which country uses the yen?

Listening
6. Sam goes to the foreign exchange counter at his bank to buy the currency he
needs. Listen. What is the problem?

7. Listen again and answer these questions.

1. Which of the currencies does the bank have already?
2. Which of the currencies does the bank not hold?

3. What does the cashier offer to do?

4. When does Sam leave on his trip?

5. When can he collect his currency?

Reading
8. Read this article. Who is the advice for?
a) Cashiers at foreign exchange counters.

14



b) Bank employees who want to give their customers a better deal.
c) People who want to buy foreign currency.

GET ABETTER DEAL
Most of us don't plan ahead when we go abroad. Of course it's possible to change
your money at the airport before or after you fly, but airport exchange counters often
charge more expensive rates. However, going to the bank won't always get you a
better deal.
Some companies charge commission for doing foreign exchange transactions. In the
UK, this is usually between f 1.50 and £3.00. Commission usually comes in two
forms:
1 A minimum charge
This can make it very expensive to change small amounts of money.
2 A flat fee
This is good if you change larger amounts of money: the fee is the same no matter
how much you are changing.
Beware of' ‘commission free' offers. These don't always provide better value for
money. The currency seller usually makes up for the loss of commission with a
higher exchange rate. Also look at the buy-back rate. Some companies offer to buy
back any currency you have left for free. This means you don't pay a commission
twice.
So how can you know which is the best deal? The answer is to ask how much of the
currency you will get, after all charges, in exchange for your money. Find the
company that will give you the most and you are ready to go.

9. Read the article in 8 again. Are these statements true (T) or false (F)?
1. Foreign exchange counters at airports are usually more expensive than at banks.

2. A flat fee means that you can’t change a small amount of money.
3. Companies that offer ‘commission free’ usually have higher exchange rates.
4. The text advises travellers to always look for a ‘commission free’ offer.

Vocabulary
10. Find the words/phrases in the box in the text in 8. Then match them to the
definitions 1-4.

| buy-back rate commission exchange rate minimum charge

1. A charge for doing a foreign exchange transaction:
2. An amount of money you pay to change money. The bank may charge more than
this amount but you can’t pay less than it:
3. The rate at which a company will buy back any currency from you:

15



4. The rate at which a company will buy or sell currency:

1.5. Managing your finances
Vocabulary
1. Match the words in the box to these definitions 1-6.
| budget expenses income pension realistic  salary |

1. money you get when you are old and don't work:
2. a plan you make about what to buy and how much to spend:
3. all the money that you get from your work and other sources:
4. the money you get from your employer:
5. money you pay for things like food, petrol, household bills, etc.:
6. something that is possible to achieve:

Reading
2. Read this advice on managing your money. Underline the words from 1 in the
text.
MANAGE YOUR MONEY BETTER!
Whether you already have a job or you are still a student, it's important to
manage your money well. Here are some questions to ask yourself:

* How much is my income? e« Can I save for a pension? ¢ How can I earn more
money? * Does my salary pay all my expenses? * Is my budget realistic?
Six tips to help you manage your money better:

1. Make a budget and keep to it.

2. Learn to cook, and eat at home more.

3. Buy the things you need before you buy the things you want.
4. Check the prices in two or three supermarkets.

5. Don't go to the cinema; watch DVDs at home.

6. Walk, don't drive.

Speaking
3. Work in pairs. Discuss these questions.
e Are you good at managing your money?
e Which of the advice in the text do you follow?
e Do you have any more tips for managing your money?

4. Use words from the text in 2 to complete this dialogue.

A: How much money does your CEO (1) ?
B: Idon't know, but it's a lot!

A: Are you happy with your (2) ?

B: It's OK, but I would like the company to pay me more!

A: Do you save money for a (3) ?

B: Yes, | do. I think it's important to save for your old age.

A: Are you a clever shopper?

16



B: Yes, I always (4) the prices in two or three shops before I buy
something.

A: Do you have a (5) ?

B: Yes, I think it's important to plan your spending.

A: Do you have car?

B: No, I don't. I (6) to work.

5. Work in pairs. Take turns to ask and answer the questions in 4.

6. Complete these sentences with the words in the box.

ATM balance credit current account direct debit home
insurance rent salary standing order withdrawal

1. My shows how much money | have in my account.

2. | have a(n) at my bank to make payments and receive money.
3. lIseea(n) on my account when someone pays money into it.
4. | usually get cash out of my account at a(n)
5. | make the same payment every month with a(n)

6. My employer pays my into my account.
7

8

9

1

| have to protect my home.
| pay bills each month automatically. | use
. Every month I pay for my flat.
0. | take money from my account. It is a(n)

1.6. Finance and the economy

Speaking
1. Work in pairs. What activities do these illustrations represent? Are these
activities important for the economy? Why/Why not? Use the words in the box to
help you.

buy factory finance housing market manufacturing
produce retailing sell

17




Vocabulary

2. Match words ~ 1-9 to definitions a-i.

1. loss a) money that you borrow from a bank

2. demand b) selling something for less than you buy it for
3. share C) money that you pay to borrow money

4. interest d) ownership of part of a company

5. investment e) income greater than expenses

6. supply f) goods and services that people sell

7. profit ) money that you borrow to buy a house or flat
8. loan h) money that is put into a business

9. mortgage ) goods and services that people want to buy
Reading

3. Complete this introduction to finance from a consumer website with words from
2.
The economy and the world of finance

Two key principles of the economy are supply and demand. Some people have
goods or services to sell and other people want to buy those goods or services. The
relationship between supply and (1) is very important. The world of
finance is a necessary part of the economy.

People need money to do business. Banks first collect money from customers.
Then they lend money to people or institutions. Customers who borrow money pay

(2) to the bank until they pay the money back. There are different types
of (3) . For example, people who want to buy a house or flat usually
choose a(n) (4) .

(5) in shares of stock is another part of the financial world. People

buy shares and then own a part of a company. They hope to make a(n) (6)
when the company does well. When the company does not do well, the
investor makes a(n) (7) :
These are some of the ways that financial institutions help the economy.

4. Match 1-6 to a-f to make sentences.
| Customers pay intereston  a)  money to customers.

2 The economy needs b)  make investments?

3 Banks often lend C) lend money to every customer.
4 Do you sometimes d)  amortgage?

5 Wedon't e)  money they borrow.

6 Do they have f) strong financial institutions.

5. Which sentences in 4 are facts? Mark these F. Which are repeated actions or
habits? Mark these R/H.

Speaking
6. Work in pairs. Discuss these questions.
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e Why is the relationship between supply and demand important?
e In your country, which goods and services are popular?
e Do the prices of these goods and services change often? Give examples.

Vocabulary

7. Match words 1-4 to their opposites a-d.
1 borrow a) sell

2 loss b) supply

3 demand c) lend

4 buy d) profit

8. Write sentences with the words in 7.
There is a big supply of houses but there is no demand for them.

Listening

9. Listen to two telephone conversations and match speakers 1 and 2 to sentences
a-c. There is one extra sentence.

1. This customer has a question about interest

2. This customer wants to invest in a company.

3. This customer needs a mortgage

10. Now complete the conversations with words from 7. Then listen again and
check your answers.
1. A: Good morning. AFC Bank, can | help you?

B: Good morning. I am a customer of the bank and | want to (1)

some money.
A: Yes, sir. Which department do you want? Er ... what is the money for?
B: I want to (2) a flat.

A: Just a moment. Oh yes, Mr Sharma is free.
2. A:Good morning. | am interested in shares of NewCom.
B: Oh yes. Just a moment. | see that the price is quite high at the moment.
A: | don't want to buy expensive shares and sell them for less. | don't want to
make a(n) (3) :

B: I understand. AllTech looks good today. The (4) for their
shares is not so high at the moment.
A: That sounds interesting. | want to make a(n) (5) with  this
investment.

Speaking

11. Work in pairs. Discuss these questions. Give details.
Do you pay rent or do you own a flat?

Do you have a mortgage? Do you pay interest on it?
Do you get interest on your current account?

Do you make investments?
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UNIT 2. FINANCIAL DOCUMENTATION
2.1. Types of documentation
Get ready!
1. Before you read the passage, talk about these questions.
e What are some common financial documents?
¢ What type of assistance can a financial advisor provide?

Reading
2. Read the ad for a financial advisor. Then, mark the following statements as
true (T) or false (F).
IS YOUR BUSINESS IN NEED OF FINANCIAL GUIDANCE
Sheila knows the world of finance! Financial advising services include the

organization and review of the following documents:

e contracts e letters of credit

e applications e insurance policies

But that's not all. Sheila can assist in the creation of business plans. Not in
business? Sheila advises clients on personal finance as well. Get help managing your
records and organizing files. Bring by your bank statements for a free advisory

session.

Will you be traveling soon? Stop by to find the best exchange rates for

international legal tender.
It's time to take control of your finances. Call Sheila Spires for help with all
financial matters, big or small.

1. The advisor issues letters of credit.
2. The advisor works in business and personal finance.
3. The advisor will review bank documents for free.

Vocabulary
3. Write a word that is similar in meaning to the underlined part.
1. Both parties signed a document defining the terms of agreement.
_n_r__t
2. Our advisor has an organized collection of all our important financial documents.
i
3. The executives held a meeting to revise their company's goals and methods.
s n___  _1I.n
4. The business of making decisions about money offers a variety of career choices.
5. Don't turn in that report until it's been checked for errors.
e e

4. Fill in the blanks with the correct words and phrases from the word bank.
application record legal tender statement insurance policy
1. The bank sends a monthly
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2. Pesos are not in the U.S

3. She has no defaulted loans on :

4. The effective dates and terms of liability are included in the
5. To open the account, Jon filled out a(n)

5. Listen and read the ad for a financial advisor again. How can Sheila Spires help
people planning a vacation?

Listening
6. Listen to a conversation between a secretary and a caller. Choose the correct
answers.
1. What is the purpose of this phone call?
A to revise a business plan
B to discuss new products
C to make an appointment
D to adjust a schedule
2. What will happen Friday morning?
A The man will meet an advisor.
B The woman will advise the man.
C The woman will schedule a meeting.
D The man will work on new products.

7. Listen again and complete the conversation

Secretary: Spires Financial Advisory. How can | help you today?

Caller: Hi. This is Daniel Stonebrook, with Stonebrook Appliances. I'd like
to make an appointment to 1

Secretary: Hello, Daniel, what is the appointment 2 ?

Caller: I’d like to revise our 3 considering taking on
some new products.

Secretary: That's great. We 4 on Friday the
fourth at eleven am. Does that work for you?

Caller: Friday morning 5 .Thank you.

Secretary: Great. I'll put it on the 6

Speaking

8. With a partner, act out the roles below.
Student A: You are a financial advisory office secretary. Talk to Student B about:
¢ making an appointment
e the purpose of the appointment
¢ the time and date of the appointment
Student B: You are a financial advisory client. Talk to Student A about making an
appointment to see an advisor.

Writing
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9. Use the conversation from Task 8 to fill out the secretary’s note.
NEW APPOINTMENT

Client Name:

Date:

Time:

Reason for Visit:

2.2. Balance sheets
Get ready!
1. Before you read the passage, talk about these questions.
e What are some things that are valuable to a business?
e What things detract from a business's profit?

Reading

2. Read the letter from an accountant to a business owner. Then, choose the
correct answers.

Terry Mac, Accountant, K&M Accounting 5218 Terrace Drive Davis, CA 53718

Dear Mr. Carson,

Here is a summary of the balance sheet reporting your company's financial position.
Carson Electronics currently holds $237,000 in assets. This includes 510,000 in
intangible assets, $45,000 in accounts receivable, and $80,000 in inventory. Your
fixed assets amount to $47,000 in property & equipment. Carson Electronics is
currently responsible for $230,000 in liabilities. This includes $80,000 in accounts
payable and $100,000 in prospective salaries. You owe $50,000 in long- and short-
term debt. That leaves you with an owner's equity of $7,000.

Please contact me if you have any questions regarding this summary. Sincerely, Terry
Mac

Assets Liabilities
Current Assets Current Liabilities

Intangible Assets $10,000 | Short term-debt $20,000

Cash: $55,000 | Accounts Payable $80,000

Accounts Receivable $45,000 | Salaries $100,000

Inventory $80,000 | Total Current Liabilities $200,000

Total Current_ Assets $190,000| Long-term debt $30,000

Property & Equipment | $47,000 | Total $230,000
Liabilities $7,000
Owner's equity

Total Assets $237,000| Total Liabilities & Owners | $237,000 1

Equity
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1. What is the purpose of the letter?
A to compare long and short-term debt
B to settle the company's outstanding debts
C to balance the company's financial position
D to summarize the company's financial position
2. Which of this company's assets are of the greatest value?
A intangible assets
B accounts receivable
C inventory
D fixed assets
3. What is NOT considered a liability?
A accounts payable
B short-term debt
C salaries
D property & equipment

Vocabulary
3. Place the words and phrases from the word bank under the correct heading.
inventory accounts receivable accounts payable property & equipment

Assets Liabilities

4. Match the words (1-6) with the definitions (A-F).

1 liabilities A the portion of assets belonging to the head of the company
2 assets B things of value that do not exist physically
3 fixed assets C anything of value

4 owner's equity D things of value not easily converted to cash
5 intangible assets E debts and expenses
6 balance sheet F a document showing a company's finances

Listening

5. Listen to a conversation between a business owner and an accountant. Mark the
following statements as true (T) or false (F).

1. The man calls about a mistake in his liabilities.

2. The man has more inventory than the report shows.

3. The adjustment affects the owner’s equity.

6. Listen again and complete the conversation.

Owner: Hi, Terry. 1 Sam Carson from Carson
Electronics.
Accountant: Hello, Sam. Did you receive my letter?

Owner: | did. But | found a 2
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Accountant: I’m sorry. 3 ?

Owner: Well, your summary reports $90,000 in inventory. But 4
$85,000.
Accountant: Okay. Thanks for telling me. I’ll 5
right now.
Owner: Thanks Terry. 6
Accountant: Not a problem. With the adjustment, your 7 value
comes to two thousand.
Owner: Perfect. Thanks again, Terry.
Speaking

7. With a partner, act out the roles below.
Student A: You are an accountant. Talk to Student B about:
¢ a financial summary letter
e changes in values
e an adjusted equity value
Student B: you are a business owner. Talk to Student A about a discrepancy in
inventory values.

Writing

8. Use the conversation from Task 7to fill out the balance sheet adjustment letter.
Dear :

After adjusting your
value from to :
your new value comes
to

Sincerely,

2.3. The income statement

Speaking

1. Work in pairs. Choose the correct answer, a, b or c. Discuss.

1. An income statement shows
a) how many customers a company has.

b) how much the company needed to borrow.
¢) how much the company earned and spent.

2. The income statement is used with the balance sheet to
a) find out about the financial position of a company.
b) compare the figures.

c) explain the balance sheet.

3. Numbers written in brackets show
a) numbers from the year before.

b) negative numbers.
¢) numbers which are estimated.

24



Listening
2. Listen and check your answers in 1.

Vocabulary

3. Look at the income statement for Electronics and More Ltd and match these
definitions to the underlined words.

1 the gradual decrease in value of an intangible asset
2 the money earned before paying interest and tax
3 money the company earned
4 the amount of money spent to produce and sell a product
5 the amount earned for selling goods minus discounts given to customers

6 the gradual decrease in value for a tangible asset

INCOME STATEMENT FOR ELECTRONICS AND MORE LTD
6 April 2011 -5 April 2012
[figures in 000s]

Operating revenues
Sales €8,900

Operating expenses

Cost of goods sold (€2,739)

Sales. General and Administrative Expenses (SG&A) (€3.955)

Depreciation and amortisation (€643)
Total operating costs (€7,337)
Operating profit €1.563
Non-operating profit €0
EBIT €1.563
Interest (€148)
Earnings before income taxes €1,415
Income taxes (€369)
Net profit after tax €1.046

Listening

4. Your boss is explaining how the bank looks at an income statement to decide if the
company can get a loan or not. Look at the income statement in 3. Listen and circle
the words you hear.

5. Look again at the income statement in 3 and the income statement below. Are
these statements true (T), false (F) or is there no information (N1) in the text?

1. The net profit after tax is found by subtracting the operating expenses from the net
sales.

2. Comparing the net profit margin from one year to another might show if the
company has done better or not.

3. Last year's sales and net profit margin were lower.
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4. Companies in the same field also produce income statements.
5. The income statement and the balance sheet should both be looked at.
6. The income statement may be less important than the balance sheet.

INCOME STATEMENT FOR ELECTRONICS AND MORE LTD
6 April 2010-S April 2011
[figures in 000s]

Operating revenues
Sales €7.600
Net profit after tax €996

Speaking

6. Work in pairs. Do you think it will be a good idea to lend Electronics and More
Ltd money? Talk about the problems that could arise and the other documents you
would like to look at.

It could be a problem if..... | would like to see ...
We may need to ask them about... It might be better to ...
Writing

7. Write a short report about the income statement of Electronics and More Ltd for
your boss. Explain how the figures were reached.

This report aims to explain the income statement of ... Last year the company earned
... In net sales. Their operating expenses were ...  This was a result of ... plus ...

2.4. The cash flow statement

Speaking
1. Work in pairs. What do you think a cash flow statement shows? How it is different
from an income statement? Look at this cash flow statement for Electronics and
More Ltd and the text to check your answers.

Cash flow statements are the third important document that companies produce.
The income statement shows if the company made a profit and the cash flow statement
shows if the company generated cash. When we look at the bottom line of the cash
flow statement, we see if operations resulted in a net increase or decrease in the cash
the company has. Therefore, the cash flow statement is important for finding out if the
company can pay its bills.

ELECTRONICS AND MORE LTD - CASH FLOW STATEMENT

Part 1 Cash flow from operations
(1) Profit after tax €300,000
(2) Decrease in accounts receivable €48,000
(3) Increase in taxes payable €43,000
(4) Increase in accounts payable €52,000
(5) Net cash from operations €443,000
Part 2 Cash flow from investing
(6) Plant and equipment (€137,500)
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Part 3 Cash flow from financing

(7) Issuing new shares €65,000
(8) Bank loans €202,000
(9) Net increase in cash €572,500

Reading

2. Look at the cash flow statement in 1 again and match 1-9 to definitions a-i.

Part 1l

a) The company has more cash on hand because the customers have paid their debts.

b) The company has more cash on hand because they are waiting to pay their taxes till
a later date.

c) All the expenses are subtracted, resulting in this final figure .

d) The company has more cash on hand because they are waiting to pay suppliers till a
later date.

e) Here we see all the cash the company generated by doing business .

Parts 2 and 3

) This expense was caused by buying equipment for the factory.

g) This money came from a bank.

h) This final figure resulted from all cash movements.

1) This figure is a result of finding people to invest in company stock .
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UNIT 3. JOBS IN FINANCE
3.1. Accountant
Get ready!
1. Before you read the passage, talk about these questions.
e What tasks do accountants do in an office?
e What is the importance of accurate accounting?

Reading
2. Read the online classifieds page. Then, fill in the blanks with the correct words
and phrases from the word bank.

CLASSIFIEDS > JOBS > ACCOUNTANT
009108 Experienced accountant needed for a food delivery company. Responsibilities
include making cash disbursements to vendors and ensuring appropriate levels of
inventory. An ideal candidate will understand strategies for procurement. The job
also involves reporting on cash collections and carefully tracking purchases made on
credit.
009109 Calling all accountants! Professional Security Inc. is hiring payroll specialists
to join our growing team. Accountants will prepare detailed stubs for employees,
including information about gross wages. Duties also include generating reports on
total wages and processing deposits into employees' checking accounts. Come see if
PSI is the place for you!
009110 Quail Village Municipal Services seeks accountant qualified in property
accounting. You will be responsible for analyzing and approving the city's property
purchases, You will also monitor the status of city equipment and prepare purchase
orders for new equipment as needed.

on credit inventory property equipment direct deposits
A food delivery company needs an accountant for cash disbursements and
maintaining 1 . The position includes tracking orders purchased
2 . Professional Security Inc. is looking for payroll accountants.
They will prepare reports on wages and handle 3 . Quail Village
Municipal Services wants someone experienced in 4 accounting. This
accountant will approve purchases and create purchase orders for 5

Vocabulary

3. Match the words (1-7) with the definitions (A-G).

1 stub A acquiring goods at the best value

2 payroll B a list of employees and wages

3 on credit C taking something and agreeing to pay later

4 inventory D a piece of paper with paycheck details

5 procurement E payment made to meet previous obligations
6 cash collections F total amount of money received in a month

7 cash disbursement G a company's total supply of something

4. Write a word that is similar in meaning to the underlined part.
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1. The total salary paid decreased when the company employed fewer people.
t t__  _ag__
2. The university hired an accountant to handle management of the value of land and

equipment,

__0Op__y _cc___t__g
3. Raymond submitted a document requesting that a company make a purchase for

extra office supplies.

