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HNEPEIMOBA
INTRODUCTION

Metomnuni BkaziBku “English for Accounting” mpusHa4yeHO IS CTYJCHTIB
Hanpsimy TiArotoBku 6.030509 «OO6mik 1 ayauT» AeHHOI Ta 3a04HOiI (opmu
HABYaHHS.

MeToro po3poOKH € PO3BUTOK KOMYHIKATMBHUX HABUKIB 3a JOTOMOI'OIO
CUTYyalliil, HaOJMKEHUX J0 peajbHUX, MPAKTHYHE OBOJIOJIHHS DPI3HUMH BHUIAMU
MOBJIEHHEBOT JIISUTBHOCT1 BIJTIOBIIHO 710 PO 1)1F0 MaiiOyTHBOI CIIeIiadIbHOCTI.

BripaBu Ta 3aBnaHHs y MOCIOHUKY CHPUSIOTH BUBYEHHIO JIEKCUKH 32 TEMaMHU.
MeroauuHi BKa3iBKM CKIagaloTbes 3 aecsatu TeM (Units), ski MarmTh CBOIO
CTPYKTYPY.

VY pe3ynbrari ONpaliOBaHHA YCIX TE€M, CTYIEHTH MOBUHHI 3HATH JIEKCHKY,
doneruky, opdorpadito, mnependadeHy NpPOrpamMord Kypcy, BMITH YHUTaTH Ta
MEePEKIAAATH TEKCT 3 MOOYTOBOI Ta MpodeciiHOl TeMATHKN CEPEHbOI CKIAIHOCTI,
CIUIKYBATHUCSI 1HO3EMHOI0O MOBOIO Ha TTOOYTOBI, CYCHUIbHO-TIONITHYHI Ta npodeciiHi
TEMHU B MEXaX BHBYCHOI JIEKCHKHU Ta TPAMATHKH; MUCATH KOPOTKiI MOBIJOMJICHHS Ta
ece 1H03eMHOI0 MOBOIO JOTPUMYIOUHUCH MpaBuil opdorpadii Ta rpaMaTUKU; CKIIalaTu
JUTOBI JTOKYMEHTH Ha 3aJlaHy TeMy, JOTPUMYIOYUCh MIKHAPOJHHMX CTaHJIAPTIB;

OJIep>KyBaTH HOBITHIO (paxoBy iH(OpMaIlito yepe3 HOBITHI JKeperna.



METOJWYHI PEKOMEHJALII 3 BUBUEHHSA JUCHUILIIHUA
«IHO3EMHA MOBA (anrJjiiicbka)»

1. Onuc HABYAJBLHOI JUCHHUTILTIHA

l'any3p 3HaHb, HaNIPSIM

XapakTepuCcTUKa HaBYaJIbHOI

HaHMeHyBa.HHﬂ MMJArOTOBKH, OCBITHBO- AACHUILIIHA
TTORASHHIKIE kBaniQikaniiauii pisens | AeHHa gopma | 3204Ha opma
HaBYaHHA HAaBYaAaHHA
l'any3p 3HaHb
0305 «Exonomika ta
HII[HpI/ICMHI/IHTBO» HOpMaTI/IBHa

KinpkicTs kKpeauTiB — 5

(mp 1 Ha3Ba)

Hanpswm niaroroku
6.030509 «OO0iK 1 ayauT»

(uup i HasBa)

Monymis — 2 Pixk minroroBku:
3MICTOBUX MOJYJIB — 5 Cre AL HiCTE -1 ‘ I-i1
[nauBinyansHe HaAYKOBO- (an([) deciiine

OCJIIIHE 3aBIaHHS
AOCIUL A CIIpSIMyBaHHS ): CemecTtp
3arajibHa KUIBKICTB [-ii | I-i
rogud — 150 Jexkuii

- TOJ. \ 2 ron.
IIpakTuyni

TrXHEBUX TOOUH IS Tor. 65 ‘ Tom 12

eHHol (hopMu . e : .
ianaHI({ba'p OcBiTHBO-KBaTihiKAIIHHII JlaGopaTopHi

| 1BEHD: rOJI. ‘ TOJI.

ayoqurtopanx — (5x13 P

YHTOPHIX ( ) bakanasp CamocriitHa podoTa
CaMOCTIMHOI1 pobotu 85 ron ‘ 136 rox

cTynenta — 85

InauBinyajabHi 3aBIaHHA: -

By koHTpOII10: iICIUT

2. MeTa Ta 3aBJaHHA HABYAJLHOI AUCHMILTIHU:

MeTa — pPO3BUTOK Yy CTYJCHTIB IHIIOMOBHOI KOMYHIKaTUBHOI KOMIIETEHIII],
TOOTO MPAKTUYHE OBOJIOAIHHS PI3HUMH BUJaMU MOBJICHHEBOI JIISUIbHOCTI BIAMIOBIHO
710 ipodiIr0 MaOYTHBOI CIEIIaTbHOCTI.

3aBaaHHA:

® HaBYAHHS YUTAHHIO;

® PO3YMiHHS NOMYJISAPHOI Ta HAYKOBOI JITepaTypH,

® KOPUCTYBaHHS YCHHUM MOHOJOTIYHUM Ta MIaJIOTIYHUM MOBJICHHSIM Y
Mexax mpodeciiHOoi TeMaTHKH;

® TepeKiaj 3 IHO3EMHOI MOBH Ha PIAHY TEKCTIB ()aXxOBOTO XapaKkTepy;




e BMIHHS TOTYBAaTHCS JO0 y4yacTi y HAyKOBUX KOH(EpeHIlsX, ceMmiHapax,
nebaTax, TOIIO.
VY pe3ynbTari BUBYCHHS HABYAJIBHOI TUCUUIUIIHU CTYJIEHT MMOBUHEH:
3HATH:
® JIGKCHKY, I'paMaTuKy, (hOHETUKY 1 opdorpadito 1HO3eMHOI MOBH;
® [IpaBWJIa YCHOTO CIIJIKYBaHHS,
® OCHOBHI BUMOTH JIO KYJIbTYPH MOBJICHHS.

BMiTH:

® yyTaTHM Ta TMEpeKyajaTH TEKCT 3 TNOoOyToBOi Ta mpodeciiiHoi TemaTuku
CepEeNHbOT CKIIAJTHOCTI;

® CIJIKYBaTHUCA 1HO3EMHOI0O MOBOIO Ha TOOYTOBi, CYCHUIbHO-TIONITHYHI Ta
npodeciifHi TeMU B MeKaX BUBUEHOI JIEKCUKU Ta FPaMaTUKH;

® 0/IepXKyBaTH HOBITHIO (haxoBy 1H(POPMAIIiIO Yepe3 HOBITHI JIKEPEa;

® [MCaTH KOPOTKI TIOBIIOMJIEHHS Ta €C€ IHO3EMHOIO MOBOIO JOTPUMYIOUHCH
npasui opdorpadii Ta rpamMaTHKY;

® BECTH IIPE3CHTAIlli 3T1IHO BUMOT JIIJIOBOT'O MOBJICHHS.

3. [Iporpama HABYAJIBbHOI AUCIUILIIIHA

3micToBuit MoayJib 1. Betyn 10 OyxrajarepcbKoi CripaBu.

Tema 1. bByxraarepcbki npodecii.
3HaitomcTBO. BMiHHA, sK1 HEOOXimHiI misi Oyxranrepchkux mpodeciid. [IpuHnumm
OyXranTepchbKoi MaHIMyJsMii 3 OyXraJTepchbKOI 3BITHICTIO. 3YCTpid 3 KIIE€HTaMHU.
Onuc mopeit. ['octunHicTh. Heoznauenuit aptukias a / an. Present Simple and
Present Continuous.

Tema 2. Odic.
Odicui mpuwmannsa. O6nagHanHs odicy. Emexkrponni inctpymentu. [ludpu. Future
Simple.

3micToBuit MmoayJib 2.JlokyMeHTaLIsA.