___¢ch_s  _rd__

4. Wages before deduction of expenses are greater than what employees take home.
g__ss _ag__

5. Most people hold an account that allows holders to remove money by check or debit
card.

Listening

5. Listen to a conversation between an accountant and an employer. Mark the
following statements as true (T) or false (F).

1. The man has previous payroll experience.

2. The man created reports on cash disbursements.

3. The woman needs an accountant to manage purchase orders.

6. Listen again and complete the conversation.

Accountant: Thank you for meeting with me. I'm 1 about
this job opportunity.

Employer: Well, I'm looking forward to learning more about you. Mr,
Armstrong. 2 accounting experience
do you have?

Accountant: | spent four years in the payroll department at my previous job.

Employer: And what did you do there?

Accountant: | analyzed employment trends and prepared reports on 3

Employer: How did the company use that data?

Accountant: They used my reports to determine if hiring practices were
4 the budget.

Employer: That's good. We really need someone with that kind of experience
5 . What else have you done?

Accountant: When 6 In accounting, | managed

cash disbursements and purchase orders for a small retail company.

Speaking
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7. With a partner, act out the roles below.

Student A: You are an employer. Talk to
Student B about:

e previous jobs

e accounting duties

® your company's accounting needs

You are interviewing for a position.
Answer Student A's questions.

Writing
8. Use the conversation from Task 7 to fill out the employer’s notes.
EMPLOYER’S NOTES

Applicant name:
Position applying for:
Previous experience:

Responsibilities:

3.2. Tax consultant
Get ready!
1. Before you read the passage, talk about these questions.
e How do people feel about taxes in your country?
¢ \What are some common tax problems people have in your country?

Reading
2. Read the job posting. Then, mark the following statements AS TRUE (T) OR FALSE

(F).

TAX CONSULTANT

Main Street Financial Services is seeking applicants for the position of tax
consultant. Tax consultants at Main Street are not just tax preparers. Our consultants
are up-to-date on the latest changes to the tax laws. They know how to find
deductions that give our clients the biggest refunds.

Most importantly, a Main Street tax consultant must be a guide, teacher and
counselor for our clients. Here at Main Street, we listen and learn about our clients'
lives and their financial circumstances. Our clients will bring us their problems: back
taxes, tax debt, tax returns they filed incorrectly. Whatever the tax issue, we assist a
client until it is resolved. We not only provide support during audits but also advice to
avoid future problems. Applicants must have at least 5 years' experience in tax
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preparation or consulting. If you would like to join a great team, send a resume and
cover letter to a.mevers@mainstreetfinances.com.

1. The company needs help reviewing its tax return.
2. The company helps people during audits.
3. The company wants a consultant who has a minimum of five years of experience.

Vocabulary

3. Match the words (1-7) with the definitions (A-G).

1 tax consultant A an inspection of financial records

2 deduction B a person who helps people organize their

3 circumstances C a form that states how much taxes they have paid or owe

4 audit D an expense that reduces a person’'s taxes

6 tax return E unpaid taxes from years before

7 advice F the general conditions of something

8 back taxes G help or guidance

4. Fill in the blanks with the correct words and phrases from the word bank.
file assist tax debt refund tax preparer taxes

1. Carl did not pay his last year and now he owes the government money.

2. Hire a to avoid errors on your return.

3. I need someone to me with my tax return.

4. Failure to complete a return can lead to a large

5. The man deposited his in the bank.

6. You must your return by the 22™.

Listening

5. Listen to a conversation between a tax consultant and a client. Choose the correct
answers.
1. Why is the man at the office?
A to get advice about an audit
B to ask for help with a tax return
C to check if his return was filed
D to review past tax returns
2. What is true of the man?
A He is expecting a large return.
B He used a tax preparer last year.
C He cannot afford the consultant's rate.
D He did not pay his taxes a few years ago.

6. Listen again and complete the conversation.
Client: Well. | didn't pay my taxes a few years ago. So | have a big
1
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Consultant: Okay, that's important to know. Now did you pay your taxes last
year?
Client: Yes. But | didn'tuse a 2 . | think I made a lot
of mistakes.
Consultant: Don't worry. That's something we can fix. 3
| should know?

Client: Not that I can think of 4 I'll get an
audit?

Consultant: It's possible. But 5 your
past returns before I know.

Client: Great. | just have one last question. How much will this cost?

Consultant: 6 . | charge by the hour.

Speaking

7. With a partner, act out the roles below.
Student A: You are a tax consultant. Talk to Student B about his or her
¢ financial circumstances
o last year's taxes
e tax problems
Studen B: You are visiting a tax consultant. Answer Student A's questions.

Writing
8. Use the conversation from Task 7 to fill out the form at a tax consultant's office.
TAX CONSULTANT FORM

Client Name:

Reason for visit:

Current Financial Circumstances:

Did you pay taxes last year?
Have you used a consultant or preparer before?

List any tax problems:

3.3. Financial advisor
Get ready!
1. Before you read the passage, talk about these questions.
e What questions should financial advisors ask their clients?
e What are the most popular types of investments in your country?

Reading
2. Read the web page. Then, mark the following statements as true (T) or false (F).
ACME ADVISORS
keeps your best interests at heart!
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In today’s unstable financial climate, it’s hard to feel secure. Choosing a
financial advisor is a tough decision. There are a lot of investment firms out there.
Not all of them are concerned about your best interests.

Acme Advisors helps folks invest safely. Finance planning is our only business.
We spend time w~ you to learn about your goals and dreams. We proves a risk
assessment to find the strengths arc weaknesses of your finances and your portfolio.
We create an investor profile based on your comfort level with risk. Once we fully
understand your needs we recommend asset allocations (stocks, bonds, insurance
products) that provide steady growth. Most importantly, we help you find peace of
mind.

Acme Advisors NEVER charges commissions. We are fee-only advisors. No
commissions means no conflicts of interest. We charge by the hour and you pay us
directly. Acme Advisors keeps your best interests at heart.

1. Acme Advisors sells only insurance products.
2. Advisors in the company are paid according to how many sales they make.
3. Acme Advisors creates an investor profile for each customer.

Vocabulary
3. Read the sentence pair. Choose where the words best fit the blanks.
1 risk assessment / investor profile
A A summary of a client's investments and investing style is a (n)
B tests how willing a client is to lose money.
2 financial planning / insurance product
A helps people raise money for retirement.
B People purchase a(n) protect themselves against losses.

4. Fill in the blanks with the correct words and phrases from the word bank.

asset allocation conflict of interest fee-only commission
best interests financial advisor

1. John asked his for investment recommendations.
2. Mary earns a(n) when she advises her client.
3. A good financial planner works in his client's
4. A(n) financial advisor charges by the hour.
5. Dividing money between stocks and bonds is called
6. A professional that allows personal interests to affect professional deC|S|ons has a

5. Listen and read the web page again. What is the purpose of conducting a risk
assessment?

Listening

6. Listen to a conversation between a broker and a client. Mark the following
statements as true (T) or false (F).

1. The woman feels that her investments are secure.
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2. Risk assessment can prevent market crashes.
3. The woman has only invested money in stocks.

7. Listen again and complete the conversation.

Advisor:

Investor:
Advisor:

Investor:
Advisor:

Investor:

Advisor:

Speaking

Well, why don't you 1 your money is
invested?

| have some stock and 2 :

Got it. We can look at those 3 later.
Now, what's your biggest concern?

4 , I'm afraid of losing my money.

| can start with a 5 to see what types of stocks
you should avoid.

Okay. So, is buying stocks 6 way to
invest?

Usually they are. But it's a good idea to divide your money between
stocks, bonds and insurance products. Asset allocation protects your
money if the market goes down.

8. With a partner, act out the roles below.

Writing

Student A: You are a financial
advisor. Talk to Student B about:

® concerns
e safe investments
e risk assessment,

You are a financial
advisor's client. Talk to Student
A about your investments,

9. Use the conversation from Task 8 to fill out the financial advisor’s notes.
MEETING NOTES

Advisor:

Client:

Client’s Concerns:
Current Investments:
Recommendations:

Get ready!

3.4. Stock brokers

1. Before you read the passage, talk about these questions.
e Do most people in your country use stock traders or trade stocks online?
e Who do people turn to for advice on the stock market?
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Reading
2. Read the stock brokerage web page. Then, choose the correct answers.
NET WORTH STOCK BROKERAGE

Have you been thinking about investing in the stock market? Trading stocks and
bonds can be very confusing. Net Worth Stock Brokerage is here to help. Other firms
have sales agents who provide limited services. We offer an array of financial services
to match a client's style of investing. What's yours?

You are nervous or new to investing - You may want discretionary dealing.

Based on your financial goals, your personal stock broker makes investment
decisions on your behalf.

You like to make your own decisions, but need advice - You may want advisory
dealing. Your personal broker will advise you on investments and provide
recommendations. You make the final decision on when, where and how your money
is invested.

You understand the stock exchange and know where and how to invest your
money- You may want execute- only services. Your personal broker will only carry
out your orders to buy or sell on national and international stock exchanges.

1. What is the purpose of the website?
A to compare stocks and bonds
B to list brokers' qualifications
C to describe a business's services
D to give advice on investments
2. Which is NOT a service offered on the website?
A advisory dealing
B investment classes
C discretionary dealing
D execute-only services
3. What service does an execute-only broker provide?
A giving advice to clients
B carrying out clients' orders
C making decisions for clients
D suggesting stocks to clients

Vocabulary

3. Match the words (1-5) with the definitions (A-E).

1 client A a place where stocks are bought and sold

2 exchange B to serve as someone's representative

3 service C someone who buys goods and services

4 advise D an action that a professional is paid to do for a client

5 onone's behalf  E to guide or give information needed to make — decision

DS

. Fill in the blanks with the correct words and phrases from the word bank.
exchange carry out execution-only services advise
1. A broker provides to his client.
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2. Stocks are sold on the

3. Larry chooses his own stocks, so he hired a(n) broker.

4. Some brokers just clients orders while others help make decisions.
5. John didn't know what to invest in, so he asked a broker to him.
Listening

5. Listen to a conversation between two brokers. Mark the following statements as
true (T) or false (F).

1. Most of the man's new clients want execution-only services.

2. Both brokers prefer to give discretionary dealing services.

3. The man is going to meet with his manager.

6. Listen again and complete the conversation.

Broker 2:  Itis, thanks. I've got two new companies and several individuals.
Broker 1:  Good for you. So, what kind of 1

?
Broker 2: It varies. But most of them want 2

Broker 1:  That's the most interesting type of client, 3
? A lot of mine want execution-only.

Broker 2:  I've been there. | 4 to just
carry out clients' orders. | want to help them learn about the exchange.

Broker1: 5 ! I’d rather advise my clients on how to manage
their money and make it grow.

Broker 2:  Well, I should 6 . | have to meet with one of the
new clients.

Speaking

7. With a partner, act out the roles below.
Student A: You are a stock broker. Talk to Student B about:
e new clients
e favorite services
e |east favorite services
Student B: You are a stock broker. Ask Student A about clients.

3.5. Trader
Get ready!
1. Before you read the passage, talk about these questions.
e What are the benefits of being a trader?
e What are the stresses and demands of being a trader?

Reading
2. Read the article in a business journal. Then, mark the following statements as
true (T) or false (F).

THE LIFE OF A TRADER
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William Remmy is a stock trader. He's employed by Graystone Investments, a
very successful investment firm. Like many traders, William earns a significant
salary with potential for a large annual bonus that is determined by the profit he
brings in. For that reason, people are often jealous of traders Like Mr. Remmy. After
all, it seems like a lot of money in exchange for easy work. But being a well-paid
trader is harder than it appears to be. That's because working for wealthy firms and
individuals isn't like being a casual day trader.

William is always busy monitoring the stock market and studying trends. But
that's not all. He must know what is going on in the capital, derivatives and currency
markets as well. He has to be available to his portfolio manager at any hour of the
day and ready to follow his directions at a moment's notice. And if he makes a
purchase or sale at the wrong price, he might lose millions. So there absolutely is a
financial reward to being a trader. But the job comes with stress, demands and requires
special knowledge. And that makes a successful high-stakes trader worth every penny
for investment firms.

1. Mr. Remmy's bonus is determined by the number of trades he makes.
2. Mr. Remmy is a portfolio manager.
3. Traders monitor four types of markets.

Vocabulary

3. Match the words (1-8) with the definitions (A-H).

1 monitor A a place to buy and sell foreign money

2 investment firm B money given to an employee in addition to regular
3 currency market payment

4 day trader C a person who buys and sells stock, but not professionally
5 salary D to observe something

6 price E the regular payment one receives for work

7 direction F an instruction

8 bonus G the amount of money that something cost

H a company that invests money for clients

. Write a word which is similar in meaning to the underlined part.
. The market tor trading securities is very complex.
_l_a_ m__ _e_
Leave trades on the value placed on other financial assets to the professionals.
e __VvV__i__s _r_e_
3. A good investment controller earns millions for firms.

NO A

ot I m__a_e_

4. People who buy and sell stocks have a lot of responsibility.
sk r__e__

Listening

5. Listen to a conversation between a reporter and a trader. Choose the correct
answers.
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1. What is the conversation mainly about?

A the benefits of being a trader

B misconceptions about being a trader

C how competitive traders are

D similarities between day traders and professional traders
2. What does the man say about day traders?

A They must have a license.

B They lose more than they earn.

C They make money for their clients.

D They work harder than people realize

6. Listen again and complete the conversation.

Reporter:
Trader:

Reporter:
Trader:

Reporter:
Trader:
Reporter:

Trader:

Speaking

First, how do you become a 1 ?
Well, to be a professional, you have to go to school and
2 first.

| didn't know that.

Trader; Most people don't. That's because a lot of day traders

buy and sell stock from home 3 training.

So, if day traders can do the same work you do, is the education
necessary?

Well, there's a big 4 professional traders and
day traders.

Could you 5 ?

6 , day traders don’t make much

money. In fact, they usually lose more than they make.

7. With a partner, act out the roles below.
Student A: You are a reporter. Ask Student B about:
e Dbecoming a trader

e day traders

e misconceptions
Student B: You are a trader, Answer Student A s questions about your job.

Writing

8. Use the conversation from Task 7 to fill out the reporter’s notes.
INTERVIEW NOTES

Trader Name:

Becoming a trader:
Opinion of day traders:

Misconceptions:
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UNIT 4. BUSINESS FINANCE
4.1. Types of businesses
Get ready!
1. Before you read the passage, talk about these questions.
o What are different ways that someone can own a business?
e How does a business's size determine its structure?

Reading
2. Read the chapter. Then, choose the correct answers.
CHOOSING A TYPE OF BUSINESS
Which structure is right for your business?

You are the sole proprietor if you are the only owner of your business. As sole
proprietor, you make all decisions about the business.

A business with multiple owners is a partnership. Partners share responsibilities
and profits. You can also form a co-operative. In this structure, all employees share
profits.

Larger businesses are often incorporated, and no particular person is responsible
for the entire business. A common midsized corporation is an LLC. This type of
private corporation is popular for its tax benefits. Much larger corporations, (C
Corporations) are usually public. This means that anyone can buy stock and become
a shareholder.

A non-profit organization is appropriate for charitable and community services.
All profits go towards advancing the goals of your business.

1. The purpose of the chapter is to ...
A describe different business structures.
B explain the risks of forming corporations.
C list the steps towards business ownership.
D encourage businesses to become non-profit.
2. What can you infer about private corporations?
A They cannot be LLCs.
B They are usually larger companies.
C Their stock is not available for public sale
D They are always run by sole proprietors.
3. What is an advantage of an LLC?
A It has tax benefits.
B It is not incorporated.
C One person runs the business.
D Anyone can purchase its stock

Vocabulary

3. Write a word that is similar in meaning to the underlined part.

1. The people who own stock in the company are meeting to discuss the new financial
plan.

~ha__h_d__s
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2. Wetzel's Foods became a legal corporation last year.

I__or___at __
2. Tom was the company's only person responsible for making decisions.
_le__op____or

3. The board made the company available for purchase on the open market.

_u___¢c

4. Darlene formed a business with multiple owners with her two brothers.
p___ne__ |

5. Businesses with the rights of corporations but fewer restrictions are popular for their
tax benefits.

C

4. Fill in the blanks with the correct words and phrases from the word bank.
non-profit organization co-operative private owner cooperation

1. Smith technologies is a(n) company, so we cannot buy shares.

2. The local supermarket is a(n) where all the employees share the
profits.

3.A(n) has most of the same rights as an individual person.

4. A(n) invests all extra income in itself.

5. Angelo was the of the firm until he sold it to a larger company.
Listening

5. Listen to a conversation between a business owner and a financial advisor. Mark
the following statements as true (T) or false (F).

1. The woman recommends a partnership.

2. A partnership is less financially risky than an LLC.

3. The man approves of the woman's suggestion.

6. Listen again and complete the conversation.

Businessman: 1 of business do you recommend for my
new firm?

Financial Advisor:  Well, | think an LLC is 2 FOR you and your partners.

Businessman: Really? 3 a simple

partnership?
Financial Advisor:  Starting a business is risky. If your company fails, a
partnership will leave you all 4
Businessman: | don't quite understand. How isan LLC dlfferent’?
Financial Advisor: An LLC protects its members from full financial
responsibility. And you'll pay 5 :
Businessman: | like the 6 . Let's get started.

Speaking
7. With a partner, act out the roles below.
Student A: You are a financial advisor. Talk to Student B about:

e business types
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e Dbenefits and risks
e your recommendation
Student B: You want to start a business. Ask Student A for advice.

Writing
8. Use the conversation from Task 7 to fill out the business owner's notes.
A partnership is risky because

The advantages of an LLC are

4.2. Types of cost
Get ready!
1. Before you read the passage, talk about these questions.
e What are some costs of running a business?
e How can costs change from month to month?

Reading
2. Read the magazine article. Then, fill in the blanks with the correct words and
phrases from the word bank.
The cost of doing business:
UNDERSTANDING YOUR EXPENSES

A successful business depends on effective cost management. You must
understand the total costs of running your business.

Determining fixed costs is easy. These include office rent, taxes and other
administrative expenses. Such costs rarely change.

Variable costs require more careful monitoring. These expenses change with
business performance As your business grows, you will see changes in the cost of
production. You will likely increase your workforce, which increases the cost of
labor. An expanding business must also be prepared to pay more for storage and
distribution

Also, remember that advertising is an important way to attract customers.
Advertising is sometimes expensive, but it helps you make more money in the long-
term.

business performance business owner fixed costs
advertising increases
A successful 1 understands the total costs of running a business.
2 such as administrative expenses, usually remain the same.
Variable costs change with 3 . An expanding business often
experience 4 in the costs of labor, storage and distribution.
5 IS an important cost that aids the growth of a business.

Vocabulary

3. Match the words (1-6) with the definitions (A-F).
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cost
labor
fixed costs

A involving the management of something
B work in exchange for pay

C an amount needed to pay for something
D expenses that do not usually change

distribution E all the expenses of running a business
administrative ~ F the act of delivering something

1
2
3
4 total costs
5
6

. Read the sentence and choose the correct word.
. The manager doubled spending on labor / advertising to attract more customers.

. The company's rapid growth caused a sudden crease in variable costs / fixed costs.

4
1
2. The extra products we made are being kept in distribution / storage.
3
4

. We decided to stop total costs / production until our sales improved.

Listening

5. Listen to a conversation between a business owner and a financial advisor. Mark
the following statements as true (T) or false (F).

1. The company is not earning money.

2. The man recommends reducing labor costs.

3. The woman agrees to produce less.

6. Listen again and complete the conversation.

Owner:
Advisor:
Owner:

Advisor:
Owner:
Advisor:

Owner:
Advisor:
Owner:

Speaking

Thanks for seeing me, Mr. Francis. Did you get my records?

1 . And yes, | looked over your records.
So you saw that my company isn't 2
What can | do?

| think you can reduce some costs.
How? | already 3 labor.
You produce more than you need. So you have a lot of 4

That's true. Some packages are stored months.
| recommend 5 . You'll save money on storage.
That'sa 6 . I'll do that.
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7. With a partner, act out the roles below.

Student A: You are a financial advisor. Talk to
Student B about:

® Costs

e reductions

|

| @ your recommendation
!

i
You are a business owner. Talk to
Student A about your business.

Writing

8. Use the conversation from Task 7 to fill out the financial advisor's memo.
MEMO

The company spends too much on
| recommend

You can save

4.3. Budgets
Get ready!
1. Before you read the passage, talk about these questions.
e How do business owners ensure they have enough money to run their
businesses?
e What should business owners consider when making budgets?

Reading
2. Read the advice column. Then, mark the following statements as true (T) or false

(F).

Dear Dr. Money,

I am opening an auto parts store. | read in a magazine that businesses must have a
master budget. My financial advisor already helped me prepare a cash budget and an
operating budget. My business is small, with one location and four members of staff.
Is a master budget really necessary?

Jerry in Oakville Falls

Dear Jerry,

For your small business, your existing budgets are sufficient. A master budget is only
necessary for larger, more complex businesses. With accurate projections for income
and overhead, your operating budget ensures you make a profit Observing the limits
of your cash budget prevents you from going into debt. Just follow your financial
advisor's plan and you will be fine.