Tema 3. @iHaHCcOBA 3BITHICTH TA MOKA3HUKM.
Oo6mikoBuit mukn. [Ipo mpuOytkm 1 30utku. bamanc. [lekmaparii mpo moxomu.
I'pomoBa 3BiTHICTE. Past Simple.

3micTroBuii MoayJb 3. IHBeCTyBaHHA.

Tema 4. InBecTHILil.
[Ipaxtuku iHBecTtyBaHHsA. [Ipobmemu inBecTyBanHs. [loyatkoBuit kamitan. [HO3eMHI
iHBecTHIl. MikHapoaHi minHi nanepu. Past Perfect.

3micTroBuii MoayJb 4. OnogaTKyBaHHA.

Tema 5. IIpaBuiia onogaTKyBaHHS.
Burpatu. Cucrema onojnatkyBaHHS. 3HEUIHEHHs. Jlekimapaumis m0po JOXOAM.
KpenutHo-inBecTumiinuii ananis. Past Continuous.



3microBuii MmoayJib S. Posib Oyxrasarepa ta ayauropa.
Tema 6. Ayaur.
Ponws aynuropiB. Tunm ayauty. B3aemo3B’s3ku MK ayauTOpPOM 1 KIIIEHTOM.
3anoBoneHHs notped kiieHTa. Jiarpamu. AHani3 Ta o0poOka gaHuX. AyJIUTOPCHKUI
3BiT. Modal verbs. Passive Voice.

Tema 7. T'no6anizanis Ta posb Oyxrajrepa Ta ayauropa.
3nutTsa koMmaii. [lornmuHeHHs komnaHii. MoxauBocTi 3poctanHs. Passive Voice.

4. CTpyKTypa HABYAJIbHOI JUCHMUILTIHA

Ha3zsu KutpkicTs roaun

3MICTOBHX JIeHHa opma 3a0uHa opma

MOIYJIB 1 | yChO y TOMY 4HCIIi YChO y TOMY 4HCIIi

TEM ro | o n | Ja |iHA | c.p.| TO 1 n | Ja | 184 | c.p.
0 0
1 2 3 4 S | 6 | 7 8 9 |10 11| 12| 13
3micToBuii MoayJb 1. Berynm 10 0yXrajarepcbKoi ClipaBu.
Tema 1.
byxrantepcek | 22 | - 10 - - | 12 22 1 - - - | 21
1 mpodecii
Tema 2.
Odic. 23 | - 10 - - |13 | 23 - 2 - - | 21
Pazowm 3a
3MICTOBUM 45 20 25 | 45 1 2 42
Momysem |
3micToBuii MOayJIb 2. JloKyMeHTallis.
Tema 3.
iﬁi‘f;?ia 30 | -| 14 | - |-|16] 3 | -|2/|--]|z2s8
MOKa3HUKH.
Pazom 3a
3MICTOBUM 30 14 16 | 30 2 28
MOZYJIEM 2.
3micToBuii moay.ab 3. InBecTyBaHH.
povak o lgo | -1 - 17 30 | - 2] - |- 28
HBECTHIIII.
Pazowm 3a
3MICTOBUM 30 13 17 30 2 28
MOyJieM 3.
3micToBuii Moayab 4. OnoxaTKyBaHHs.




Tema S.
[IpaBuna
OIIOJAaTKyBaHHI 5] - 8 B B 7 15 - 2 - - 13
Pa3om 3a
3MICTOBUM 15 8 7 15 2 13
MoyJsieM 4.
3microBuii MoayJib 5. Posib Oyxrajirepa ta ayauropa.
Tema 6. 5 | - 10| - -5 15 |-|2|--]|13
Aynur.
Tema 7.
I'moOamizamis
Ta POJIb 15 | - - - - |15 15 1 2 - - | 12
OyxranTepa
Ta ayJUTOpA.
Pazowm 3a
3MiCTOBHM 30 | - 10 - - 115 ] 30 1 4 25
MOJYJIEM O.
Pasomsa 1 450 | - | 65 | - | - | 85| 150 | 2 | 12| - | - | 136
KYpC.
5. Temu NPaAaKTHYHHUX 3aHSATH
KinbkicTh
Ne Hazsa remu AL
3/1 JIEHHA | 3a04YHa
dbopma | popma
1 | 3naitomcTBO. BMIiHHS, gKI HEOOXigHI AJisi OyXrajJTepchbKHUX 2
npodeciii.
2 | [Ipuamunu OyxranTepchKoi MaHIMyJSIIT 3 OyXTranTepCchbKOIO 2
3BITHICTIO. Heo3HaueHU apTHKIIb.
3 | Bycrpiu 3 kiientamu. Present Simple 2
4 | Ommuc moneit. Present Simple 2
5 | ToctunHicTh. Present Simple and Present Simple 2
8 | Odicui mpunaansg. Future Simple. 2 2
9 | O6namgranHs odicy. 2
10 | ExnexTponni incTpymentu. Future Simple. 2
11 | Hudpwu. Future Simple. 4
12 | O6mixoBwuii mukia. Past Simple. 4
13 | IIpo mpubyTku i 30utKu. Past Simple. 4
14 | bamanc. Past Simple. 2
15 | Jdexnaparii npo goxozau. Past Simple. 2 2




16 | I'pomrosa 3BiTHICTE. Past Simple. 2
17 | Ilpaktuku inBecTyBaHHs. Past Perfect. 4
18 | [IpoGaemu inBecTyBanus. Past Perfect. 2
19 | INouarkoBuii kamitajn. Past Perfect. 2
20 | Imoszemmni inBecTuiii. Past Perfect. 2 2
21 | Mixnapozsi minHi nanepwu. Past Perfect. 3
22 | Cuctema onogatkyBaHHs. Past Continuous. 2
23 | 3HelHEeHHS. 2
24 | Hexnapanis mpo goxoau. Past Continuous. 2
25 | KpenutHo-inBecTuiiiinuii ananis. Past Continuous. 2 2
26 | Ponp aymmuropis. Modal verbs. 2
27 | BagoBonenHs nmorped kimenta. Modal verbs. 2 2
28 | Hiarpamu.Modal verbs. 2
29 | Anani3 ta 00poOka manux. Passive Voice. 2
30 | AynuTtopchkuii 3BiT. Passive Voice. 2 2
Pazom 65 12
6. Camocriiina podorta
KinpkicTh
Ne TOJIMH
Ha3zBa Temnu
3/m JIEHHA | 3a04YHa
dopma | bopma
1 | BminHs, ski HeOOXiHI JyIst OyXTraaTepChbKuX mpodecii. 3 4
2 | Ilpunnunu OyxranTepcbkoi MaHIMYJAMil 3 OyXrajaTepchKoro 3 4
3BITHICTIO. Heo3HaueHut apTUKIIb.
3 | 3yctpiu 3 xiientamu. Present Simple 3 8
4 | Onuc moneii. Present Simple 3 8
5 | Odicui npunamnsa. Future Simple. 4 8
6 | O6sangnanas odicy. 3 6
7 | Enextponni inctpymenTu. Future Simple. 3 6
8 | Hudpu. Future Simple. 3 8
9 | O6aikoBuii nuki. Past Simple. 3 8
10 | ITpo mpuOyTkwM i 30uTKHU. Past Simple. 3 8
11 | Bamanc. Past Simple. 3 4
12 | Jexnaparii npo goxozau. Past Simple. 3 6
13 | I'pomrosa 3BitTHiCcTH. Past Simple. 4 4
14 | Tlpaktukm inBecTyBaHHs. Past Perfect. 4 6
15 | [Ipobnemu inBecTyBaHHs. Past Perfect. 4 4
16 | ITouarkoBwmii kamitajn. Past Perfect. 3 4
17 | Tmo3emni inBecTwHiii. Past Perfect. 3 4
18 | MixnapoaHi iinni nanepu. Past Perfect. 3 4
19 | Burpatn. 2 4




20 | Cuctema onoJaTKyBaHHSI.

21 | KpenutHo-iHBecTuniHuit anaiis. Past Continuous.

22 | Tunu aynuty. Modal verbs.