ASK DR. MONEY
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1. A financial advisor prepared a master budget for the business owner.
2. The columnist does not recommend a master budget.
3. According to the columnist, cash budgets are unnecessary for small businesses.

Vocabulary
3. Read the sentence pair. Choose where the words best fit the blanks.
1 operating budget / income
A The accounting manager prepared a new for the quarterly meeting.
B The greeting card company's always increases during the holidays.
2 budget / debt
A Sally will lose her business unless she can pay off a large :

B Thurmond wants a new desk, but the for office furniture is too small.
3 staff / plan

A The partners are looking forward to hearing the new from their

financial advisor.

B After a poor sales year, the company had to fire several members.

4. Fill in the blanks with the correct words and phrases from the word bank.

profits cash budget overheads sufficient master budget
1. Ursula is worried because her income is not to pay for her
expenses.
2. A(n) includes several smaller budgets.
3. The company executives moved to smaller offices to reduce their
4. A(n) estimates future, but not sales goals.
5. The owner congratulated her employees for earning record this year.
Listening

5. Listen to a conversation between a business owner and a financial advisor.
Choose the correct answers.
1. What is the purpose of the conversation?
A to suggest a new financial strategy
B to explain changes in the budget
C to describe the benefits of more advertising
D to teach the owner how to read a budget
2. What will the man likely do next?
A review budget changes
B recommend cutting costs
C suggest changing suppliers
D explain why costs increased

6. Listen again and complete the conversation.

Owner: I’m confused about this new 1 . Can my business
afford these new expenses?

Advisor:  Itcan, 2 the budget.

44



Owner: 3 . What about this increase in advertising

expenses?

Advisor:  Last year, you spent nine percent of your budget on advertising. But
costs went down. So you can 4 on ads.

Owner: Really? What costs 5 ?

Advisor:  Your suppliers are charging you less per order.

Owner: Wow. | 6 my profits were so significant.
Maybe you can 7 some of these other changes, too.

Advisor:  Of course.

Speaking
7. With a partner, act out the roles below.
Student A: You are a financial advisor. Talk to Student B about:
e anew operating budget
e cost changes
e advertising budget changes
Student B: You are a financial advisor. Talk to Student A about a new operating
budget.

Writing
8. Use the conversation from Task 7 to fill out the business owner's budget
summary.

SUMMARY OF NEW OPERATING BUDGET

Decreased costs:
Increased costs:

Reasons for cost changes:
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UNIT 5. JOBS IN BANKING
5.1. Bank manager
Get ready!
1. Before you read the passage, talk about these questions.
e What qualities are important in a manager?
e Why do people choose one bank over another?

Reading
2. Read the web page. The, choose the correct answers.

MEET THE STAFF OF GREEN VALLEY BANK
Greg Olson joined GVB six years ago and became bank manager last September.
Greg oversees day-to-day operations of the central branch. He supervises all bank
departments, including the financial advising team.
Greg has a fantastic work ethic, and his positive attitude motivates everyone on his
team to strive for excellence. His branch consistently meets goals for increasing
business efficiency, Greg’s recent efforts to improve the organization of bank
management demonstrated his ability to solve complex problems.
Greg also maintains excellent relationships with bank customers. Many loyal
customers say that his friendliness and enthusiasm keep them banking with GVB.
Customers who meet Greg know right away that he is a man of honesty and integrity
who can be trusted. With these superior personal skills, Greg has expanded GVB’s
clientele significantly.
Greg is always eager to meet new customers. Next time you are in the bank, fell free to
stop by his office.

1. What is the purpose of the web page?
A to describe qualities required in a manager
B to explain what makes the bank successful
C to introduce GVB’s new manager
D to encourage people to bank with GVB
2. According to the web page, what do customers think about Greg?
A He is a skilled negotiator.
B He is a trustworthy person.
C He provides excellent discounts.
D He runs an organized branch.
3. Which is NOT one of the reasons that Greg is a good bank manager?
A He is respected by the bank’s customers.
B He is able to solve difficult problems.
C He improved the financial advising team.
D He motivates other employees to do well.

Vocabulary
3. Match the words (1-7) with their definitions (A-G).
1 branch A to monitor and direct something

2 expand B to make something increase

46



work ethic ~ F people who visit a particular business
relationship G one of a bank’s local offices

3 clientele C a belief in working hard

4 motivate D to inspire someone to do something

5 supervise E the way people interact with each other
6

7

4. Read the sentence pair. Choose where the words best fit the blanks.
1 solve / oversee
A The bank hired Judy to the accounting department.
B The manager brought in a specialist to the overstaffing problem.
2 goals / organization
A Boris was afraid of being fired because he didn’t meet his monthly :
B Paula wrote a memo about the inefficient of the staff scheduling.
3 bank manager / relationship
A Phil’s years of experience made him an excellent :
B The new employee hoped to develop a good with customers.

Listening

5. Listen to a conversation between a bank manager and an assistant. Mark the
following statements as true (T) or false (F).

1. The vacation policy is a topic at the meeting.

2. the assistant misplaced the policy notes.

3. Julian submitted a summary to the bank manager.

6. Listen gain and complete the conversation.

Bank Manager: Ms. Solano, do | have any appointments this morning?

Assistant: You have a meeting with the department managers at 9.45, Mr.
Olson. 1 several appointments
with clients this afternoon.

Bank Manager: [ don’t remember any meeting 2
What’s it about?

Assistant: First, you need to 3 the new employee vacation
policy. | have a copy of the policy notes, if you need them.

Bank Manager: Yes, please bring them. | must have misplaced mine. What else
is 4 for the meeting?

Assistant: Then there is Julian from New Accounts department. He wants
to share his goals for starting 5 with new
customers.

Bank Manager: Please ask Julian to submit a summary to me 6

Speaking

7. With a partner, act out the roles below.
Student A: You are a bank manager. Talk to Student B about:

e your schedule
e necessary paperwork
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e an upcoming meeting
Student B: You are an assistant. Talk to Student A about an upcoming meeting.

5.2. Starting out
Listening
1. It is Martin Forsyth's first day as a trainee at UBCS International. You are going
to listen to his conversation with his new boss, Emilia Olivieri. Which of these words
and expressions do you think you will hear?

drinks machine  boardroom  break  cafeteria  computer  finish work
introduction  lunch  mortgage  nationality  salary  seminar  start
work  welcome

2. Listen and underline the words in the box in 1 that you hear.

. Listen again. Are these sentences true (T) or false (F)?
. There are four desks in Martin's office. (T / F)

. There is a phone on Martin's desk. (T / F)

. There's a computer on Martin's desk. (T / F)

. There are some books on Martin's desk. (T / F)

. There aren't any cups in the office. (T / F)

. There isn't a cafeteria at UBCS. (T/F)

OOTh WNEFE W

Language
There is / There are

We use there is / there are to say [Thereis/ There's a phone on the desk.
that something or somebody
exists. There are some books on the desk.
singular questions: A: Is there a drinks machine in the office?
B: Yes, there is. / No, there isn't (is not).
plural questions: A: Are there any books?
B: Yes, there are. / No, there aren't (are not).
negative forms: There aren't any cups, (plural)
There isn't a computer, (singular)

Writing
4. Write sentences about your office or the place where you study with there is / are
and there isn't/aren’t. Use the words in the box and any others that you know.

book chair clock drinks machine computer desk magazine
pen phone printer television

Speaking
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5. Work in pairs. Take turns to ask and answer questions about what there is in your
office or the place where you study.

A: Is there a drinks machine in your office?

B: No, there isn't. Are there any books in your office?

A: Yes, there are. Are there any...

Reading
6. Read part of the information sheet from Martin's introduction to UBCS. Then
complete the fact sheet.

UBCS International is a leading international bank. We provide an excellent
range of products and services, including current accounts, savings accounts,
mortgages, insurance, loans, foreign exchange services and investment advice. We
have 2,000 employees in our head office in Frankfurt and 38,000 in our 320 branches
in Europe, the Middle East and Asia. We give our trainees experience in all our
departments: Our cashiers serve the bank's customers. They help customers make
deposits and withdrawals, check balances, answer questions and help customers with
their everyday banking needs.

At our foreign exchange counter, the cashiers sell foreign currency to customers
who want to go abroad. Our mortgage advisers arrange mortgages for customers who
want to buy property. They also set up insurance policies.

Our financial advisers give customers information about stocks and shares, bonds
and other types of investments.

UBCS International

Location Services (tick V those that apply)

Head office current accounts 0O  insurance m
Branches savings accounts O  loans O
Company figures foreign exchange O  accountancy O
Number of branches mortgages O  investment advice O
Number of employees |

Vocabulary

7. Find and underline these words and expressions in the text in 6. Then match them

to phrases 1-8.

current account  deposit  employees  head office  investments
mortgage  savings account  withdrawal

. the main office of a company

. the people who work at a company

. money put into a bank account

. money taken out of a bank account

. money that banks lend people to buy property

. a bank account that pays no interest or low interest
. a bank account for investment; the bank pays interest

. things people put their money in to make more money

coO~NO OIS WN -
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8. Put these words in order to make questions.

1. What / name / is / bank / your / the / of

2. Where / office / is / head / your

3. How / do / you / have / branches / many

4. How / employees / do / many / you have

5. What kind / provide / you / do / of / products and services
6. Where / branches / are / your

5.3. What's your job?
1. Look at the words in the box. Which are jobs? Which are companies / places of
work?

branch manager building society cashier customer service adviser
insurance company investment analyst senior account manager
supermarket supervisor trainee

Reading

Jobs in banking
Banks offer many different jobs, from trainee cashier right up to senior account
manager or investment analyst. Many jobs are in specialist areas such as IT or
corporate banking - accounts for business customers. Some banks have call centres
where customer service advisers answer telephone enquiries. In the UK today, building
societies, insurance companies and even supermarkets can offer the same services as
banks. There is a lot of competition, so banks always need top-quality staff with good
communication skills.
Training and opportunities
Trainees with basic school qualifications wusually process cheques and do
administrative tasks. They then take a training course to become cashiers. Good
cashiers often become supervisors, responsible for their own teams of employees.
Graduate trainees have a fast-track training course. They usually spend about two
years learning how the bank works. Then they can get management positions.
Branch managers spend a lot of time with customers and sometimes visit business
customers in their office or factory.
Working conditions
Working hours are usually 9 am to 5 pm. Most banks have an annual appraisal system
and give salary increases according to performance. Some also have good pension
schemes. Larger banks have sports facilities for activities such as golf and tennis.

2. Read the article. Are the sentences true (T) or false (F)?

1. Only university graduates get jobs in UK banks.

2. Customers visit call centres to talk to customer service advisers.

3. Some other companies offer the same services as banks.

. University graduates become managers as soon as they join a bank.
5. Managers never leave the bank during working hours.

6. Working hours are usually 9 am to 5 pm.

D
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. Find words and expressions in the article to match these definitions.
. the ability to talk to people clearly and explain things well:
S
. banking for business customers rather than individual customers:
b
. people who watch over other employees and check their work:

. a way of deciding how well and how hard an employee works:
S
. a way of saving for the time when you are old and don’t work any more:
S

T LD DO WO DNO P W

. Complete these sentences with the jobs in the box in 1.

has a team of employees and watches and checks their work.
works at a bank counter and handles everyday banking.

handles customers' problems and questions, often on the phone.
knows a lot about the economy and investments.

Is in charge of the employees and customers at one branch of the bank.
Is responsible for customers' accounts. It is a management position.

ooAwNE A
>>>>>>

Speaking
5. Work in pairs and discuss. Do you do any of the jobs in 4? Do you want to do any
of these jobs?

Reading

6. Read this job description. What is the job? Choose from the list in the box.

'l work in a bank, but I'm not a cashier. I'm responsible for all the employees. | deal
with any problems they have. | handle advertisements for new employees and | take
care of trainees.'

branch manager customer service adviser human resources manager
investment analyst IT services manager senior account manager
Listening

7. Listen to four people talking about their jobs. Tick (V) the correct job for each
person.

1 lIsabella O senior account manager 0 IT services manager
2 Raoul 0 human resources manager O cashier

3 Ravi O customer service adviser O branch manager

4 Jenny O investment analyst o IT services manager

8. Listen again and complete the gaps.
1. My name's Isabella. I'm responsible opening new accounts at our bank.
| give customers about our interest rates and the accounts that we have.
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2. I'm Raoul. I work in a bank and | help customers make and
withdrawals. | also any problems they have with their accounts.

3. Hi. My name’s Ravi. I work a bank, but I don't actually work in the
bank. Customers telephone me when they have problems and complaints and |

with their questions.

4. Hello! I'm Jenny. | take of all the computers in the bank. I train
employees how to use computers. | don't with customers.

9. Match 1-4 to a-d to form sentences.

1 I handle a) of new employees and trainees.
2 | deal b) for all the office equipment.
3 | take care ¢) with customers' complaints.

4 | am responsible d) customer enquiries and problems.
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UNIT 6. BANKING PRODUCTS AND SERVICES

6.1. Products and services
Reading
1. Think of a bank you use. Which of these products and services can you get at your
bank?
current account foreign exchange insurance investment advice
loan mortgage safe deposit box savings account

2. Read these descriptions. Match the people 1-6 to the products and services from
the box in 1 that they need.

1. Marvin Wiley is 16. His parents give him an allowance of £80 a month. He pays it
into his current account at the bank. He spends some of the money on clothes, music,
magazines and going out with his friends. He wants to go to college next year. He
knows that being a student is expensive so he saves some of his allowance for when he
is at college. Every month he takes £30 and puts it in a box in his bedroom. He now
has over £500.

2. Rafig and Selma Aziz are married. They are both 24. They live with Rafiq's parents,
but the house is very small and they want a flat of their own. They both have jobs and
they have some money. Selma'’s parents can lend them a little more.

3. Maria Villiers is 67. She is retired and lives on her pension. Her sister Vera lives in
Australia. Maria has a round-the-world ticket and next week she plans to visit
Singapore and Indonesia on the way to Australia.
4. Karl Dorfman is rich. He has £100,000 in savings. He doesn't know what to do with
his money. He already has a nice big house and an expensive car. His wife thinks it's a
good idea to buy shares or bonds. He doesn't know anything about these things.

5. Gloria Bannerman has some beautiful and valuable jewellery. It was her
grandmother's. She doesn't wear it often, but she doesn't want to sell it. She worries
that someone might break into her house and steal it. She already has insurance.

6. Amara Akintola is a doctor. She can drive, but she doesn't have enough savings to
buy a car. She often visits patients in their homes at night. This is sometimes very
difficult by bus. She has a driving licence and sometimes she borrows a friend's car,
but her friend often needs it at night.

Vocabulary

Find words or phrases in the texts in 2 that mean the same as these expressions.
money given to children or teenagers by their parents

a way of investing money by buying parts of a company

an airline ticket with which you can travel to many different countries

an official document that shows you can drive

a system by which you can get money if someone steals or damages your property
money that the government or your employer gives you when you are old and you
stop working

U WN P W
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4. Complete these sentences with suitable words or phrases.
1. 1 have some gold coins. | don't want to keep them at home. | need to get a

at the bank.
2. I'd like some information on a | want to buy a house.
3. I'd like some euros. | need to go to the counter at my bank.
4. I'm interested in investing in the IT business. I'd like to buy some in
Google.
5. I put 10% of my salary in my account each month.

6. I'm going shopping. | don't want to carry lots of cash so I'll take my

7. My favourite sport is sailing and | want to buy an expensive new boat. | need a
from the bank.

8. I have a lot of valuable things in my house. Perhaps | should get some

5. Match the verbs 1-4 to their opposites a-d.

1 save a) take
2 borrow b) spend
3 buy c) sell
4 give d) lend
6. Use the words in 5 to complete these questions.
1. Do you your money as soon as you get it or do you put some of it in a
savings account?
2. Do you ever money to other people? Do they always pay you back?
3. Do you ever things from other people? Do you always give the back on time?
4. Do you ever money to charity?
5. Do you usually things in shops or on-line?
6. Do you always your credit card with you when you go abroad?
7. Do you money for a pension?
8. Do you ever things you don’t want any more?
Speaking

7. Work in pairs. Take turns to ask abs answer the questions in 6.

6.2. Bank accounts
Get ready!
1. Before you read the passage, talk about these questions.
e What types of bank accounts are there?
e What are the benefits of different account types?

Reading
2. Read the advertisement. Then, mark the following statements as true (T) or false
(F).
ASTEYA BANK
Asteya Bank is India’s leading retail and commercial bank
We always do the best for our customers!
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Our checking accounts come with debit cards and checks. We also provide
overdraft protection for qualifying customers.

Our savings accounts are also a great deal! We offer interest rates from 1.30% to
3.65%. Interest accrues at a high rate the longer you keep your money with us. So,
choose a long term savings plan and let us take care of your future.

Special offer! Until July, we will credit all new accounts with 500 rupees!

It’s our way to say thanks for joining us.

Feel free to inquire at any branch for more details.

1. Customers must qualify for a debit card.
2. Savings accounts gain more interest over time.
3. The bank charges 500 rupees to open an account.

Vocabulary

3. Match the words (1-7) with the definitions (A-G).

1 commercial bank A an amount of money a customer may spend beyond what is in
2 check his or her account

3 overdraft B a bank account that offers interest and limits withdrawals

4 interest C aslip of paper that provides payment

5 checking account D a private institution that provides banking services to the public
6 accrue E a bank account that allows regular withdrawals but pays no or
7 savings account little interest

F to increase or gain
G a percentage paid when money is loaned

4. Fill in the blanks with the correct words from the word bank.
inquire provide rate

1. Does this bank financial advice?

2. Savings accounts pay interest at a higher than checking accounts.
3. about Brookline Bank accounts at the customer service desk.
Listening

5. Listen to a conversation between a bank teller and a customer. Check (V) the
item(s) the customer needs in order to open an account.

O overdraft application o driver's license

O passport 0 minimum deposit

O bank statement

6. Listen again and complete the conversation.

Clerk: Good morning, Sir. How can | help you?

Customer: | have a question about your 1 :

Clerk: Certainly, Sir. What would you 2 ?
Customer:  What documents do | need to 3 ?
Clerk: Well, we 4 your passport,

employment contract and a bank statement from your current bank.
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Customer:  Okay. Also, do I need to make a 5 ?

Clerk: Yes, we ask that customers open accounts with at least 5,000 rupees.

Customer:  Okay, thank you very much. I'll come back tomorrow with those
6

Speaking

7. With a partner, act out the roles below.
Student A: You are a bank clerk. Talk to Student B about:
e his or her question
e required documents
e minimum balances
Student B: You are a customer. Talk to Student A about opening an account.

Writing
8. Use the conversation from Task 7 to fill out the account application form.
ACCOUNT
Application Form
Name:

Type of Account:
Occupation:
Salary:
Required Documents:
Minimum Deposit Amount:

6.3. Savings accounts
Get ready!
1. Before you read the passage, talk about these questions.
e What encourages people to open saving accounts?
e What are some restrictions on saving accounts in your country?

Reading
2. Read the bank advertisement. Then, mark the following statements as true (T) or
false (F).

ONE-ON-ONE SAVINGS PLANS!

At Drury Savings bank, our primary goal is customer satisfaction.

That’s why we encourage you to open a savings account (all savings accounts
have a minimum balance requirement. Monthly withdrawals are limited) with us.
It’s a great way to improve your financial stability and quality of life.

Our employees develop one-on-one savings plans. That means each depositor
receives individual attention from our staff. We’re currently offering great interest
rates. The more you deposit, the more interest you earn. So what are you waiting
for? Schedule an appointment, and we’ll help plan your long-term financial goals.

1. Depositors can develop different savings plans.
2. Larger accounts earn more money than smaller accounts.
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3.

Customers can open savings accounts with any amount of money.

Vocabulary

S OGP wWDNE W

Ok wWwNE

. Match the words (1-5) with their definitions (A-E).

deposit A lasting for a long time

interest B when you take money from an account
depositor C someone who puts money into an account
withdrawal D a percentage earned on an amount of money
long-term E to put money into an account

. Fill in the blanks with the correct words and phrases from the word bank.

earn interest rate savings account limit minimum balance

. Tim was fined when his account fell below the :
. Many banks savings withdrawals to six per year.
. The woman deposited the money from her paycheck into a(n)
. With the high rates, the man was able to some extra money.
. The man kept his money into an account with an excellent

Listening

5.

Listen to a conversation between a teller and a customer. Choose the correct

aAnSWers.

1.

6.

What is the conversation mostly about?
A making a withdrawal

B reducing account fees

C opening a savings account

D checking on interest rates

. Why will the man pay a fee?

A He is opening a new account.

B He is ordering a cashier’s check

C He already withdrew money this month.
D His account doesn’t have enough money.

Listen again and complete the conversation.

Teller: Is this correct, Mr. Jones? You want to take three hundred out of your

1 ?