23 | B3aeM03B’s13KH MiJK ayIMTOPOM 1 KirieHToM. Passive Voice.

24 | 3nATTA KOMOAHIN.

25 | ITornmuuenus komrmauii. Passive Voice.

Gl OO WINW| N
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26 | MOXIHMBOCTI 3pOCTaHHS.

Pa3zom 85 136

7. MeToan HaBYaHHA
OcHo8HI hopmu HA8UANLHO2O0 Npoyecy Npu BUHUEeHHI Oucyuniinu «lnosemHua
(anenivicoxa) mosa npoghecitinoco cnpamysanns Il pigenvy:
HaBYAJIbHI 3aHATTS, CaMOCTiiHA poboTa CTyAeHTIB, poOoTa B HAYKOBIU
o6i6mioreni JJonHYET, pobora B [nTepHeT1, KOHTPOJIbHI 3aX0/IH.
Buou nasuanvnoi pooomu cmyoenmis:
MPaKTUYHI 3aHATTSA, KOHCYJbTAIlls, JUCTAHI{IHHE HABYaHHS, 3aJ11K

Y npoueci susuennsn oucyuniainu «lHO3eMHa MOBa TIPO(DECITHOTO CIIPSIMYBaHHS
II piBeHbY 3acmocosyromsca nacmynni memoou Haguanns:

3a TMIOM IMI3HaBaJILHOI JIISIILHOCTI:

PENPOIYKTHBHUM, POOJIEMHOTO BUKJIAY, aHAJITHYHUH, IHTYKTHBHUH,
JNEYKTUBHHM.

3a OCHOBHHMMH €TallaMU IPOIIECY:

¢opmyBaHHs 3HaHb, (OpPMYBaHHS YMiHb 1 HaBHYOK, 3aCTOCYBaHHS 3HaHb,
y3arajabHEHHS, 3aKpIIJICHHS, IEPeBipKa;

3a CHCTEMHHM IT1JIXOJIOM.

CTUMYJTFOBaHHS Ta MOTHBAIlisl, KOHTPOJIb Ta CAMOKOHTPOJIb;

3a mKepeslaMu 3HaHb.

CJIOBECHI — PO3IOBi/Ib, IOSICHEHHS, JICKIisT; HA0YHI — JEMOHCTpAIIisl, UTFOCTpAIlis.

3a piBHEM CaMOCTIHHOI PO3YMOBOI JIISJILHOCTI .

MpOOJIEeMHH,  YaCTKOBO-TIOIIYKOBUM,  JIOCHIIHUIBKUH, METOA  TPOOJIIEMHOTO
BUKJIATaHHS.

8. MeToau KOHTPOJII0
OuiHIOBaHHS SIKOCTI 3HaHb CTY/IEHTIB B YMOBAax Oprasi3allii HaBUaJbHOTO MPOIIECy 3a
MOJYJIBHO-PEUTHHTOBOIO0 CHCTEMOIO 3MIIMCHIOETHCS UISIXOM TOTOYHOTO, MOJIYJIBHOTO,
MiJICYMKOBOTO (ceMecTpoBOoro) KoHTpoito 3a 100-0anbHOIO IITKaNOK OIlIHIOBAaHHS, 3a
mkaigoro ECTS ta HarloOHAJIBHOIO MIKAJI0K OL[IHIOBAHHS.
8.1. INomounuii konmpons
[ToTouHMiT KOHTPOJIF — I OIIHIOBAHHS HABYAJILHUX JIOCSITHEHb CTY/ICHTa (PiBEHBb
TEOPETUYHUX 3HAHb Ta MPAKTHYHI HABUYKU 3 TEM, BKIFOUEHHX JIO 3MICTOBUX MOJYIIB) ITiJl
4yac MPOBEJICHHS ayJAUTOPHUX 3aHATH, JUCTAHILINHOTO HaBYaHHsS, OpraHizaiii camoCTiiHOL
po0OTH, Ha KOHCYJbTAIIAX (M1 Yac BIAMPAIIOBAHHS MPOMYIIEHUX 3aHATh YW 3a Oa’KaHHS
T1IBUIIUTH MOTMIEPEIHE OLIIHIOBAHHS) Ta aKTUBHOCTI CTYJICHTA Ha 3aHSTTI.