Customer:  That’s right. Why, is there a problem?
Teller: A small one. You have the money. But your account is 2

to one withdrawal a month.

Customer: Oh, and I money last week to make a cashier’s

check. Well, | really need the cash.

Teller: Are you sure? There will be a 4

Customer: 5 IS it?

Teller: It’s twenty dollars.

Customer:  Idon’t6 , 'l just pay the fee.
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Speaking
7. With a partner, act out the roles below.
Student A: You are a banker. Talk to Student B about:
e his/ her account
e the withdrawal limit
e the fee he must pay to withdraw
Student B: You are making a withdrawal. Talk to Student A about the withdrawal
limit fee.

6.4. What can you do?

Speaking

1. How do banks attract new customers? Discuss in pairs. Use the words in the box.
advertisements free gifts interest rates special offers

Reading

2. Read this article. Then choose the best summary.

NEW CUSTOMERS ONLY!

Banks always want to get new customers and so they make attractive offers: new
customers can get higher interest rates on savings accounts for the first six months,
there are no arrangement fees on new mortgages, people who open a new current
account get a free gift. However, these special offers are usually limited to 'new
customers only - which often appears in the small print at the bottom of their
advertisements and makes existing customers angry. Why are all the best offers, the
best products, the best interest rates for 'new customers only'?

In a TV advertisement for the Nationwide Building Society in the UK, an existing
customer goes into a bank and asks for several of the attractive products and services
the bank offers. Each time, the bank employee tells him he can't have what he wants
because it is for 'new customers only'. He leaves the bank and goes to the Nationwide
Building Society where the special offers are for all customers. This advertisement
suggests that banks need to take customer care seriously and treat all customers the
same. The clever business strategy is not just to attract new customers, but to keep the
ones you already have.

1. The article is about the way banks treat new and existing customers differently. It
suggests that existing customers are just as important as new customers.

2. The article is about the products and services banks offer to customers. It says that
people go from bank to bank and look for the best special offers.

3. Use the words and expressions in the box to complete the definitions 1-6.

arrangement fee attractive free gift limited
small print special offer
1. An Is a sum of money you usually have to pay the bank when you
take out a mortgage.
2. A Is a present. You don't have to pay for it. A company gives it to you

as a thank-you for buying their product or service.
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3. Something which is to one group of people is something which
people outside that group can't have.

4. Something which is Is something that people want to have. The word
Is also used to describe people who look nice.

5 A IS something a company uses to get new customers. It could be a
price reduction, two products for the price of one, a better interest rate, a free gift, etc.
6. Is text in tiny letters, often at the bottom of an advertisement.
Because it is small and difficult to read, companies hope their customers won't notice
it. It usually contains bad news.

4. Read the text from 2 again. Complete these sentences with can or can't.

1. A customer who opens a new current account get a free gift.

2. New customers get better interest rates on their savings accounts.

3. Existing customers have the special offers because they are for new
customers only.

4. The 'new customers only' policy make existing customers angry.

5. The customer in the advertisement have what he wants because he

isn't a new customer.

5. Write questions and short answers using can or can't.
Example: 1 Can you speak Japanese? (/) No, | can't.

1 you speak / Japanese? (X)

2 buy/aflat / Rafig and Selma? (V)

3 Karl / on investments / get advice? (V)

4 any special offers / you get / at your bank? (X)

5 Marvin / buy a car? (X)

6 Rafig and Selma / from Selma's parents / borrow money? (V)
7 interest rate / get a better / they? (X)

Speaking
6. Add two more things to the table. Tick (V) if you can do these things and cross
(X) if you can't. Work in pairs. Take turns to ask and answer questions using can
and can't. Complete the table for your partner.

A: Can you speak Arabic?

B: Yes, I can.
You Your partner
Speak Arabic?
Drive?
Ride a horse?
Use a computer?
Play the piano?
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Writing

7. Write three sentences about what you and your partner can and can't do. Use the
information in 6.

Example: Shilpi and | can both drive. | can play the piano, but Shilpi can't. Neither of
us can ride a horse.

6.5. What can banks give to customers?
Listening
1. Listen to Peter talking to his colleague, Marwan. Which products and services in
the box do they mention?

cheques credit card current account debit card interest rate
loans and mortgages online banking savings account safe deposit box
2. Listen again and complete these sentences.

1. A account is for paying everyday bills and expenses.

2. A account is sometimes called a deposit account.

3. The bank pays the customer on a savings account?

4. You can tell customers that at the moment the interest for savings
accounts is three percent.

5. | can also offer new customers a card.

6. | can show them how the works.

7. Customers also often ask about banking.

8. You can tell them the interest rates on and mortgages.

Reading

3. Read the rest of Marwan and Peter's conversation. Are sentences 1-6 true (T)

or false (F)?

Peter: Oh, Marwan, one more thing. What about credit cards?

Marwan: Well, we don't automatically give credit cards to new customers.

Peter: So are they just for existing customers?

Marwan: No, but we know that our existing customers are good with money. We see
their salaries come into their current account every month. We know how
much money they have in their deposit accounts. We are usually happy to give
them credit cards. With new customers it's a bit different. We don't have any
information about them. So, they can apply for a credit card and we then check
their credit rating with a credit agency. If the credit agency gives them a good
rating, we can give them a credit card. At first, there is a low spending limit on
the card. They can only use the card up to a certain amount of money. Later,
we can increase that limit.

Peter: When they show that they are responsible customers?

Marwan: That's right.

1. The bank doesn't give credit cards to existing customers. (T / F)

2. The bank doesn't have a lot of information about new customers. (T / F)
3. New customers can't get credit cards. (T / F)

4. Customers with a good credit rating can have credit cards. (T / F)

5. The spending limit on a credit card can change. (T / F)
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6. Good customers have a higher spending limit on their credit cards. (T / F)

Vocabulary

4. Put a cross (X) next to the word(s) that you can't use with the word in bold.

I o currency
2 O cash

3 o online

4 0 credit

Speaking

O deposit O savings O current account
oATM o withdraw O current machine
O telephone o foreign exchange o debit banking
ocash  oOdebit oloan card

5. Where can you use your credit card? Where can’t you use it? Work in pairs and
discuss. Give two or three examples using can / can't + the present simple.
Example: | can pay for food with my credit card at the supermarket. | can't use it at

some restaurants.

Reading

6. Read this dialogue. Number the sentences in the correct order.

O Peter:
O Mr Osman:

O Mr Osman:

O Peter:

O Mr Osman:

O Mr Osman:

O Peter:

O Mr Osman:

O Peter:

Good morning, Mr Osman. How can | help you today?

OK, | understand. How long will it take to get my user ID and
password?

I'm interested in online banking. I'm very busy, so it's difficult to
come into the bank all the time when | want to pay bills or check
my balance.

Only a few days. As soon as you get this information, you can log
in and start banking online.

When do I need to use my user ID?

Can | check my balance at any time?

| understand. Well, online banking is really easy and convenient.
First, you need to register. You can do this online - just go to our
website, click on 'online banking' and complete the form. We then
send you a user ID and password. You can change the password at
any time.

That's great. Thanks for your help.

You need to type in this number to log on to your account. Most
people change their password to something they can remember
easily. It's important not to share your password with anyone - for
security reasons.
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Yes, of course. You can check your balance, look at your account
O Peter: information, pay bills and do most of the other things you do now
at the bank.

You're very welcome. Please let me know if you need any other
O Peter: assistance.

Listen and check your answers to 6.

3. Match 1-6 to a-f to make sentences about Mr Osman.
1. Mr Osman can't go to the bank every a) for online banking on the bank's

day website.

2. When Mr Osman starts online banking, b) when he gets his user ID and password.
3. Mr Osman can register c) to something he can remember easily.
4. He can start online banking d) until he registers.

5. He can change his password e) because he is very busy.

6. He can't start online banking f) he can check his balance and make

payments online.

6.6. Customer care
Language
1. Are these comments from customer service surveys positive (P) or negative (N)?
1 Your cashiers are impatient. They never wait for people to finish what they
have to say.
2 The cashiers are always polite and friendly. They always take time to answer my
questions.
3 Why aren’t your employees more attentive? They don’t listen and they aren’t
interested in me and my problems at all!
4 Your employees are really helpful and efficient.
5 The cashiers are very knowledgeable.

Vocabulary
2. Match the positive adjectives 1-7 with their negative opposites a-g.
1. friendly a) rude
2. helpful b) inefficient
3. patient C) inattentive
4. knowledgeable d) unhelpful
5. attentive e) unfriendly
6. polite f) ignorant
7. efficient g) impatient

3. Complete these tips for cashiers. Use the words from 2.
CUSTOMER CARE
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As a cashier, you are the first point of contact for our customers. It is important that
you present a positive image of the bank.

1. Always be and . If you are impolite and unfriendly, our
customers will go to another bank.

2. Be . answer questions and deal with transactions quickly and well.

3. Be . Make sure you have all the information you need to answer
customers' questions. Employees who are create a very bad impression.
4. Listen carefully to what customers say and look at them when you talk to them. If
you are , customers think you are not interested in them and don't care
about them.

5. Some of our customers are elderly or disabled. Sometimes it is difficult for them to
explain what they want and understand what you say to them. Be
and give them time to say what they want. Other customers are usually happy to wait
while you help them.

6.7. Customer service
Get ready!
1. Before you read the passage, talk about these questions.
1. Why can working in customer service be challenging or frustrating?
2. Have you had a bad experience with customer service? What happened, and how
could it have been better?

Reading
2. Listen and read an extract from an employee manual. Then, read the summary of
the passage. Fill in the blanks with the correct words from the word bank. What kind
of staff do customers appreciate?
EMPLOYEE MANUAL

CUSTOMER SERVICE

Customer satisfaction is the most important feature of our business. Our success
depends on customer loyalty. We rely on repeat business, and many of our new
customers come to us through word of mouth recommendations. We can only
maintain this customer base if we continually meet, or preferably exceed customer
expectations. To accomplish this, our company has two policies:
54.1 WE VALUE FEEDBACK

When a customer complains, do not be offended. They are pointing out
something that we can improve. Thank them for bringing this problem to our
attention. Assure them that you will rectify it as soon as possible.
54.2 WE GO THE EXTRA MILE

All staff should be prepared to go beyond the call of duty. Customers appreciate
helpful, reliable staff, and they appreciate it when they receive something extra. so
always go out of your way to fulfill customers' needs.

feedback reliable recommend satisfaction
The employee manual states that customer 1 IS very important. This is
because it gets a lot of business from customers who 2 the company to

their friends. In order to keep customers happy, the company pays attention to
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their 3 . It also encourages workers to be helpful and 4

Vocabulary
3. Check (V) the sentence that uses the underlined part correctly.
1 A Employees should ask customers to rectify problems. __
B A company with a large customer base has high customer satisfaction.
2 A Employees who go beyond the call of duty are appreciated.
B Word-of-mouth recommendations are bad for a business.
3 A Bosses don’t like employees who go the extra mile.
B If you see a problem, bring it to the boss’s attention.

. Write a word that is similar in meaning to the underlined part.
. | promise you that | will solve this problem,a _ _u
Your reports are better than | thought thev would be.
e _ e__e t t s

N~ B

X — — — — — —
. The client's happiness with our service is key.
_tos____i__

. Use extra effort to make the customer happy.

_o__ _f y___ _a_

. A customer's choice to remain with one company is hard to earn.
_Y____

6. The company asks for opinions about its service.

e b Kk

—oQ|hn wl

Speaking
5. When you use a bank, what is more important to you: the people who deal with
you or the services they offer? Work in pairs and discuss.

Reading

6. Read this memo. Which comments are about the people at the bank (P) and

which are about the products and services (PS)? Mark each sentence 1-6 for PS.
Customer power

Most banks offer similar products and services. So why do customers choose one bank

rather than another? Read what the customers in our bank survey say:

1. ‘I'look for lower service charges. | don't want to pay high charges to my bank.'

2. 'l use my bank because the interest rates on their savings accounts are higher than

those in other banks.'

3. ‘I don't like inefficient service. Bank transactions need to be easier and faster.'

4.'l choose my bank by how polite the cashiers are. The cashiers at my old bank were

quite rude. I use another bank now and the cashiers are much more polite.'

5. 'The location of the branch is important to me. There are too many banks in the

centre of town. They need to have branches in more convenient locations.’

6. 'l do my banking by telephone now. The employees | talk to are friendlier and more

efficient and | like that.'
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Language
Comparative adjective
We use comparative adjectives to compare two people or things.

For short adjectives, we Our interest rates are | Trainee cashiers are
add -er (than). higher than yours. slower than experienced
cashiers.
For long adjectives, we usel These chairs are more | Banks that open on
more (than). comfortable than those.  |Saturdays are  more
convenient than those that
don't.
Notice the spelling: big - bigger (double the consonant)
friendly - friendlier (change y to i and add -er)
Irregular forms: good - better (than)
bad worse (than)
far - farther (than)

7. Read the memo from 6 again. Underline the comparative adjectives.

Writing
8. Use the information from this customer survey to write six sentences.
Example: The ATMs at UBCS are easier to use than those at Benhams Bank.

Does the bank have..... UBCS Benhams Bank
easy to use ATMs? VVV X

efficient cashiers? VvV \VAY/

friendly employees? vV VVV

low service charges? VvV X

high interest rates? X \Y/

branches in convenient places? VVV \Y/

attractive products? VvV VVV

Reading
9. Mr Haddad sends a follow-up email to Mr Allen. Read the email then answer
these questions.

e Why does Mr Haddad need to change the time of the meeting?

e What does Mr Haddad attach with the email?
Dear Mr Allen

Thank you for your phone call this morning. | am very pleased that you are

interested in using our investment advice service and | look forward to seeing you on
Wednesday. However, can | please change the time of our meeting to 3.30? | am very
sorry, but | have another meeting at 2.30 and it may take a long time. If 3.30 is not
convenient for you, please let me know. We have an information sheet about the
investment services that the bank offers. A copy of this is attached. | can answer any
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questions you have on Wednesday. Please come to the bank and ask for me at the
customer service desk. Yours sincerely Fouad Haddad

Writing
10. Write Mr Allen's reply to Mr Haddad. Follow these instructions:
e Thank Mr Haddad for his email.
e Tell him that 3.30 on Wednesday is convenient for you and that you look
forward to seeing him at the bank.
e Thank him for the information sheet.

11. Read these statements about online banking. Which are positive (P) and which
are negative (N)?
1. Online banking is more convenient. You can do it at any time and from any place

2. You need more PINs and passwords; it is more difficult to remember themall .
3. It's like having a bank open 24 hours aday.

4. 1t is easier for computer hackers to break into your accounts and steal money and
information .

5. You can get more up-to-date information on your accounts .

6. It is faster and easier to pay bills.

Speaking
12. Work in pairs. Talk to your partner about online banking. Discuss the positive
and negative points in 5.

6.8. Loans
Get ready!
1. Before you read the passage, talk about these questions.
e \What are some reasons why people get personal loans?
¢ \What are some of the extra costs in mortgage loans?

Reading

2. Read the email advertisement. Then, mark the following statements as true (T) or
false (F).

To: Loyal Customer

From:  New Century Credit Union

Subject: New Loan Offers!

New Century Credit Union is offering low-interest personal and *auto loans! We also
have mortgages with 15 or 30 year terms. Our loan experts will advise you on points
and rates.

Apply for a loan before summer and we will waive the closing costs. Take advantage
of the historically low interest rates! The time to get a loan has never been better. And
remember, early payoff penalties do not apply to short-term loans.**
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Our financial experts look forward to working with you!
* Eligibility depends on collateral value, credit and loan amount.
** Short-term loans have terms of six years or less.

1. The email is confirming a customer's loan application.
2. Mortgages do not have early payoff penalties.
3. A loan with a five-year term is a short-term loan.

Vocabulary

3. Match the words (1-5) with the definitions (A-E).

1 collateral A real estate loan charges that lower interest rates

2 points B fees charged when a loan is signed

3 apply C a loan where the borrower's house is used as collateral

4 mortgage D to submit a loan application

5 closing costs  E an asset pledged by a borrower to secure an asset

4. Fill in the blanks with the correct words and phrases from the word bank.
interest rate auto loan early payoff penalty personal loan term
1. A(n) for a used car is much less than one for a new car.

2. The loan has a six year :

3. If you pay points, you can get a lower on your mortgage.

4. The bank charged a(n) because Hank paid all of his loan before
the term ended.

5. Bank customers can use a(n) to make any type of purchase.
Listening

5. Listen to a conversation between a teller and a bank customer. Choose the correct
answers.
1. Why is the man at the bank?
A to apply for an auto loan
B to ask about paying his loan
C to change the term of his loan
D to request a lower interest rate
2. What did the man do recently?
A receive money
B pay back a loan
C apply for a personal loan
D take an early payoff penalty

6. Listen again and complete the conversation.

Teller: Hi, welcome to First Choice Bank. 1
you?

Customer: | have a question about my 2

Teller: Okay, what can | 3 ?

Customer: Well, | just received a large sum of cash. I'd like to pay off the entire
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loan. Will | have an 4 ?

Teller: No. We don’t 5 those anymore. But there is a waiting
period.

Customer: Waiting period?

Teller: Yes, you have to wait at least six months into the term to pay off the
loan.

Customer: I see. I’ll have to 6 a month or two.

Speaking

7. With a partner, act out the roles below.
Student A: You are a bank customer. Talk to Student B about:

e aloan

e alarge payment

e penalties
Student B: You are a bank teller. Answer Student A's questions about the charge on
their account.
Writing
8. Use the conversation from Task 7 to fill out the receipt for a loan payment.
FIRST CHOICE BANK
Loan Payment Receipt
Account Holder:
Account Number:
Type of loan:
Interest Rate / Term:
Loan Amount:
Payment Amount:
Early Payoff Penalty? Y / N
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UNIT 7. INVESTMENT
7.1. Types of investments
Get ready!
1. Before you read the passage, talk about these questions.
e \What are some ways to use money to make more money?
e \What are the safest types of investments?

Reading
2. Read the page from a beginner investor's guidebook Then, mark the following
statements as true (T) or false (F).

TYPES OF INVESTMENTS

Before you start investing, it's best to know your options. Some investments
involve lending money and collecting interest. Others require purchasing and selling
stock in companies.

Interest earning investments include certificates of deposit (CD), bonds, and
money market accounts. Borrowers may use money from these accounts to invest in
a variety of other securities.

Stocks are portions of financial investment in a company. Equity is the total
value of stocks someone owns in a company. As the company grows, this value
usually increases as well.

A mutual fund is an investment managed by a professions manager. This person
pools funds from several clients. He a she then applies this money to a variety of other
investments. I' you prefer investments that you can see real estate is an option.
Investing in real estate involves the purchase, sale arc rental of land and buildings.

1. Stocks are interest earning investments.
2. Mutual funds involve pooling money.
3. Purchasing real estate requires a professional manager.

Vocabulary

3. Match the words (1-6) with the definitions (A-F).

1 certificate of deposit A an interest earning account with a fixed time period
2 real estate B land and buildings

3 stock C to receive something for a cost

4 sell D partial ownership in a company

5 pool E to gather from several sources

6 purchase F to give something to someone for money

4. Fill in the blanks with the correct words and phrases from the word bank.

equity bond money market account securities
investment mutual fund
. Joe has the highest of all the shareholders.
. Stock and bonds are . Real estate is not.

. The manager pooled money from several investors into a(n)
. Sue opened a(n) at the bank.

WD
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5. Dan purchased a government
6. Buying a house is a good

Listening
5. Listen to a conversation between two co-workers discussing an investment.
Choose the correct answers.
1. What is the discussion mostly about?

A the best time to sell stocks

B how to choose a stockbroker

C the return on the woman's investment

D the pros and cons of two investment types
2. Why does the man prefer stocks?

A they earn interest

B they resist market drops

C they guarantee high returns

D they could make lots of money

6. Listen again and complete the conversation.
Worker 1: Maybe. But | don't know anything about the stock 1

Worker 2: A good 2 will tell you all your options.

Worker 1: 3 . | don't want to have to think about it.

Worker 2: But if you buy the right stocks, 4

Worker 1: If the market drops, | could lose my bonus. | don't want that to
happen.

Worker 2: Still, a CD will only give you a 5 :
Worker 1: That’s all I'm looking for. 6 ,
, and it earns interest.

Speaking
7. With a partner, act out the roles below based on Task 6. Then, switch roles.
Student A: You are investing some money. Talk to Student B about:

o certificates of deposit

e stocks

e the pros and cons of each
Student B: You are a co-worker. Talk to Student A about investing in the stock
market.

Writing
8. Use the conversation from Task 7 to fill out the employee's notes.
INVESTMENT NOTES
STOCKS
PROs: CON:s:
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CDs
PROs: CON:s:

7.2. Investment styles
Get ready!
1. Before you read the passage, talk about these questions.
e How willing are you to take risks with your_ money? Why?
e How does risk affect a person’s investing style?

Reading
2. Read the investment advice column. Then choose the correct answers.
INVESTING TIPS
The key element that will determine your investing style is risk tolerance.

With all the market’s ups and downs, investing can be stressful. That’s why it’s
important to risk tolerance.

Some people have a naturally_high level of risk aversion. If this is you, go with
investments_that are virtually risk-free, like_bonds and CDs. Perhaps you_are
considering personal investments to sustain you_after retirement. You also_should
maintain a conservative investing approach. Stay in your_comfort zone Avoid the
stress of market fluctuations.

Some of you, on the other hand,_are more willing to take_chances. You will risk
great_losses for a chance at great_returns. You should go with a_more aggressive
investment_approach in stocks. And for_those of you in the middle,_moderate
investments are the_way to meet your goals. Invest_in mutual funds to limit risk but
increase returns.

1. What is the purpose of the article?
A to evaluate levels of risk aversion
B to explain conservative investment strategies
C to compare high and low risk investments
D to give advice based on investment styles
2. What investments should people with_moderate to high risk aversion NOT

purchase"
A bonds C mutual funds
B CDs D stocks

3. According to the column, what are the benefits of bonds?
A They have almost no risk.
B They benefit from market fluctuations.
C They give higher returns than mutual funds.
D They provide a chance to make large profits.
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Vocabulary
3. Write a word that is similar in meaning to the underlined part.
1. Most people are comfortable with a medium level of risk.
d a
2. Candice is a cautious investor.
0 _ _ e v I
3. Jon worked hard to meet his planned level of achievement.
0
4. His high reluctance to face the chance of loss_keeps him from making most
Investments.
__S_ a__r_i_
4. Read the sentence pair. Choose where the words best fit the blanks.
1 personal investment / retirement
A Dad went into at age 60.
B Buying the shop was a
2 aggressive / risk-free
A Joe made investments, hoping for a huge return.
B These government bonds are
3 comfort zone / risk tolerance
A Some stock purchases require a high
B CDs are safe and should be in any investors

Listening

5. Listen to a conversation between a financial advisor and a customer. Mark the
following statements as true (T) or false (F).

1. The customer has high risk aversion.

2. The advisor suggests investing in a moderate investment.

3. A mutual fund is out of the customer's comfort zone.

6. Listen again and complete the conversation.

Advisor: Well. The first thing to consider is how much 1 you are
willing to take.

Customer: I'm not sure. | certainly don't want to 2

Advisor: Okay. Are you willing to risk losing half of your money 3

double it?

Customer:  Yeah, but I couldn't handle losing much more than that.

Advisor: All right. You have a fairly 4 of risk aversion,

Customer: So, what should I invest in?

Advisor: There are a number of options. A mutual fund is a fairly 5
investment.

Customer: I’ve heard of those. They aren't 6 ?

Advisor: They involve some risk, but nothing that would put you out of your

comfort zone.
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Speaking
7. With a partner, act out the roles below.
Student A: You are a financial advisor. Talk to Student B about:
e his/ her level of risk aversion
e an appropriate investing style
e possible investments
Student B:_You are a new investor. Talk to Student A about investing and risk.

7.3. Personal investments and retirements
Get ready!
1. Before you read the passage, talk about these questions.
e \What are some ways of saving for retirement?
e At what age do people usually retire in your country?

Reading
2. Read the article about saving for retirement. Then, mark the following statements
as true (T) or false (F).

RETIREMENT SAVING 101

You've heard it a thousand times. It's never too early to start saving for retirement.
But where does a person start? There are several retirement saving methods to choose
from.

One method is an IRA, or individual retirement account. A traditional IRA
applies tax deductions to deposits when they are made. Other | versions, such as a
Roth IRA, apply the tax breaks upon retirement.

Some employers offer methods of saving for retirement. These include pensions
and profit sharing Often, employers will match a* employee's contributions to a
company retirement fund. If an employee leaves a company, he or she can transfer
retirement fun: into an IRA. This is done either by direct transfer or by rollover.

Another way to save is to build a strong personal investment portfolio. Or you
can enter into a trust agreement with a professional invest: This person will manage
your investments for you. Then, when you reach retirement age, you can cash in
those investments.

1. Tax breaks are not applied to Roth IRAs.
2. A pension is a savings method that employers offer.
3. Trusts are controlled by employers.

Vocabulary

3. Match the words (1-5) with the definitions (A-E).

1 match A indirectly transferring money into an IRA with a check
2 cashin B to make equal contributions

3 rollover C aretirement savings account

4 IRA D the age at which a person stops employment
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5 retirementage E to redeem an account for its monetary value

4. Fill in the blanks with the correct words and phrases from the word bank.

trust pension Roth IRA portfolio profit sharing
1. The company offers to all employees, so they all want it to earn
money.
2. Tax breaks come when a IS accessed.
3. The agreement does not let her access the money until 2012.
4. Richard's Is arranged through the worker's union.
5. Anne's investment Is strong enough to retire on.
Listening

5. Listen to a conversation between an investor and her advisor. Choose the correct
answers.
1. What is the conversation mostly about?
A creating a portfolio
B matching contributions
C retiring at an earlier age
D decreasing IRA contributions
2. What change will the woman make to her investments?
A buy more stocks
B expand her portfolio
C cash in her IRA early
D increase IRA contributions

6. Listen again and complete the conversation

Advisor: Well, if you increase your 1 , reach your goals in the next
two years.

Investor: That'd be great. I'd love to 2 by sixty.

Advisor: With a3 in contributions, that would be
possible.

Investor: The company is still 4 my contributions, correct?

Advisor: Yes. The thing is, you can't access your IRA before you reach fifty-
nine and a half. 5 , you'll miss out on
the tax breaks.

Investor: But | could 6 my other investments in the
meantime.

Speaking

7. With a partner, act out the roles below based on Task 6. Then, switch roles.
Student A: You are an advisor. Talk to Student B about:

e when he or she can retire

e a portfolio

e an increase in contributions
Student B: You are an investor. Talk to Student A about your retirement.
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Writing

8. Use the conversation from Task 7 to fill out the change of investment plan.
INVESTMENT PLAN

Client Name:

New Goal:

Changes to Retirement Strategy:

7.4. The stock market
Get ready!
1. Before you read the passage, talk about these questions.
e What actions occur on a stock market?
e \What are some good stocks to buy in your country?

Reading
2. Read the page on stock markets from an Economics textbook. Then, fill in the
blanks with the correct words and phrases from the word bank.

STOCK MARKETS

Some of the most important aspects ¢ modern economies are their stock markets
These are public locations for buying, selling, and trading stock. These locations can
be physical or electronic

Investors in companies buy fractions of ownership called shares. Shareholders
collect a portion of the company: profits in payments called dividends. But that is not
the only way investors stocks make money.

There are many factors that affect the value of stock shares. And this value
fluctuates constantly. The general rule is to buy low and sell high. By selling stock for
higher prices than it was bought, investors make profit.

There is a great deal of science an: speculation to predicting stock price
fluctuations. Serious investors track the behavior of stock prices closely. A company's
debut on publicly trade: markets is called its 1PO, or initial pub offering. As long as
the company remains operational investors consider a going concern.

profits entrance shares trading going concern

Stock markets are public locations for 1 stock. Stock is
ownership in a company divided into 2 . Shareholders make
dividends on their stock. They also earn 3 by selling stock at a
higher price than they bought it. A company is 4 into public markets

Isits IPO. As long as the company remains operational, itisa 5

Vocabulary

3. Read the sentence and choose the correct word.

1. The business remained a(n) IPO / going concern throughout the recession.
2. Mr. Patton collected $1,200 in lows / divider last month.
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. Sam makes 60% of his income on the shareholder /stock market.
. It is best to sell stocks when their value is low / high.
. Joe bought 700 stock markets / shares in the new company.

(G2 I~ OV)

4. Write a word that is similar in meaning to the underlined part.
1. Their stock is not available to the general population.
__ b _i_
2. The new company made its entrance into public stock trading this week.
_P_
3. It's best to buy the stocks at a minimal cost.
— O —_—
4. Buying and selling stocks can be lucrative.
___d _n _
5. Every owner of stock in the company receives monthly dividends.
r _h e _
Listening
5. Listen to a conversation between a reporter and financial expert. Mark the
following statements as true (T) or false (F).
1. Stock in Carson Steel is a better purchase than stock in Valor Technologies.
2. Valor Technologies is about to make its IPO.
3. The man recommends purchasing stock in both companies.

6. Listen again and complete the conversation.

Expert: You see Valor Technologies is making its 1 this quarter. Its
shares are cheap. But those values are likely to rise in the coming

Reporter:  months. So, Valoris a2 :

Expert: Well, investors should make their own decisions, but I think it is.

Reporter: 3 Carson Steel. What can we
expect from them?

Expert: Carson's stock has decreased in value 70% this year. I'm sorry to say,

they won't be a 4 for much longer.

Reporter:  So, Carson 5 should sell their stock?

Expert: Even if it means taking a loss. They 6 to
get rid of it.

Speaking
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7. With a partner, act out the roles below.

Student A: You are a reporter
Talk to Student B about:

e anlPO
e a faling company

e which stock is a better
purchase

. ¥ You are a financial
expert. Talk to Student A about
the stock of two companies.

Writing

8. Use the conversation from Task 7 to fill out the reporter’s notes.
Stock comparison
INTERVIEW NOTES
Recommended Stock Buy:
Reason:

Recommended Stock Sell:
Reason:

7.5. Changes in the stock market
Get ready!
1. Before you read the passage, talk about these questions.
How can you describe increases on the stock market?
How can you describe decreases on the stock market?

Reading
2. Read the newspaper article. Then, mark the following statements as true (T) or
false (F).

STOCK MARKET FINALLY POSITIVE

After the crash one year ago, the stock market is finally gaining points. The
stocks of several large companies skyrocketed early Monday morning. Buy Books
Unlimited (BBU) opened at 18.50, but that quickly changed. Its value climbed 35
points in 20 minutes. BBU ended the day with an amazing gain of 49 points per share.
Another company, Tech International (TIN), closed at 114.73 after opening at just
over 82.

Investors hope these events mark the end of a very long and disastrous bear
market. Since the crash, the market has struggled to climb. Yet today’s rally appears
to be the start of a much-needed bull market. Experts expect that it will be the new
trend for a long time and are encouraging investors to buy. Janet Bilson, a trader, said,
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"The stocks that rose today won't lose value in the long term. Even if they dip
tomorrow or the next day, they're a great investment."

1. The article is about a stock market crash.
2. Tech International lost value on Monday.
3. Experts believe the current trend will continue.

Vocabulary

3. Match the words (1-6) with the definitions (A-F).

1 climb A to have a certain value at the start of trading

2 close at B toincrease

3 dip C to have a certain value at the end of trading

4 open at D a measurement of stock value

5 point E to close value briefly, then increase again

6 trend F a general repetition

4. Read the sentence pair. Choose where the words best fit the blanks.
1 bear market / bull market

AA is bad for investors.
B Investors can make a lot of money in a
2 crash /skyrocket
A When stocks , they lose value quickly.
B If stocks they gain value quickly.
3 gained/ lost
A BinCo stock opened at 104, ten points, and closed at 94.
B Joe made money because he bought stock at $15 and it ten
points before he sold it.

Listening

5. Listen to a conversation between two traders. Mark the following statements as
true (T) or false (F).

1. The man was unable to buy stock he wanted.

2. The traders expect TechNet stock to dip.

3. The woman sold stock that lost value.

6. Listen again and complete the conversation.

Trader 1:  Hey, John. How 1 today?

Trader 2:  Hi, Tammy. I did 2 . I just can’t believe how busy we
were.

Trader 1:  Yeah, some of the stocks 3 today.

Trader 2: | know. | bought a lot of that new technology company, TechNet. People
couldn’t buy it 4 .

Trader 1: | heard that they gained thirty points. Is that right?

Trader 2:  Yeah, I think that they’ll 5 tomorrow.

Trader 1:  That’s probably true. Though they might not climb 6

78



they did today.

Speaking
7. With a partner, act out the roles below.

Student A: You are a trader.
Talk to Student B about:

e stock changes in value
e stock purchases
e stock sales

Student B: You are a trader.
Talk to Student A about how
you both did on the market.

Writing
8. Use the conversation from Task 7 to fill out the trader’s summary.
Stock comparison
TRADE SUMMARY
Trader:

Date:

Stock:

Gain:

Expected trend tomorrow:
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UNIT 8. PERSONAL BANKING
8.1. Credit and debit cards

Speaking

1. Work in pairs. Look at the cards in the photo and discuss these questions.

Vocabulary

A%
What are these cards for?
Which one(s) do you have?
Does your bank issue them?

Do other institutions issue them?
Do you know how much the APR is on credit cards?
If you don't have a credit card, why not?

2. Work in pairs. Match definitions 1-9 to the words and phrases in the ‘magic

table’. Write a number in each box. When you finish, the columns and rows will all

add up to 15.

1 what you pay to borrow money from a bank or other financial institution

2 give someone money for a fixed time

3 adecision about how safe it is to lend money to a person or company

4 the maximum amount of money that you can spend with a single credit card

5 how you have to pay money back to a bank

6 when you buy something now and pay for it later

7 when you do not pay an amount you borrowed right away but later

8 the lowest amount that you can repay when you buy things on credit

9 take money directly out of a bank account

O credit O carry a balance 0 lend money =15

O interest O repayment terms O debit =15

o minimum paymenl | o crcdit rating O credit limit =15
=15 =15 =15

Reading

3. Work in pairs. Read this information from a bank's intranet. Take turns to
choose a word or phrase from the text and explain it to your partner. Your partner

guesses what it is.
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A: the lowest amount customers can pay when they owe money on a credit card
B: minimum payment
Credit
Credit is a lending agreement between a customer and a bank.
e How we lend money to customers:
e We give them cash.
e \We make a transfer to their account.
e \We issue a credit card.
Credit cards
credit limit: the maximum amount that a customer can spend
Repayment terms
Customers can:
e make the minimum payment.
e carry a balance to the next month and pay interest.
e pay the full balance (by direct debit) and no interest
Debit cards
e The customer pays in full every time he or she uses the card.
e The customer can use the card at an ATM or point-of-sale terminal.
Multi-functional cards
The customer can use the card at an ATM, point-of-sale terminal or as a credit card.
Credit rating
e Can the customer pay the money back? The bank uses the credit rating to
decide.
e The bank uses the credit rating to set the credit limit.

Speaking

4. Work in pairs. Discuss these questions.

1. What happens if you have a credit card and you only make the minimum payment
every month?

2. What happens if you carry a balance on your credit card?

3. How much does the customer pay if they use a debit card?

4. What happens if a customer does not have a good credit rating?

8.2. Plastic money

Reading
1. Complete this leaflet about a new multi-function card with words from the magic
table.
Do you travel the world? Does shopping everywhere sound interesting to you? Then
call us to find out about our new multi-function Champion (1) Card!
If you have a Champion card, you:

e can pay for food, a hotel room, a concert ticket or rent a car without cash.

e can choose the (2) option and pay for purchases immediately.

e can withdraw money from cash dispensers around the world.

e can arrange a(n) (3) with your bank.
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e cancarry a(n) (4) over from one month to the next.

o will get a bill every month, which shows how much (5) you
have to pay.
e can choose your (6) and decide exactly how you want to

pay back your credit.
To find out more about this great offer, just ask your bank about our card.

Listening
2. Listen to two conversations and number these sentences and phrases in the order
you hear them.

That’s not a bad idea. | see your point.

I couldn’t agree more. Yes, but ... .

It is out of the question.

3. Do we use the sentences and phrases in 2 to agree (A) or disagree (D)?

Speaking
4. Work in pairs. Look at the leaflet in 1 again and discuss which three points are
most important to you. Use phrases for agreeing and disagreeing.

Reading
5. Complete this FAQ web page with questions a-e.
a) How can | add money to the credit card?
b) Who is it for? d) Why is it useful?
¢) How can | get it? e) What does it cost?
THE CHAMPION YOUTH PRE-PAID CARD
1
The benefits of the card:
e You do not need a bank account or credit rating.
e |f you lose the card, you can transfer the amount left on it to a new card.
e You can use it at point-of-sale terminals all over the world.
e You can withdraw cash from ATMs everywhere.

2

This card is for you if:
e you do not have your own bank account.
e you want to shop online.
e you need a card for a trip.

3
The card is not expensive.
e The card costs €20 a year.
e A-replacement card is free.
e You pay only €3.50 to withdraw cash.

4
It is easy to put money on the card.
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e Do this directly at your bank from any of your accounts.
e Make transfers to the card online.
e Your parents can load money onto the card.
5
Come and talk to us at the bank.
¢ Fill out the form and load your new card with the amount you want.
e (o to our website, fill out the form and order the card online.

Vocabulary

6. Work in pairs. Look at the web page in 5 again and match these definitions with
the underlined words.

1 journey

2 something that you don't pay for

3 something that takes the place of something else

4 move money from an account to another
5 cash dispenser

6 put money on a card
7

8

9

1

complete a form with information

a machine in a shop where you pay with a card and PIN code

request something
0 buy things over the internet

Speaking
7. Work in pairs or small groups. Look at the web page in 5 again and discuss these
questions. Use conditional sentences where possible.
e What happens if you lose the card?
How can you order the card online?
How can you put money on the card?
Where can you use the card?
What other benefits does this card have?

8.3. Personal loans and overdrafts
Vocabulary
1. Complete these sentences with the correct form of the words and phrases in the
box. You do not need all the words/phrases.

apply for/application form authorised/authorisation cash flow

cover (overdraft/expenses) instalment in the black/in the red

loan officer overdraw/overdraft (facility) penalties/penalise

1. Every month Ben Mellor earns €1,000 but spends €1,200. He account
and is always .

2. Ben uses his overdraft to his expenses.

3. If Ben doesn't apply for an overdraft, the bank will him.
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4. If she needs more money, Hana can an overdraft or personal loan.
She will agree the overdraft or loan with a(n) at her bank. A(n)
overdraft isn't very expensive.

5. Every month, Hana Stevens earns €1,200 and spends €1,000. She has no
problems. She always stays :

6. Hana pays her loan in

2. Listen to Caroline, a trainee retail banker, asking her manager some questions
about a customer's account. What is the problem and what is the solution?

3. Listen again and answer these questions.

1. When does Mr Miiller overdraw his account?

2. What does Mr Muller have to do to be in the black?

3. What does Mr Muller have to pay when he is over his limit?
4. Why is his overdraft expensive?

Language
Modals for obligation, necessity and prohibition

Obligation, necessity and He must pay interest.

lack of necessity He will have to pay interest on the overdraft.
He doesn't have to pay bank charges. 1 need
to talk to you.

Prohibition He mustn 't go over the limit.

4. Use these prompts to write sentences with modals.

next week / he / talk / to his boss V (necessity - future)

Next week he will have to talk to his boss.

1. 1/ call / the bank / about my lost credit card V (necessity - present)

2. you / usually / serve / customers in the morning / ? (obligation - present)

3. you / pay / fees / when you overdraw your account X (lack of necessity - present)

4. he / make / an appointment with the loan officer / ? (necessity - present)

5. we / pay / penalties on our account X (lack of necessity - future)

6. he /talk / to customers in an unfriendly way. His boss is not happy with him. X
(prohibition - present)

Listening

5. Caroline meets Mr Muller, the customer. Listen. Are these sentences true (T) or
false (F)?

1. Mr Muller wants to talk to Caroline about his account. (T / F)

2. He sometimes has to wait for a customer to pay him. (T / F)

3. Mr Muller has an overdraft facility to pay his bills. (T / F)

4. The interest rates on a loan are the same as on an overdraft facility. (T / F)

5. Mr Muller likes Caroline's suggestion. (T / F)

6. Mr Muller doesn't have to talk to a loan officer because Caroline has the application
form. (T/F)

84



6. Listen again and write sentences about what Mr Muller has to do.
Mr Muller has to pay interest on the overdraft amount.

Reading
7. Complete this checklist from a compliance officer for new employees with
must/mustn't and have to/don't have to.
To all Customer Service and Loan Officers
As you know, we have to tighten regulations, so here are some DOs and DONTS:

e Customer Service Officers (1) contact their clients once a year.

e Customer Service Officers (2) pass on personal data about their
customers.

e Customer Service Officers (3) arrange mortgages.

e Loan Officers (4) check credit ratings before arranging loans.

e Loan Officers (5) regularly write reports about existing loans.

e Loan Officers (6) check financial documents of corporate clients
once a year.

e Loan Officers (7) make sure that the customer can pay the
instalments.

e Loan Officers (8) inform the guarantor of the loan when a customer
is late with payments.

e Loan Officers (9) approve loans before the guarantor signs the
contract.

Writing

8. You are a manager and have to do end-of-year assessments for employees. You
have the information in 1-5 below from the compliance officer at the bank. Read the
checklist in 7 again and write your comments after the statements.

Stefan normally contacts his clients once a month.

Stefan doesn't have to contact them once a month but he must contact them once a
year.