[ToToyHMI1 KOHTPOJbL peali3yeTbcs y (QOopMi ONUTYBaHHS, KOHTPOJBHUX pOOIT,
BUCTYIIB, EKCIIPEC-KOHTPOJIIO, KOHTPOJIO  3aCBOEHHS  HAaBYaJIbHOIO  MaTepiaiy,
3aIlJIJAHOBAHOT'O HA CAMOCTIIHE ONpAIfOBAHHS CTYACHTOM TOILO.

8.2. Iliocymxosuti KoHmpo
[TincymMkoBuUii — eK3aMeH

9. Po3nogii 0aaiB, IKi OTPUMYKOTH CTYAEHTH

eK3aMeH
[Toroune TecTyBaHHS Ta caMOCTiHA poOoOTa [Tincymko | Cyma
3mictoBuii | 3micToB | 3MIcTOB | 3MICTOB | 3MIC | 3MICTOB BUH TECT
MOy | 17071 ui ui TOBU 15051 (ex3aMeH)
MOJYJIb | MOJYJIb | MOZYJIb 51 Monyiib
2 3 4 MOy 6
Ib 5
T1 T2 T3 T4 T5 T6 T7
7 7 7 7 7 7 8 50 100
T1, T2 ... T7 — TeMu 3MICTOBHUX MOMYJIIB.
IIIxana ominoBanHa: HamioHaJabHA Ta ECTS
) . Ormiaka O1iHKa 32 HalOHAJIBHOIO IIKAJIOK
Cyma 6aﬂ11.3. 3 BC1 BUIH ECTS '
HaBYaJbHOI JISIILHOCTI JUTSI €K3aMEeHY, 3aJIiKy
90-100 A BIAMIHHO
80-89 B
65-79 C noope
55-64 D
50-54 E 3aJI0BIJIBHO
35-49 EX HE3a/I0BUIHHO 3 MOKJIMBICTIO TTOBTOPHOTO
CKJIaJIaHHS
0-34 = HE3aJI0BUIBHO 3 06OB’H3KOBI/IM. OBTOPHUM
BUBUYEHHSM JHUCIIUIUIIHU

10. MeToanuHe 3a0e3neyYeHH

1. Ocramenko C. A. Business English. HapuanpHuii mociOHUK 1 CTYIEHTIB
eKOHOMIUHUX crerianbHocTel / CBiTiana AnaromniiBHa Ocranenko. — Kpusuii Pir :
JorHVYET, 2015. — 246 c.

2. Ocranenko C. A. English for Banking. MeroauuHi BKa3iBKH 10 MPaKTHYHHX
3aHATh 3 JTUCHMIUIIHU «[HO3eMHa (aHTJIIMChbKA) MOBa» JJIsl CTY/ACHTIB CIEIaIbHOCTI
6.030508 «@inancu 1 kpemuT» crmemianizamnii «bankiBchbka cmpaBa» / CiTiana
AmnaroniiBHa Ocranenko. — Kpusnii Pir : JIonHYET, 2015. — 100 c.
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3. Economics Nowadays [Tekcr] : HaB4. mociO. IS CTY/A. €KOH. CIell. 3a04. opma
HaB4YaHHS / M-BO OCBITH 1 HayKu YKpaiHu, JloHel. Hall. yH-T €KOHOMIKHU 1 TOPTiBIIi
iMm. M. Tyran-bapanoscbkoro, Kad. inozem. moB. ; ®. A. MoiceeBa, O. JI.
bypnakosa, O. 1. I'aBpunina. — Jlonensk : [[loeHYET], 2009. — 296 c.