1. George checks financial documents of corporate clients every two years.

2. Julia sometimes checks the customers' credit ratings after arranging loans.

3. George occasionally does not make sure that the customer can pay the instalments.
4. Stefan sometimes gives his customers' addresses to people outside the bank.

5. Julia occasionally forgets to write a report about an existing loan.

Speaking

9. Work in pairs. Tell Stefan, George and Julia what they need to, do not need to,
must or mustn't do.

Stefan, you don t need to contact your clients once a month but you must contact them
once a year.

10. Work in pairs. Talk about things you have/need to, do not have/need to, must or
mustn't do at your workplace or place of study.
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In my job/studies | have to.... | don't need to.... | must/mustrn 't
8.4. Mortgages
Speaking
1. Work in pairs. In your country, how do people get money to buy a flat or a
house? Do they borrow it from a bank or a building society? Does this loan have a

special name or special terms? Discuss.

Reading
2. Complete this mortgage application form with the words in the box.

borrow  collateral house or flat interest and capital

property valuation variable

maturity date

MORTGAGE APPLICATION
1. The amount of the mortgage: how much do you want to
2. You will need to make a deposit. What can you arrange as
some security?

to have

3. Why you need the money: are you buying a(n) ?

4. When will the (4) be - in 25 or 30 years?

5. Do you want a fixed interest rate or a(n) interest rate? .
6. Do you want to pay interest only or

7. Do you want to have a(n)

. Look at the application form in 2 again. Are these sentences true (T) or false (F)?
. Customers may not choose the maturity date of the mortgage. (T / F)

. Customers may choose variable or fixed rates. (T / F)

. Customers may not arrange to pay interest only. (T / F)

. Customers may arrange to have a property valuation. (T / F)

. Customers have to give the bank something as security to get a loan. (T / F)

O WONPEFPW

Language
Modals for possibility and permission

We use may or might + infinitive to
talk about possibility in the present or
future.

We may talk to our banker about a
mortgage. He might not get the
mortgage. It is not certain.

We use may + infinitive to talk about
permission. We use may or can l/we +
infinitive to ask for permission and

Customers may choose their methods
of payment.
Can 1 speak to you?

may not + infinitive to refuse | You may not overdraw your account.
permission.
4. Complete this conversation between a client (C) and a financial adviser (FA) with

modal verbs from the Language box.
C: We would like to borrow a large amount of money - about €175,000.

FA: (1)

| ask why?




C: We don't have much money but we want to buy a flat.

FA: Without a deposit, a building society (2) give you a mortgage.
However, a bank or building society (3) lend you up to
€100,000 without one.

C: A €100,000 mortgage? That (4) be enough to buy a flat.

FA: You (5) borrow more than you can pay back, I'm afraid.

C: Can you email us more details?

FA: Certainly. (6) | have your email address, please?

Speaking

5. Work in pairs. Talk about the pros and cons in the application form in 2.
If a customer arranges a mortgage with us. he or she may...
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UNIT 9. BANKING INDUSTRY
9.1. Banks and building societies

Vocabulary

1. Match words 1-6 to definitions a-f.

1 merger a) you use money in this account every day

2 takeover bid b) two companies become one company

3 pension C) you save money in this account over a long time
4 current account d) one company tries to buy another company

5 deposit account e) a special bank for deposit accounts and mortgages
6 building society f) you save this money for when you stop working
Listening

2. Listen to three conversations and match speakers 1-3 to the financial institutions
they work in A-C.

3. Work in pairs. Look at activities 1-9 below. Discuss which activities the
institutions in 2 do. You can match some activities to more than one type of financial
institution.

1 arrange mergers 6 give financial advice to companies
2 help customers save for pensions 7 take deposits from customers

3 arrange takeover bids 8 help companies sell their shares

4 offer current accounts 9 offer special deposit accounts

5 mostly arrange mortgages
4. Listen to three experts and check your answers in 3.
Speaking
5. List some examples of the institutions in 2. Then work in pairs and compare your
lists. Do any names appear on both lists?
9.2. Investment banks

Vocabulary
1. What do investment banks do? Match phrases 1-5 to definitions a-e.
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1 issue shares a) work against someone trying to buy a company

2 fight takeover bids b) help someone with money and investments

3 raise capital c) offer parts of a company to investors

4 underwrite securities d) get money to run a business

5 give financial advice e) arrange to sell shares to investors and to guarantee a

minimum price

2. Complete these sentences with the words in the box.

acquisition analyst Brokerage Department buyout investment fund
IPO merger stock market strategic planning
1. A(n) stands for ‘initial public offering'. It is the first time a company
sells its shares to investors.
2. A company does so it is ready for the future.
3. The Is the section of a bank which buys and sells shares for customers.
4. A(n) happens when a company or person buys another business.
5. This is also called a(n) :
6. A(n) is a fund which takes money from all its clients and invests it.
7. A(n) looks at information and decides what to do with it.
8. When two companies join together to make one, this is a(n)
9. People buy shares on the
3. Match 1-6 to a-f to make sentences.
1 Retail banks always a) withdraw money from the ATM.
2 In some countries banks never b) give advice to companies.
3 Investment banks usually c) offer cheques to customers.
4 Companies sometimes d) offer current accounts.
5 Customers often e) offer mortgages.
6 Building societies mostly f) make takeover bids.
Listening
4. Listen and match speakers 1-7 to activities a-h. There is one extra activity.
a) opening a deposit account e) asking abouta mortgage
b) getting a safety deposit box f) asking about strategic planning
C) arranging a buyout g) asking about a current account
d) fighting a takeover bid h) thinking aboutan IPO
9.3. Investment banking: the front office
Get ready!

1. Before you read the passage, talk about these questions.
What skills should an investment banker have?
How do investment banks help companies?
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Reading
2. Read the website on financial careers. Then, mark the following statements as
true (T) or false (F).

INVESTMENT BANKING CAREERS
Working in the Front Office: What to Expect
The front office is an exciting but challenging environment. Employees manage the
finances of corporations and wealthy individuals, as well as bring in new business.
Whether you manage accounts or attract new ones depends on what coverage group
you work in.
The Product Coverage Group:
This group manages clients' finances by raising debt capital or equity capital,
launching new products, and arranging mergers and acquisitions. But the product
coverage group doesn't represent clients' interests alone. It also conducts proprietary
trading for the investment bank itself. To work in a product coverage group,
employees must be highly organized and pay close attention to detail.
The Industry Coverage Group:
This group builds relationships with corporations and individuals in different
industries and monitors them for potential clients. Then, industry coverage group
employees use their pitch book to attract up-and-coming corporations to the bank.
For this reason, industry coverage group employees must have excellent sales skills.

1. The product coverage group helps clients by reducing debt capital.
2. The product coverage group provides proprietary trading for clients.
3. The industry coverage group focuses on attracting new clients.

Vocabulary
3. Read the sentence pairs. Choose where the words best fit the blanks.
1 equity capital / debt capital

A Banks raise by selling bonds.
B Businesses earn by selling stock.
2 industry coverage / product coverage
A State Bank's group offers several methods of raising funds.
B A good group will find strong companies and open accounts
with them.
3 launch/ raise
A HetCo will a new product line next month.
B James Construction needs to $1.2 million for its next project.

4. Match the words (1-7) with the definitions (A-G).

1 merger A the purchase of one company by another

2 acquisition B a description of investments used to attract clients

3 pitch book C the joining together of two companies or more to form
4 front office a larger one

5 investment bank D the part of an investment bank concerned with raising

90



6 proprietary trading funds for customers
7 up-and-coming E expected to become successful
F the practice of raising capital
G trading done by a bank for its own profit

Listening
5. Listen to a conversation between an interviewer and a job applicant. Choose the
correct answers.
1. Where does the man want to work?
A in the brokers' department
B in the product coverage group
C in the industry coverage group
D in the National Bank front office
2. What required skill does the man have?
A managing people C organizing trades
B tracking details D making sales

6. Listen again and complete the conversation.

Applicant: Thank you for 1 , Ms. Herron.

Interviewer: Just Carol is fine. Now, you have quite a resume. | see you worked
with the National Bank for several years.

Applicant: Yes. | was a broker in their 2 for
ten years.

Interviewer: And what were your basic responsibilities in that department?

Applicant: Nothing 3 | looked
at ways to raise equity capital and debt capital for clients.

Interviewer: Okay. Now, you're applying to work with our 4

, yes?

Applicant: That's correct.

Interviewer: 5 , the industry coverage group
requires a different set of skills. Tell me, what skills do you have
that fit that group?

Applicant: Well. | can explain complex ideas to just about anyone. And I'm
6

Speaking

7. With a partner, act out the roles below.

91



92

Student A: You are an interviewer, Talk to
Student B about
o former jobs o skills

o responsibilities

You are a job applicant. Answer
Student A's questions.

9.4. Investment banking: the middle office
Get ready!
1. Before you read the passage, talk about these questions.
e What are some risks involved in investment banking?
e Which employees decide how much risk a company should take?

Reading
2. Read the job posting. Then, choose the correct answers.

FINANCIAL CONTROLLER
Excel Investments is a leader in investment banking for both corporations and
wealthy individuals. We are currently seeking a senior financial controller for our
middle office.
The financial controller supervises a team of eight accounting professionals and
manages the middle office's day-to-day operations. The position reports directly to
Excel Investments' CFO. The financial controller oversees all risk management. The
ideal candidate will have demonstrated success in quickly analyzing market risk and
credit risk undertaken by front office traders. Of course, Excel Investments is not a
conservative firm. We are known for our aggressive approach to investing. As such,
limits on capital set by the financial controller should manage operational risk
without restricting bold action. The controller is also responsible for meeting with
back office representatives regularly. These meetings will ensure that front office
trades are in compliance with internal and government regulations.
Salary is commensurate with experience. Interested parties should send a CV,
references, and cover letter to hr.harris@excelinvestments.com

1. What is true of the financial controller position?
A It creates internal regulations.
B It directs the actions of the CFO.
C It involves supervising others.
D It meets with government representatives.
2. Which of the following is NOT a responsibility of the controller?
A limiting capital
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B analyzing credit risk
C managing operational risk
D ensuring back office compliance
3. What can you infer about the person who will be hired for the job?
A He or she will have experience as a CFO.
B His or her salary will depend on former jobs.
C He or she will have a conservative investment approach.
D His or her investments must be held with Excel Investment.

Vocabulary
3. Match the words (1-7) with the definitions (A-G).
1 credit risk A an employee that monitors financial resources
2 middle office B being related to something in size or degree
3 financial controller ~ C uncertainty caused by changes in the price of securities
4 commensurate D the part of a company that manages risk
5 market risk E uncertainty caused by borrowers potentially not paying
6 bold debt
7 capital F money used to finance a business
G being confident even in risky situations
4. Read the sentence pair. Choose where the words best fit the blanks.
1 CV/CFO

A Bring your on the interview.
B Mr. Ales is our
2 limits / compliance
A All trades are in with regulations.
B The financial controller sets capital
3 risk management / operational risk
A Every business has some form of :
B Good can prevent large financial losses.

Listening

5. Listen to a conversation between an applicant and an interviewer. Mark the
following statements as true T) or false (F).

1. The man was the head financial controller at his last job.

2. The man has experience making risk management decisions.

3. The man's former organization was conservative.

6. Listen again and complete the conversation.
Interviewer:  Well, we were very impressed by your CV. If you don't mind, let's

just 1
Applicant: Of course. What can | tell you?
Interviewer: 2 with your most recent position. You were the

3 at Bryant Funds?




94

Applicant: Yes. | was. Basically, | was involved in every 4
decision.

Interviewer:  Good, good. 5 , take you and the head controller
to assess risk on a given trade?

Applicant: Well, 6 the trade, of course. But I’d

say we could give our traders an answer within a half hour.

Speaking
7. With a partner, act out the roles below.

Student A: You are an
interviewer. Ask Student B about:

e his or her last position
e methods of assessing risk
e time to assess risk

You are a job
applicant. Talk to Student A
about your experience.

9.5. Investment banking: the back office
Get ready!
1. Before you read the passage, talk about these questions.
How have computers changed how people make investments?
- What jobs and careers involve maintaining computers and computer systems?

Reading
2. Read the office memo. Then, mark the following statements as true (T) or false
(F).

EXCEL INVESTMENTS

STAFF MEMO

Hello all. 1 have several updates and reminders for you after my meeting with our
CEO, Mr. Franklin.
OPERATIONS. First, we have a new update for our data-checking software.
It's a state-of-the-art program that should clear and settle trades much faster.
But until the software is installed, continue checking trade confirmations as
usual.
INFORMATION TECHNOLOGY. IT will be in charge of installing the new
software. In addition, tech support will hold training sessions with front and back
office staff. They will explain how to use the software and its benefits.
COMPLIANCE. Mr. Franklin expressed a concern about compliance issues. He'd
like us to double ourR meetings with traders in order to avoid any legal problems.
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We were recently investigated. Although no illegal actions were found, Mr. Franklin

does not want this to happen again.
If you have any questions, send an email or see me in my office.
Charles Durning, Manager, Back Office

The company is installing new trade confirmation software.
Tech support must meet with front office staff to check compliance.
The company was recently fined for an illegal action.

Vocabulary

3. Match the words (1-7) with the definitions (A-G).

1 trade A to get the most recent

2 update B the act of making an exchange

3 settle C assistance with technology

4 back office D being the most modern

5 tech support E administrative section of bank

6 state-of-the-art F to pay to complete a transaction

7 data-checking G the process of ensuring information is correct

4. Fill in the blanks with the correct words and phrases:

operations  software clear information technology trade conformation
1. The department maintains computers.

2. Back office employees must every trade.

3. Don't use the computer until the new Is installed.

4. Back office include data checking and maintaining computers.
5. A trade is not final until the is finished.

5. Listen and read the office memo again. How does Mr. Franklin suggest action is

taken to ensure compliance is not problematic?

Listening
6. Listen to a conversation between a back office manager and an IT
employee. Choose the correct answers.
1. What is the woman concerned about?

A a confusing training session

B a shortage of IT employees

C an expensive software update

D an error with software installation
2. What suggestion does the man make?

A Reinstall the update.

B Delay the training.

C Hire more employees.

D Purchase new software
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7. Listen again and complete the conversation.

Manager:

Employee:

Manager:

Employee:

Manager:

Employee:

Manager:

Employee:

Manager:

Employee:

Speaking

Great. So, what can | 1 ?

Well, it says that the IT department will be training the traders on
the update, 2 ?

Yes. 3 they won't use it as much, it's a good

idea for them to know the basics.

Of course. But IT also has to install the program, 4
?

Correct.

That's what I'm worried about. We don't have enough people to do

both.

| see what you mean. How long will it take to 5
?

At least a full week.

Here's what we'll do. Install the updates, and then we'll do the

training 6 . Sound good?

Perfect, thanks.

8. With a partner, act out the roles below.

Student A: You are an IT
employee. Talk to Student B
about:

e an update
e training
e scheduling

‘ You are a manager.
Talk to Student A about the
details of a memo.
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UNIT 10. STRUCTURE OF A BANK
10.1. Departments

Reading

Atlantic Banking Group
Board of Directors Human Resources Retail Banking
Private Banking Corporate Banking Loan Modification
Foreign Exchange Group Accounting Internal Audit
Group Risk Client Risk Management Legal Department

1. Read this brochure about jobs in a bank. Match six of the departments above to
the employees.

i

| deal with customers who have large amounts to invest. We are in charge of
managing investment portfolios and giving investment advice.” (Leila)

2__

| report directly to the Board of Directors about risks within the bank. My department
prepares the annual risk report and we help to decide on future strategies.' (Hike)
3

'In my department we are involved in creating tailor-made products and advising
corporate clients.' (Crete)

a4

| deal with large companies. | check on the collateral they have and | check their
credit ratings to make sure we can lend them money.' (Duncan)

5

We are responsible for doing the books and preparing the financial documents.'
(David)

6

"I deal with exchange rates and foreign currencies. We help customers when they
want to change money.' (Susan)

Speaking
2. Work in pairs. Match the rest of the departments above to these sentences.
1. We are responsible for recruiting and training staff as well as paying employees.

2. Customers come here to make a bank transfer or ask a question about their
account. They can also open or close their account.
4. We help corporate customers when they have financial difficulties and take care of
modifying loans and credit lines.
5. We deal with legal problems and lawsuits.
6. We check on the work in other departments. We are in charge of making sure
everything is done correctly.
7. We are in charge of running the bank. We look at all the information and plan
long-term strategies. The managers of the other departments report to us.
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3. Work in pairs. Find the nouns used with these verbs in 1 and 2. Then take turns
to make questions using the verb-noun partnerships for your partner to guess the
department.

change modify

decideon do give
recruit  reportto

create
prepare

check on manage

A: Who creates tailor-made products?
B: Corporate Banking (does).

10.2. The structure of the bank

Reading
1. Look at this organogram and match descriptions 1-8 to sentences a-h.

ATLANTIC BANKNG GROUP — AN OVERVIEW

Board of
Directors
|
Managing
Director
j |
I | T T T 1
Chief Chief Risk Corporate Retail Private Human
Financial Officer Banking Banking Banking Resources
Officer Director Director Director Director
; 1 I
| [ 1 | |
[ Group : Corporate Financial
| Accounting Group Risk Banking Branches frwsen Training
Internal ; Loan
Audit Client Risk Modification Recruitment

1. The Retail Banking Department is responsible for the everyday banking needs of
individual customers .

2. The Human Resources Department is in charge of hiring new staff .

3. The Corporate Banking Department deals with companies

4. The Internal Audit Department checks on procedures throughout the bank.

5. The Training Department is involved in organising training, and reports to the
Human Resources Director.

6. The Client Risk Department deals with corporate customers and assesses their
ability to repay loans.

7. The Group Accounting Department is responsible for preparing the bank's
accounts.

8. The Group Risk Department reports to the Chief Risk Officer and is responsible
for assessing risks for the whole bank.

a) This department looks at companies' financial documents and assesses the risk
involved in giving loans.
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b) Employees in this department audit the books and the other departments. They
make sure everyone is working correctly.

c) The people in this department try to find out what the other employees need to
learn. Then they set up training courses.

d) Employees in this department advise clients to set up credit lines. They also work
to create special products for their clients.

e) the people in this department get information from the bank's accounting systems.
They help to prepare all the financial documents for the Board of Directors.

f) This department recruits new employees.

g) This department looks at individual customers' financial documents. They assess
each of them according to the risks of the products and the economy.

h) Employees in this department spend their time opening current and deposit
accounts, arranging small loans, setting up overdraft facilities and doing everyday
banking business.

2. Look at the organogram and descriptions in 1 again. Answer these questions.
1. Which department works with all the people at the bank?

2. Which department makes sure all the departments work correctly?

3. Which department works with medium-sized and large companies?

4. Which department is in charge of assessing risk for the whole bank?

3. Look at this organogram and complete the sentences with the words in the box.

above below on the same level report to supervises \
director
, | = = =
manager 1 manager 2 manager 3
| 1 |

employees employees employees
1. There is a director the managers.
2. There are several employees the managers.
3. The employees the managers.
4. The three managers are :
5. The director the managers.
Listening

4. Now listen to AM. Jo, Dan and Sarah talking about their departments and check
your answers in 3.

5. Listen again and match the speakers to these sentences. Write the correct name
next to each sentence.
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1. This person finds out what people in other departments need.
2. This person works with companies .
3. This person works with customers at a branch

4. This person has to check on other departments .
5. This person considers loans for large businesses.
6. This person has someone to help him/her.

Reading

6. Read this text about banking. Are these sentences true (T). false (F) or is there
no information in the text (N1)?

1. Modern-day banking began in the fifteenth century.

2. Retail banks have existed for more than 300 years.

3. In the seventeenth century English people used the receipts they got from their
banks to buy gold and silver.

4. Banks have opened branches in supermarkets around the world.

5. People like to use the machines in the lobby.

6. Banks have joined together with other banks.

CHANGING WORLD OF BANKING

Banking began in the twelfth century in Italy. Moneylenders set up benches in
the marketplace to do transactions. In the UK retail banking started in the seventeenth
century. People began to use banks to keep their gold and silver safe. The bank gave
them receipts, and customers used these as currency. Today many of the early banks
have expanded into financial supermarkets for customers. They offer current and
deposit accounts and make payments through EFTPOS (electronic funds transfer at
point of sale) in shops and restaurants. In addition, they issue credit cards, prepaid
cards, debit cards and smart cards. Many banks even give financial advice and sell
insurance and pension plans. Even the methods of banking have changed. People
used to use cheques widely. Today most customers use direct debits or standing
orders to pay their bills. Many customers open online accounts. This means that they
no longer have to come into the bank. And when they do, they usually use the
machines in the lobby and they don't speak with a banker at all. It is much more
difficult today for bankers to get to know their customers. It is also harder to advise
them or sell them other products. This is why banks have come up with other ways to
meet their customers. World Savings Day was started in 1924 in Milan, Italy but is
now expanding to countries where people sometimes don't use banks at all. The
banks give their customers gifts for opening savings accounts. Sometimes they hold
events or invite customers to come to them to hear about investments or other
financial topics. Today many banks have become larger and have merged with other
banks. Customers no longer know the people that they deal with. That is one reason
why banks are trying to find new ways to win customers.
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UNIT 11. CENTRAL BANKS AND BANKING REGULATIONS
11.1. National and central banks

Speaking

1. Work in pairs. Do this quiz. Then compare your answers with another pair.

1. Central banks are responsible for

a) setting fees for current accounts. b) keeping prices stable.