4. Test your knowledge: 36ipHHK TECTiB [UIsl MOTOYH. KOHTPOJIIO 3HAHb JJIsA CTY/I.
crer.: 6.030510, 6.0305010, 6.050100, 6.140101, 6.051701, 6.020107 gen. ¢popmu
naBuanHs / E. €. barypinma, H.B. biman, K. O. Bosunceka, O. 1. T'aBpurina,
JI. O. €pum, FO. B. 3yopinoBa, ®. A. MoiceeBa, B. A. Ycauos, C. JI. dununenxo,
H. A. Yeprok. — Joueusk : JlostHYET, 2012. — 70 c.
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3ABJAHHS 10 MPAKTHYHWX 3AHATH
TA CAMOCTIMHOI POBOTU CTYJEHTIB

Unit 1.
JOBS IN ACCOUNTING
Get ready!
1. Before you read the passage, talk about these questions.
e What jobs do accountants do?

e \What are the educational requirements for accountants?

Reading
2. Read the advertisement from a business college. Then, choose the correct
answers.
ACCOUNTING IS A GREAT CAREER CHOICE
There are many jobs available for accountants. Here are a few:

Bookkeepers work in a company's back-office. They record everything the
organization earns or spends.

Tax Accountants help their clients fill out tax returns.

Internal Auditors check their employer's records for accuracy.

Budget Analysts manage a company’s financial plans.

Management Accountants are business supervisors. They study business
operations and help maximize profits.

Financial Advisors help people make smart investments. The highest-paying
positions require a CPA license. But jobs are also available for students. Many firms

hire them as trainees or file clerks.

1. What is the advertisement mainly about?
A a new record keeping method
B how to invest wisely
C steps to becoming a CPA

D different accounting jobs

12



2 People discuss investments with
A bookkeepers
B trainees
C financial advisors
D file clerks
3 What can be inferred about file clerks?
A They work as volunteers.
B They train for at least a year.
C They are not required to have CPA licenses.

D They have one of the highest paying positions.

Vocabulary

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

1 _ budget analyst A a person who fills out tax forms

2 _ bookkeeper B a person who records transactions

3 _ trainee C a person who reviews financial plans

4 _internal auditor D a person who is learning a new job

5 _tax accountant E a person who checks records for accuracy

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

back-office clients file clerk firm CPA

1 Steve needs a license to get a higher-paying job.

2. John is in accounting school. He also works as a

3. Most book keepers work in the

4. Accountants who advertise on TV get more

5. Some accountants work alone. Others work for a

13



Unit 2.
OFFICE MATERIALS

Get ready!

1. Before you read the passage, talk about these questions.

1
2

. What supplies do offices need?

. How much do office supplies cost?

Reading

2. Read the Invoice from an office supply company. Then, mark the following

statements as true (T) or false (F).

1
2
3

. One bulletin board costs more than one stapler.
. The customer is required to pay a ten-Percent tax.

. The customer will pick up the order in Person.

Vocabulary

3
1
2
3
4
5
6

4. Read the sentence pair. Choose where the words best fit the blanks.

1

. Match the words (1-6) with the definitions (A-F).
. hote Pad
. desk lamp
. Paper clip
. cubicle divider
. binder
. bulletin board
A. asmall object that holds Papers together;
B. a book of blank paper used for writing;
C. thin barriers that divide office space;
D. a device that illuminates a work space;
E. a wall Pane/ that people post messages on;

F. a notebook with rings or clamps to hold paper.

. file cabinet / white board
Update the records, then put them in the

Start the meeting by writing your name on the
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2. stapler / dry eraser
She used the  toclear the white board.
The papers fell apart. My must be broken.
5. Listen and read the invoice again. What is the cost of two staplers, ten note pads,
fifty binders and a desk lamp, plus tax?
Listening
6. Listen to a conversation between a bookkeeper and a customer service
representative. Choose the correct answers.
1) What is the dialogue mostly about?
A placing an order C an order error
B broken merchandise D shipping times
2) What will the man likely do next?
A give the woman a refund C ask the woman to return the lamps
B ask for more information D complete the woman's order
7. Listen again and complete the conversation.
Representative: Mega-Office Supply. How may | help you?
Bookkeeper: Hi. This is Stacy from Equity Accountants. There's a problem with
#626.
Representative: Sorryto _ that. What's the problem?
Bookkeeper: You ___thirteen desk lamps; but we ordered thirty.
Representative: I'm sorry, | didn't quite _ that. What did you say?
Bookkeeper: Isaidwe5 thirteen desk lamps; but we ordered thirty.
Representative: |see. Well, 16 for the error. We’ll ship the rest today.
Bookkeeper: Thank you!
Speaking
8. With a partner, act out the roles below based on Task 7. Then switch roles.
Use language such as:
There's a problem with ...
You sent ... but we ordered ...