2. The European Central Bank (ECB) has to

a) supply all the money for the euro-zone, b) produce financial data.

3. Many central banks

a) keep reserves for other banks. b) keep deposit accounts for

governments.

Reading

2. Read these forum posts on central and national banks and check your answers
in 1.

Bob, USA

Do we need the Federal Reserve in the USA? Why should we pay taxes to have
another big bank?

Katia, German National Bank

Central or national banks help both the government and the other banks in the
country. The basic function of a central or national bank is maintaining price stability
by using a variety of methods, hi many cases, the role of a central bank is
encouraging financial stability. Sometimes a central bank has a monitoring role
which may involve supervising the commercial banks. It often holds reserves for the
other banks. In some countries the central bank controls the supply of money by
deciding how much money other hanks have to hold as reserves. In many countries
the central bank issues and prints the currency. Some also manage the exchange rate
of a country's currency.

Joelle, France

What is the purpose of the European_Central Bank?

Marie, consultant for the ECB. Belgium

The ECB is very important to the euro-zone. Its main function is keeping prices
stable in the euro-zone and inflation just under two percent. The ECB is the central
bank for the euro, the common currency in the European Union euro-zone member
states. The first task of the ECB is deciding on and implementing monetary policy.
This includes setting the interest rates for hanks in the euro-zone. Then the banks
decide how much interest to charge or pay customers for their business. It is also
responsible for carrying out foreign exchange. Holding and managing the official
foreign reserves of the euro area countries is a very important job for the ECB. In
addition, the ECB has to regulate the payment systems within the euro- zone and
make sure that it works without problems. Keeping the countries within the euro-zone
economically stable is a very important function of the ECB.

Ania, Poland
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Who makes the euro coins for each country? And what else does the ECB do? Can't
the National Bank of Poland just do everything we need?

Franz, ECB. Germany

There are other jobs that the ECB does. One is deciding when to issue banknotes and
coins within the euro area. The ECB is the only organisation which can authorise this.
However, individual countries are responsible for minting their own coins. Another
important task is collecting, analysing and publishing financial statistics. These are
necessary for the ECB to decide on monetary policy and to carry out its other tasks.

Vocabulary

3. Read the forum posts in 2 again. Which sentence is correct?

1. Keeping prices stable is an important function for central banks such as the ECB.
Gathering statistical information helps them with monetary policy.

2. Keeping prices stable, printing banknotes and minting coins are responsibilities
common to all central banks.

4. Find words or phrases in the forum posts in 2 that match these definitions.
1. print money or mint coins (Katia)
2. money a bank needs to keep for possible future withdrawals (Katia)

3. making sure that costs for goods and services do not change much (Marie)

4. a general increase in the price of goods and services (Marie)
5. changing one currency for another (Marie)
6. making something public in writing (Franz)

Speaking

5. Work in small groups. Make notes from one of the posts in 2 and tell your group
about it using your notes. Then discuss these questions.

1. Which responsibilities are common to all central banks and which only concern
some central banks?

2. Talk about the central bank in your country and what it does.

11.2. Liquidity and the business cycle
Speaking
1. Work in pairs. Discuss these questions.
1. How would you describe the economic situation in your country at the moment?
Are people spending or saving money?
2. Do people and companies spend more or less money when loans are cheaper?
3. What do people tend to buy when there is more money in the market?

Reading

2. Read the text about liquidity and the business cycle and answer these questions.
1. What does liquidity mean?

2. What happens when banks have liquidity problems?
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3. What do people do when they lose confidence in banks?

4. What do people spend money on when there is enough money in the system?
5. What do companies do when the economy is growing?

6.What is the meaning of inflation?

7. How does the central bank keep inflation low?

8. What happens when the economy contracts?

LIQUIDITY AND BUSINESS CYCLE

To understand the business cycle, we first have to understand liquidity.
Liquidity tells us how easy it is to sell an asset for cash. In banks liquidity means
meeting obligations without incurring losses. Therefore, managing liquidity is one
of our most important tasks. When banks begin to have liquidity problems, they stop
lending money. In addition, if all the depositors suddenly decide they want their
money back, the entire market may be affected and we lose consumer confidence:
people stop spending money.

The business cycle works like this: when the banks have been lending money
and interest rates are low, there is growth in the economy. This is often a result of the
central bank lowering interest rates. More people and companies take out loans and
there is more money in the system. People spend extra money on non-essential
goods like restaurants, free- time activities and holidays.

Once the economy begins to grow, other sectors begin to spend more money as
well. Companies invest in capital goods such as machines, they buy more inventory
and they ship more goods around the world. The economy is doing well but inflation
starts. This means that goods and services get more expensive and the value of money
goes down because people cannot buy as much as they could earlier.

This is the reason the central bank decides to raise interest rates again. Because
the money banks borrow from the central bank is more expensive, they also raise
their rates. In this case loans are not easy to get and people stop borrowing money.

The next stage in the cycle is called contraction. The economy has stopped
growing and is beginning to shrink. But central banks see the problem and lower
interest rates again. They hope this will motivate people to spend more money. Then
the upward trend begins again.

Speaking
3. Work in small groups. Explain one of the stages of the business cycle to your
group. Use the words in the box.

assets inventory liquidity market motivate obligations
ship goods shrink upward trend

4. Work in pairs. Choose five of the word partnerships in bold in the text in 2 and
make definitions for them. Ask another pair to guess the correct word partnership
for each definition.
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5. Where in the business cycle is your country at the moment? What do you need to
consider in order to decide this? Discuss.
Listening

6. Listen to an investment manager talking to a journalist about the economy. Are
these sentences true (T) or false (F)?

1. When consumers pay lower interest rates, their instalment payments go
clown._

2. Lowering interest rates helps the economy very quickly.

3. The currency of a country is always worth less when the central bank lowers
interest rates.

4. If governments invest in new projects, they will have more debts.

7. Listen again and complete these slides from the interview.

A Duties of Central Bank B Stimulating the economy
o 1 interest rates e more money to 3 and
¢ lower rates and effect on economy invest
e borrowers have lower 2 e money is 4 to borrow
payments
C Dangers of lower interest rates | D What governments can do
e currency may lose 5 e spend money on 7
e Canb to inflation measures
e 8 jobs
Danger: government owes money which
needs to be 9

11.3. Regulations
Speaking
1. Work in pairs. Discuss these questions.
1. Do you know any regulations for banks in your country?
2. Why is it important to regulate the way banks do business? Do you think it is better
for each country to regulate its banks or should there be worldwide laws?

FSA want public bank investigation by Mary Almond
The UK Financial Services Authority says the overseeing regulator should have
power to investigate bank failures and publish such information.

Reading

2. Match these headlines from newspapers (1-6) to the article extracts (A-F).

1 A The amount of core capital, which consists of"
Financial retained profits plus shareholder equity, has been raised.

Governments are making sure that banks keep enough

crisis makes 9
money on hand for crisis situations.

governments




take another

look at risk
2

Bank bankruptcies
becoming problem
for customers

3

Are the risks worth
the higher interest
rates?

4 Core capital
requirements set by
governments

5
Ensuring bank

liquidity
6

Several banks issuing new
shares
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B Banks often raise cash by finding more shareholders.
Several banks are thinking about this and hoping that the
public is interested. However, they do not want to reduce
the dividend payments. The banks would like to keep
their shareholders happy.

C When banks began tailing due to liquidity problems,
governments in many- countries had to step in and help.
Some banks had made very risky loans and could not
recover the money. This meant that governments needed
to think about new regulations for banks.

D Many banks were keeping a number of highly risky
assets on their books. These loans were not backed up by
collateral. However, the banks were able to charge much
higher interest for them. The problems began when the
borrowers began to default on these loans.

E When banks have a healthy balance of equity to risky
assets, they can get through a crisis more easily. Banks
need to keep enough core capital on hand if their risky
investments do not work out.

F People want to trust their banks. They need to know
that their money is safe and they can withdraw it when
they need it. Banks should be extremely careful with the
money customers deposit. Losing customers’ money
through risky investments is certainly not what a
trustworthy institution would do.

3. Find words in the extracts in 2 that match these definitions.

OO WN B

Speaking

. money the bank earned and kept (article A)

. money paid to investors from the profits of a company (article B).
. how quickly an asset can be converted to cash (article C)

. not pay back money you owe (article D)

. iInvestments which are not guaranteed (article E)

. something or someone you can believe in (article F)

4. Work in groups of four. You work at Universal bank. Look at this information
and discuss the problem of liquidity facing the bank today.

Student A

You are in favour of highly risky assets
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+ high interest rates, good earnings
-- danger of defaults

Student B

You are in favour of keeping retained profits.
+ high liquidity

-- fewer investment possibilities

Student C

You are in favour of raising cash

+ Issuing shares brings new investors.

-- Cutting back on dividends makes current investors unhappy.
Student D

You are in favour of making more lower risk investments

+ guarantee of repayment (or debt recovery)

-- earn less money on interest

Writing
5. You work at Universal Bank. Write a short report to your boss on the problems
facing the bank today. Write 80-100 words. Consider these points:

e capital requirements * risk assessment when lending money
e money laundering » credit card fraud
Introduction Conclusion and recommendations
| am writing this report to ... In conclusion, | can say that...
Findings I recommend that we .....

| have discovered that...
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UNIT 12. BUSINESS FINANCE
12.1. Supply, demand and prices
Get ready!
1. Before you read the passage, talk about these questions.
e Explain the concept of supply and demand.
e How does price affect supply and demand?

Reading
2. Read this newspaper article. Then, mark the following statements as true (T) or
false (F).

CAUSE OF AUTO INDUSTRY DOWNTURN REVEALED

Car companies are disagreeing about what caused the recent downward
business trend. Some argue that it is due to bad management, while others blame the
overall decrease in public spending. Yet in spite of this disagreement, the statistics
reveal it as a fairly simple issue. Indeed, it seems to be a classic case of supply and
demand.

Statistics show that the number of consumers looking to buy new cars this year
was about the same as in previous years. The price of cars was also relatively the
same. However, there was a large difference in the quantity of new cars
manufactured. More specifically, there was a huge overproduction of them. Usually,
companies can accurately anticipate the impact on demand if they choose to produce
more goods relative to previous years. Nonetheless, this year the automobile industry
made a serious mistake in its calculations.

As the companies supplied dealerships with an overproduction of cars,
dealerships had to figure out a way to sell these extra cars. So, they lowered prices.
Yet even with the general elasticity of demand in auto sales, the price cuts did not
increase sales enough to eliminate the surplus. Most manufacturers took huge losses,
which then caused the industry-wide downturn. Thus, car companies learned the
hard way how the quantity of a good can determine its price.

1. The article claims decreased spending caused the downturn.
2. Manufacturers produced fewer cars than usual.
3. Lower prices slightly increased sales.

Vocabulary

3. Match the words (1-8) with the definitions (A-H).

1 price A an exchange of money for goods

2 sale B a general course of action that repeats

3 consumer C the affect of a change in one variable on another
4 spending D to have an effect on an outcome

5 trend E the amount of money required to buy something
6 elasticity F a person who makes a purchase

7 supply G to provide something

8 determine H the act of using money for purchases
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4. Write a word that is similar in meaning to the underlined part.

1. The available amount of steel is low this year.

__P__Yy

2. What amount did the factory produce?

q__n___Y

3. These products for sale are too expensive.

__0_S

4. Low sales created an extra amount of wheat.

S__p_u_

5. Many jobs were lost during the decrease in economic activity.

w u

6. The amount wanted by customers for coats increases in the winter.

Listening

5. Listen to a conversation between an accountant and a sales manager. Choose the

correct answers.

1. What is the conversation mainly about?
A increasing sales
B removing a surplus
C decreasing spending

D raising prices

2. What suggestion does the woman agree with?
A Try more advertising.
B Lower sales prices.
C Offer free delivery,
D Stay open later.

6. Listen again and complete the conversation.

Accountant:
Sales Manager:

Accountant:
Sales Manager:
Accountant:
Sales Manager:

Accountant:
Sales Manager:

Accountant:

Well, 1 more advertising.
We could. But stats show that consumers aren't responding much
to advertising either.

Oh, 2 . But isn't the store across the street
doing well?
Yeah it is. It's been 3 as ours
recently.
Interesting. Have you gone over there and 4

?

| did. They're really focusing on making things easier for the
customer.

Do you remember any specifics?

The main thing | remember was 5 of the
furniture.

Well 6 doing that?
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Speaking
7. With a partner, act out the roles below.

Student A: You are an
accountant. Talk to Student B
about:

e sales
e suggestions
e help you can offer

3: You are a sales

manager. Talk to Student A

about his or her suggestions
about sales.

Writing

8. Use the article and conversation from Task 7 to write a summary on how supply,
demand, and prices affected the auto industry. Include: supply, demand, and public
spending, and the outcome.

12.2. Starting a business
Get ready!
1. Before you read the passage, talk about these questions.
¢ \What decisions must someone make before opening a business?
e \What official steps are required to opena  business in your country?

Reading
2. Read the chapter summary. Then, fill in the blanks with the words from the word
bank.

STARTING YOUR BUSINESS

Before you open your business, you must know exactly how you will run it.
Create a detailed business plan, including goals for your first year. Determine where
your funding will come from during this initial period, and be prepared to make
personal contributions to help yourself move forward.

The legal structure of your business depends on its size and ownership. For
very small businesses, you will probably set up as a sole proprietor or partnership.
For a medium-sized business, you will likely need to create an LLC or other
corporation. Whatever type you use, make sure you have the appropriate licenses to
operate a business in your area.

Once you have a business plan, you need a location. Thoroughly research
different areas before you buy or rent an office, storefront, warehouse or other venue.
Check with local authorities to find out which permit is requires to operate in a given
location.
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As a startup, you may be a break-even business. This is okay at the beginning,
as long as you are not losing money. Profits will come later. Try to put together
realistic projections for sales revenue. Keep an adequate margin between your costs
and gross earnings and you will do well.

appropriate detailed permits projections location
Starting a business requires a(n) 1 business plan. You must
know where your money will come from. You must also decide on a(n)
legal structure for your business type. Next, fins a suitable

3) . Make sure you acquire the necessary 4 for
your area. New businesses may not make a profit initially, but realistic
5 and an adequate profit margin will lead to success later.
Vocabulary

3. Read the sentence pair. Choose where the words best fit the blanks.
1 business plan / legal structure

A Darius presented his at the first shareholders' meeting.
B The partners could not agree on the best for their type of
business.
2 break-even / gross
AA business neither makes nor loses money.
B The company’s earnings during the first month were higher

than expected.
3 permit/ margin

A The advisor told Paul that his was too small to pay for more

employees.

B After the city denied her building , Vera had to find a new location.
4 profits / contributions

A Investors provide to help a business get started.

B A company that doesn't earn will not stay open.

4. Check (V) the sentence that uses the underlined part correctly.
1 A The accountant deducted rent and other expenses to determine the gross profits.
_ B New businesses rarely make a profit in the initial stages.
2 A Steven applied for a license before he opened his store.
_ B The financial advisor recommended eliminating the profit margin altogether.
3 _ A Before it became a national success, the website was just a small startup.
_ B Georgiana's business did not have enough legal structure to stay open.
4 A The business owner gave his partner a permit to share the business.
_ B Our financial plan included detailed projections for the first year's sales revenue.
5 A The busy street corner is an excellent location for our new clothing store.
_ B Arnold submitted a business plan summarizing last year's performance.

Listening
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5. Listen to a conversation between a man starting a business and a financial
advisor. Mark the following statements as true (T) or false (F).

1. The woman believes an LLC is an appropriate legal structure.

2. The man recently rented a property for the business.

3. The company must move in before it can apply for a business permit.

6. Listen again and complete the conversation.

Advisor:

Owner:

Advisor:

Owner:

Advisor:

Speaking

You're making excellent progress. Mr. Fuller. You and your partners

have already created a strong business plan, and 1
made the right decision by forming an LLC.

Good. My partners will be pleased to hear that. So 2

A
We still need to find you an appropriate location. You'll need a large
warehouse with office space. 3 a list of available
rentals for you to start with.

Great, thanks. So after we 4 we can

start bringing in the merchandise, right?
Well, not quite, Mr. Fuller. First we'll contact the city about getting a
5 . Once you have that, then you can move in.

7. With a partner, act out the roles below based on Task 6. Then, switch roles.

Writing

Student A: You are a financial advisor. Talk to
Student B about:

e legal structures
e |ocations
e steps required

Student B: You are starting a business. Talk
to Student A about your progress.

8. Use the summary and conversation from Task 7 to write the business owner's
notes. Include the legal structure, location details, and upcoming steps.

Get ready!

12.3. Profit and loss accounts

1. Before you read the passage, talk about these questions.
e How does a business measure its profits?
¢ |n what ways can a business increase its profitability?

Reading

2. Read the letter and P&L account. Then, choose the correct answers.
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Dear Mrs. Hopewell,

| am writing to summarize the enclosed profit and loss account. The income
statement covers the first financial quarter of year 2012. During this three-month
period, Hopewell Industries received$1,200,000 in total sales revenue. Returned and
damaged goods equaled $40,000, bringing net sales to $1,160,000. The cost of goods
sold in this quarter was $600,000. Detracting this cost of sales from total revenue
gives you a margin y $560,000.

Current expenses totaled $220,000. These include $30,000 in materials and
$80,000 in production costs. Additional expenses include $70,000 for sales and
distribution, as well as $40,000 in depreciation. Gross margin minus total expenses
gives you a gross profit of $340,000. Payroll costs were $50,000. Overhead costs
were $50,000. Finance costs and taxes came to $80,000. This brings you to a net
profit of $160,000 for the first quarter.

Your profitability is up from last quarter. But | would recommend
looking into the causes for returned and damaged goods. Decreasing this figure could
raise the overall profitability of the company. If you have any questions regarding
this account don’t hesitate to call.

Sincerely,

Den Kuhn

1. What is the purpose of the letter?
A to explain a set of figures
B to explain cost of sales detractions
C to give a summary of an income statement
D to recommend ways of limiting overhead
2. What is NOT included in expenses?
A margin C depreciation
B materials D sales and distribution
3. What does the accountant suggest to raise profitability?
A increasing revenue
B decreasing overhead
C limiting depreciation values
D reducing returned and damaged goods

Vocabulary

3. Match the words (1-6) with the definitions (A-F).

1 depreciation A a statement of revenue and expenses

2 cost of goods sold B total expenses for inventory sold in a period

3 overhead C aloss of assets' value through use or loss

4 profit and loss account D the difference between net sales and cost of sales

5 gross profit E costs of business operation unrelated to the products
6 margin themselves

F total gains before taking out taxes and finance costs
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4. Fill in the blanks with the words and phrases from the word bank.

revenue net sales cost of sales expense Income statement
1. The amount accounts for returned and damaged products.
2. Calculate the margin by subtracting from revenue.
3. Advertising is a major :
4. The company will not profit until IS greater than expenses.
5. Is the clearest measure of financial success.
6. The shows all revenue and expenses.
Listening

5. Listen to a conversation between a manager and a business owner. Mark the
following statements as true (T) or false (F).

1. The company lost money due to warehouse accidents.

2. The man suggests more advertising.

3. The woman is looking for a new supplier.

6. Listen again and complete the conversation.

Owner: | was looking over our P&L sheet. We need to boost our revenue this
quarter.

Manager:  How are we going to do that?

Owner: Well, by limiting damages for one. That's what the accountant
suggested.

Manager:  In other words, those warehouse accidents are costing us money.

Owner: Right. But we also need to 1

Manager:  Yeah. A little 2 could go a long way.

Owner: | agree. Good marketing is a significant expense. But it would likely
3 :

Manager.  Definitely. Hundreds of potential 4 in Bakersfield don't
even know we exist.

Owner: This is true. At the same time, we are 5

for materials.
Manager:  Really? Could we find a new 6 ?
Speaking

7. With a partner, act out the roles below based on Task 6. Then, switch roles.



114

Student A: You are a business
owner. Talk to Student B about:

e a P&L account
e raising sales
e supply costs

» You are a manager.
Talk to Student A about
improving profitability.

Writing

8. Use the letter and P&L account and the conversation from Task 7 to summarize
a P&L statement. Include: revenues, expenses, net profit, and ways to improve net
profit.

12.4. Sales forecasts
Get ready!
1. Before you read the passage, talk about these questions.
¢ \What are some ways businesses plan for the future?
e How do businesses use past information to make future plans?

Reading
2. Read the sales forecast. Then, mark the following statements as true (T) or false

(F).
EXECUTIVE SUMMARY

This report presents our sales forecast for the fourth quarter. We conclude that
the company will be able to increase total sales by 24% over the current volume. We
predict the largest increase will come in the small engines division (32%). This is
largely due to the recent release of the new MC-19 engine, which remains in high
demand. Sales of other engines remain steady.

We also expect sales of small motors and replacement parts to show above
average increases this quarter in comparison with past sales.

Sales are likely to continue to drop in our marine division, which appears to be,
in part, a seasonal trend. Based on that trend, we estimate a 25% decline for the
fourth quarter. Another factor affecting the marine division is increasing
competition with Dorsey Marine. They outbid us on several contracts. Strong sales
with our existing clients, however, will support this division. We advise a review of
the company's pricing policy across the board, as materials costs have continued to
rise at a faster than average rate over the past three quarters.

1. The company expects to increase sales in all product divisions.
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2. There will be above average sales of small motors.
3. The company got an important marine contract from a competing company.

Vocabulary

3. Match the words (1-7) with the definitions (A-G).
1 existing A athing that has an effect on something else
2 volume B already occurring or present
3 pricing policy C to guess a quantity
4 competition D a person or business that is trying to reach the same goals or
5 estimate customers as another
6 factor E to state what one expects to happen
7 predict F atotal quantity
G rules controlling how much to charge for products

4. Fill in the blanks with the words and phrases from the word bank.

contracts past sales comparison
sales forecast expect seasonal trend
1. Our shows an increase of 45% next month.
2. A(n) with Alta Inc. shows our strengths more clearly.
3. A(n) will not last the entire year.
4. The managers their employees to arrive on time.

5. Our current figures are much lower than those from
6. The company signed two new

Listening

5. Listen to a conversation between two sales executives. Mark the following
statements as true (T) or false (F).

1. The sales forecast predicts higher sales.

2. The man wants to sell a new product.

3. The woman believes a new product would fail.

6. Listen again and complete the conversation.
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Executive 1: Yes, that's correct. We estimated a 1

Executive 2: Wow! Now, you mentioned this is because consumers are more
concerned with eating healthy.

Executive 1: That is what our team's research suggested.

Executive 2: I've worried about that before. So here's my idea. We create cookies
for the health-conscious 2

Executive 1: That might help us get our sales 3

Executive 2: It's at least 4 , 1sn’t it?

Executive 1: | think so. Let me talk with the bakers and see
what they can do.

Executive 2: Great. Let me know what you find out. | 5

this is more than a passing trend.

Executive 1: | have to agree. But 6 that
the competition has the same idea.

Executive 2: Then we'll have to act fast.

Speaking
7. With a partner, act out the roles below based on Task 6. Then, switch roles.

Student A: You are a sales
executive. Talk to Student B
about:

e the sales forecast for a
product

e factors affecting sales
e how to increase sales

t B: You are a sales
executive. Talk to Student A
about some possible ways to
increase sales.

Writing
8. Use the conversation from Task 7 to write a sales forecast. Include: expected
sales, factors, and methods to increase sales.

12.5. Controlling operations
Get ready!

1. Before you read the passage, talk about these questions.
e What are some of the things involved in running a business?
e How do companies ensure the quality of their products?
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Reading
2. Read the business letter. Then, complete the table using information from the
letter.

Dear Mr. Harding,

After reviewing your operations, | have several suggestions for improving
control over your operations and increasing efficiency.

First, 1 would advise that you change your strategy regarding raw materials.
Right now, you spend 12% of your budget on storage of machine parts and other
supplies. You could reduce this cost by up to 90% if you adopted a just-in-time
approach. That would minimize the amount of your resources and space that go
toward maintaining inventory. This, of course, would entail the adoption of a new
inventory management system that keeps you informed of where each individual
part or material is in the supply chain.

Second, your quality control process is pretty thorough. However, the reports
you shared with me from dissatisfied customers suggest improvements could be
made. I'd suggest increasing your budget for quality control and revising your
processes to prevent similar future complaints.

Third, your business primarily supplies turbines to windmill manufacturers. |
would suggest that you start a strategic business unit focused on the manufacture,
marketing, and sales of Harding Windmills. This could increase your profits
substantially. However, it may take a few years before the unit reaches a break-even
point.

Sincerely.

Mike Pareski, Senior Consultant

Proposed Changes Business Function Affected

Keep fewer raw materials on hand

Ensure high customer satisfaction

Explore the production of new products

Vocabulary
3. Check (V) the sentence that uses the underlined part correctly.
1 A The owner has control over the business
B Inventory management deals with employees.
2 A Quality control is a measure of how people use time and energy.
B Materials arrive via the supply chair.
3 A The strategic business unit controls the managers.
B Good plans have a clear strategy.
4 A Warehouses are used for storage.
B A company starts at the break-even point.
5 A If you minimize your workload, you have less to do.
B Factories can function without defined operations.
6 A If you work faster, you might increase your efficiency.
B Employees arrive to work using the in time approach.
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4. Write a word that is similar in meaning to the underlined part.
1. Some businesses overlook the importance of being efficient in their day to day
functions.

2. The business function of maintaining excellence is important in the food industry.
q____t_ _0_____

3. Sometimes a company will open a special business within itself to meet a goal.
_r__ g u__ S I

need them.

__S_-__-__m_ _p____¢C_

5. Factories that assemble many different parts need good methods for tracking
supplies.

_V___0__ . n__ t

Listening

5. Listen to a conversation between a business owner and a consultant. Choose the
correct answers.
1. What is the conversation mostly about?
A recommendations for starting a business
B a discussion of causes of a business failure
C advice for operating a business better
D suggestions for increasing sales
2. What can be inferred about the business?
A It stores more supplies than needed.
B It is not open on the weekends.
C It is not at the break-even point.
D It does not manage its inventory.

6. Listen again and complete the conversation.
Consultant:  One thing I'd suggest is that at the end of each week you order

1 flour, sugar, and other supplies for the week
ahead.

Owner: So, 12 a big supply then.

Consultant:  Exactly. This also means that you might want to improve your
existing 3 ,

Owner: I'm 4 exactly.

Consultant: ~ We'll you'll have to 5 how much
flour you have and how much you use.

Owner: Oh, I see, that way | can predict what | need for next week.

Consultant: 6

Speaking
7. With a partner, act out the roles below based on Task 6. Then, switch roles.
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Student A: You are a business consultant. Talk to Student B about:
e Dbusiness operations
e ordering supplies
¢ inventory management
Student B: You own a business. Talk to Student A about improving it.

Writing
8. Use the letter and the conversation from Task 7 to write a plan to improve a
business's operations. Include: the supply chain, and inventory management.

12.6. Business relationships
Get ready!
1. Before you read the passage, talk about these questions.
e What are some terms used to describe how a company becomes part of a larger
company?
e What are the different styles of business takeover that exist?

Reading
2. Read the newspaper article. Then, fill in the blanks with the words from the word
bank.

NEILSON-WILLIAMS AQCUIRES WESTERN MANUFACTURING

The business community was surprised Tuesday at a national corporation's
takeover of a regional auto parts maker. The Neilson-Williams Corporation made a
successful bid for the buyout of Western Manufacturing (WM). The deal put an end
to a months-long corporate battle for control of the company.

For months, WM was the target of another national corporation, NexiCorp.
According to a spokesperson for WM, the board of directors objected to NexiCorp's
unethical business practices. In fact, the majority of WM's management team
announced intentions to quit if NexiCorp's hostile takeover was successful. But
before NexiCorp could complete the buyout, Nielson-Williams stepped in and made
its own tender offer. Many hailed Nielson-Williams as a white knight for
preventing the sale to NexiCorp.

Last November, head officials at WM announced plans for divestment to
prevent the company from going bankrupt. Since then, several larger corporations
have made offers, but none were as aggressive as NexiCorp. Neilson-Williams did
not enter the bidding until just last week. The WM spokesperson said that the board
and management consider this a friendly take over. She said WM is pleased to
accept Neilson-Williams as its parent company.

corporation welcomed disagreed completed takeover
On Tuesday, the Neilson-Williams Corporation 1 its buyout of auto
parts maker Western Manufacturing (WM). Before the deal, another national
2 NexiCorp, tried to take control of the WM. Officials at WM

3 with NexiCorp's business practices and planned to quit if
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NexiCorp's went through. Last week, Nielson-Williams made a successful offer to
buy WM. The management at WM 5 Nielson-Williams as their new
parent company.

Vocabulary

3. Write a word that is similar in meaning to the underlined part.

1. Reynolds Inc. was a company that saved another company after preventing another
corporation from buying Paper Unlimited.

hi_ _ni__t

2. JasCorp was forced into a situation in which management disagrees with a buyout.
h_ t_ e kv _

3. Selling parts of a company can help corporations avoid bankruptcy.

iv__ . m _t

4. Mr. Lewis made an offer to buy a majority of company shares to the board of
Grant Co.

t de_ O

5. HansCo's process of taking control of the small company was unsuccessful.
_a__ov__

6. Fred's act of gaining control by buying available parts of Jenkins Tours made him
very powerful in the travel industry.

__y__t

4. Read the sentence and choose the correct word.

1. Kendall Inc. is a part of its takeover / parent company, General Manufacturers.

2. The board rejected the Finn Corporation's divestment / offer to buy the company.
3. Jones Productions made the most aggressive bid / buyout to take control of the
company.

4. The board was pleased about the friendly takeover / hostile takeover of their
company.

5. D & L Publishing was the offer / target of several buyout attempts.

Listening

5. Listen to a conversation between two investment agents. Mark the following
statements as true (T) or false (F).

1. The woman is surprised to hear of the buyout.

2. The agents agree that WM used to be a profitable company.

3. Both agents think buying WM was a good business decision.

6. Listen again and complete the conversation.
Agent1:  Did you hear that Neilson-Williams made a successful bid for Western
Manufacturing?
Agent 2.  Really? | figured WM would go to NexiCorp. Frankly, 1
anybody wanted it at all.
Agent1:  Why do you say that?
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Agent2:  Well, WM is 2 . I don't understand why all these
big corporations made such competitive offers for it.

Agent 1. | think the takeover makes sense. | know they have some financial
problems, but they 3 very profitable.

Agent 2:  That's true, but that was 4 . The company

just isn't as strong as it used to be.

Agent 1:  Well, as far as | know, WM still makes decent products. With the right
management, 5 be great again.

Agent 2: I don't know. It seems like a pretty 6 .| guess
we’ll see if Neilson-Williams is prepared to save the business.

Speaking
7. With a partner, act out the roles below based on Task 6. Then, switch roles.
Student A: You are an investment agent. Talk to Student B about:

e acorporate takeover

e your opinion

e Student B's opinion
Student B: You are an investment agent. Talk to Student A about a corporate
takeover and why you think it was a good or bad idea.

Writing
8. Use the conversation from Task 7 to complete an investment agent's letter to the
editor. Include the agent's opinion about the takeover and reasons supporting that
opinion.

12.7. Challenges
Get ready!
1. Before you read the passage, talk about these questions.
e What happens to a business that runs out of money?
e How can failing businesses be saved?

Reading
2. Read the newspaper article. Then, mark the following statements as true (T) or
false (F).
AIRLINE CORPORATION FAILS

Go-Round, a bankrupt airline company, declared total failure earlier this
week. Problems originally started when the troubled airline lost a series of lawsuits
from passengers over frequently lost or damaged luggage. These suits put the
company in great financial trouble, not only because of financial damages, but also
because of declining passenger numbers. Investors began to doubt the airline's ability
to serve a wide array of people. They began pouring their money into other, more
promising airlines. Seven months ago creditors called in their debts. Finally, four
months ago Go-Round declared bankruptcy. In efforts to prevent a total shut down,
the company appointed a receiver. Under the new receivership the company
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restructured twice, but saw no improvement. The deficit remained. The company
will now be liquidated on April 22nd. The issue is now who will buy the company.
Zoom and Everywhere Airlines are showing the most interest. Jetway Inc. is also
interested in purchasing the company. However, the liquidation of the company’s
assets will go to the highest bidder. Since interest is high, the selling price will bring
enough money to settle the company’s outstanding debt.

1. Go-Round was sued by another airline.
2. The airline could not increase profits while in receivership.
3. Go-Round was purchased by Jetway Inc.

Vocabulary

3. Match the words (1-8) with the definitions (A-H).

1 failure A to change the organization of a business

2 liquidate B the difference between what is needed and what one has

3 receivership  C not yet paid
4 restructure D the state of being directed by a receiver
5 outstanding  E the permanent closure of a business

6 creditor F to sell a business's assets to pay debts
7 declare G a person or business that a company has borrowed from
8 deficit H to state something publicly

4. Read the sentence pair. Choose where the words best fit the blanks.
1 receiver / bidder

A The highest will purchase the company.
B A was appointed to manage the failing company.
2 bankruptcy / liquidation
A New Page LLC declared after months of decreasing profits.

B The corporation paid all debts through its
3 shut down /call in

A The creditors decided to their debt.
B The company will due to declining profits.
Listening

5. Listen to a conversation between a manager and an accountant. Choose the
correct answers.
1. What is the conversation mainly about?
A how to save a failing company
B the purchase of a bankrupt company
C ways to restructure a bankrupt company
D the benefits of going into receivership
2. What will the woman most likely do next?
A place a bid C appoint a receiver
B call a supervisor D review financial records
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6. Listen again and complete the conversation.

Manager: Well, Robo Tech 1 that they are going bankrupt.

Accountant:  Really? | never thought that they would 2 I
knew that no one was buying their expensive products, but | thought
they were 3 in other areas.

Manager: | guess not. But a lot of companies are interested in 4

Accountant:  Are we one of those companies?

Manager: Yes, actually. It’s what | came to talk to you about. It would be
5 for Automated Unlimited.

Accountant:  How much are we going to offer?

Manager: Around fifty million. Management 6

that sounds like a good number.

Accountant:  That sounds about right, but it will depend on their debt.

Manager: Yeah. Anyway, our CFO wants us to go through the financial
records one more time. Just to make sure everything is in order to
place the bid on the compny.

Speaking
7. With a partner, act out the roles below based on Task 6. Then, switch roles.
Student A: You are a manager. Ask Student B about:
¢ afailing company
e atake over bid
¢ financial records
Student B: You are an accountant. Talk to Student A about a failing company.

Writing

8. Use the article and conversation from task 7 to write an article on a failing
company. Include: why the company is failing, efforts to save it, and who will
purchase it.
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UNIT 13. PUBLIC FINANCE
13.1. Central banks
Get ready!
1. Before you read the passage, talk about these questions.
e How can governments control financial activities and economies?
e What currencies are used in your country? In nearby countries?

Reading
2. Read the newspaper article. Then, mark the following statements as true (T) or
false (F).

INTEREST RATES GO UP

The Reserve Bank of Lavina announced today that it will take contractionary
steps to reduce the nation's money supply. Rates of inflation are rising rapidly in the
small nation and there is concern about price stability as the currency loses value.
And because the Lavinian dollar is fiat money and not backed by precious metals,
the threat of hyperinflation is very real.

In response to that threat, the central bank will raise interest rates by 1%. A
bank spokesman stated that a higher interest rate should encourage savings and
discourage lending. The increase may create a greater demand for Lavinian dollars in
currency markets, he said. Such an increase in demand could boost the exchange rate
and strengthen the Lavinian dollar.

In further efforts, the monetary authority will attempt to reduce the money
supply by selling government bonds. With its monopoly on printing legal tender, the
bank may also stop issuing currency until inflation decreases. The financial world
will keep its eyes on the Lavinian economy in the coming weeks to see if the central
bank’s actions can slow inflation.

1. Contractionary steps increase the amount of money available.
2. Fiat money can be affected by hyperinflation.
3. The central bank raised interest rates in order to increase lending.

Vocabulary

3. Match the words (1-6) with the definitions (A-F).

1 interest rate A an institution that controls a nation's money supply
2 inflation B the official currency in the country

3 exchange rate C a state in which prices change little over time

4 legal tender D the worth of one currency against another

5 price stability E a percentage of a loan to be paid by a borrower

6 central bank  F the decrease in value of a currency

4. Read the sentence pair. Choose where the words best fit the blanks.

1 money supply / monetary authority
A The controls the supply of a country’s legal tender.
B The central bank reduced the nation’s
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2 monopoly / legal tender
A The central bank has a as the only printer of currency in a
country.

B Official currency is called

Listening
5. Listen to a conversation between an investor and a financial advisor. Choose the
correct answers.
1. What did the central bank do?
A it sold bonds C it raised the interest rate
B it stopped inflation D it increased the money supply
2. What financial action will the man most likely take?
A take out a loan C spend less money
B invest in bonds D request more credit

6. Listen again and complete the conversation.

Advisor:  The reserve bank is trying to stop inflation by taking 1
steps. It is raising the interest rate and reducing the money supply.

Investor:  How does that 2 ?

Advisor:  Basically, higher interest means 3

for borrowers. Which means less money is out

there. And with less money, there's less inflation.

Investor:  Got it. So 4 my savings? Will | lose
money because of this?

Advisor:  Usually the government will put out 5 . We can
invest in those bonds to keep your money secure.

Investor:  I'm glad there's a safe option.

Advisor:  Of course, that's not a guarantee. We'll have to 6
what happens.

Speaking
7. With a partner, act out the roles below based on Task 6. Then, switch roles.
Student A: You are an advisor Talk to Student B about:
e interest rates and inflation
e savings
e recommended investments
Student B: You are an investor. Talk to Student A about inflation and investments.

Writing

8. Use the article and the conversation from Task 7 to write a newspaper article on
central banks and inflation. Write about: contractionary measures, interest rates,
and the money supply.
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13.2. International organizations
Get ready!
1. Before you read the passage, talk about these questions.
e What are some examples of international organizations?
e What are the functions and responsibilities of those organizations?

Reading
2. Read this page from a business textbook. Then, complete the table using
information from the passage.
INTERNATIONAL ORGANIZATIONS
In the world of international business, international organizations often play
important roles. Familiarity with these organizations’ functions and
responsibilities is crucial to an understanding of global finance.

Some organizations aim to affect trade around the world. The International
Monetary Fund (IMF), located in Washington D.C., aims to promote the expansion of
international trade. The World Trade Organization (WTO) is based in Geneva,
Switzerland. Its goals are to limit trade barriers, and improve the Gross National
Product (GNP) of some member nations. The North American Free Trade Agreement
(NAFTA) is an agreement between the United States, Canada, and Mexico. It limits
trade restrictions between these countries. OPEC aims to protect the interests of
countries that produce oil. The Association of South East Asian Nations (ASEAN) is
a group of Southeast Asian nations who promote economic development throughout
their region.

The United Nations (UN) was started after World War 1lI. It aims to resolve
international conflicts and maintain world peace. The World Health Organization
(WHO), an agency of the UN based in Geneva, is devoted to public health. The
European Union (EU), a union of European nations, aims to ensure the free passage
of goods, people and capital throughout Europe. The Group of 20 (G20) includes
heads of many of the world's central banks.

In addition to these organizations, numerous multinational corporations add to
the complexity of the world economic scene

Organization Obijectives / responsibilities
IMF 1
European Union (EU) 2
3 resolving conflicts, maintaining world
peace
4 protecting oil producing nations’ interests
Vocabulary
3. Match the objective/responsibility with the correct organization.
1 WTO A to ensure free movement of capital throughout Europe
2 UN B to limit international trade barriers

3 WHO C to co-ordinate efforts for public health
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4 EU D to promote development in Southeast Asia
5 ASEAN  E to protect the interest of countries that produce oil
6 OPEC F to maintain world peace

4. Fill in the blanks with the words or phrases from the word bank.
GNP IMF NAFTA complexity
Group of 20 multinational corporations

1. The of the global economy makes changes difficult to predict.
2. The of the United States is larger than its GDP.

3. eases trade between the United States, Mexico, and Canada.

4. The includes governors of several national banks.

5. Many have production sites in more than one country.

6. The is located in Washington D.C.

Listening

5. Listen to a conversation between a student and a professor. Mark the following
statements as true (T) or false (F).

1. The UN has mainly financial objectives.

2. The EU was formed to create a single market in Europe.

3. The UN was responsible for creating the euro.

6. Listen again and complete the conversation.

Professor: In general, the UN promotes co-operation between nations. And it
tries to establish standards for things like international law, and
1 :

Student: Soits 2 involve humanitarian issues?

Professor: Among other things, yes.

Student: And what about the 3 ?

Professor: One main 4 of the EU was to establish a single
European market.

Student: What is the purpose of that?

Professor: Well, inconsistent laws from one country to the next were getting in
the way of 5 :

Student: Is that why the EU created the euro?

Professor: Creating a 6 was definitely part of developing a

single market.
Speaking

7. With a partner, act out the roles below based on Task 6. Then, switch roles.
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Student A: You are a professor. Talk to Student B about:

e the United Nations

e the European Union

e objectives and responsibilities
Student B: You are a student. Talk to Student A about two international
organizations.

Writing

8. Use the textbook page and the conversation from Task 7 to write a brief
comparison between two international organizations. Include the reasons they were
formed and responsibilities.
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