| apologize for the error. We'll ...
15



Student A: You are calling an office supply company. Talk to Student B about:
¢ an crror

* what you ordered

» what you received

Student B: You work at an office supply company. Answer Student A's questions.
Writing

9. Use the conversation from Task 8 to complete the packing slip.

MEGA

OFFICE SUPPLY

Original order:

Units shipped:

Number of missing units:

Please accept our apology for our error on your last order.

Thank you for your patience.

Sincerely,

President, Mega-Office Supply
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Unit 3.
BOOKING CYCLE
Get ready!
1. Before you read the passage, talk about these questions.
e \What are the basic tasks in bookkeeping?

e What are some of the documents that they use?

Reading
2. Read the entry on a bookkeeper's blog. Then, choose the correct answers.
GETTING BACK TO BASICS
Let’s review the basic bookkeeping cycle. No matter what type of organization you
work in, there are six steps.
1. Gather source documents for all transactions. These include:
Purchase invoices
Payroll Master Files
Time cards
Credit card statements
2. Analyze the financial effect of every transaction. Typical transactions include:
Payroll
Sales
Purchases
3. Record financial effects in a journal. Then post them in the accounting software.
4. Perform end-of-period procedures:
Count inventory
Check for errors in classification
Adjust for errors
5. Prepare an adjusted trial balance.

6. Close the books at the end of every fiscal year.

1. What is the passage mainly about?
17



A end-of-period procedures
B minimizing financial effects
C steps in the bookkeeping cycle
D how to gather source documents
2. According to the passage, which is NOT a source document?
A credit card statement
B purchase invoice
C accounting software
D payroll master files
3. What is true according to the passage?
A Every organization follows a different bookkeeping cycle.
B Financial effects are recorded in two different places.
C Adjusted trial balances carry over to the next fiscal year.

D Accounting software creates most source documents.

Vocabulary

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

__source documents A a purchase, sale, or payment

_ transaction B a receipt for a credit card purchase

_ credit card slip C afile containing employee's salary information
_ purchase invoice D a document requesting payment for a purchase

_ payroll master file E a computer program that organizes financial data
__accounting software F documents from various financial transactions

4. Fill in the blanks with the correct words and phrases from the word bank.
time card adjusted trial balance fiscal year payroll end-of-
period procedures

1. Jack made a few errors while preparing the

2. In Canada, the goes from April to March.

3. Perform before opening books for the new period.
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4, Is one of the most predictable business expenses.

5. Tim didn't clock in, so his Is short eight hours.
5. Listen and read the bookkeeper's biog again. At which step are classification

mistakes corrected?

Listening

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

1. The man maintains the accounting software.

2. The woman will not collect the source documents.

3. The department managers supply source documents weekly.

7. Listen again and complete the conversation.

Accountant 1: Do you havea _ Mr. Smith?

Accountant 2: Certainly, Nancy. What can | help you with?

Accountant 1: One question —how do I collectthe _ ?

Accountant 2: Actually, you don’t collect them.

Accountant 1. Really? Howdo!l  ?

Accountant 2: The __ managers give them to you at the end of every month.
Accountant 1: Ah, I see. And then I just __ the data in the accounting software?
Accountant 2: That’s right. _ the data from the source documents in the

accounting software.

Speaking

8. With a partner, act out the roles below based on Task 7. Then switch roles.
Use language such as:

Do you have a moment?

Howdol .. ?

The ... give them to you at the end of ...

Student A: You are a new accountant. Talk to Student B about:

* gathering documents
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 recording data

Student B: You are a senior accountant. Answer Student A's questions.

Writing
9. Use the conversation from Task 8 to fill out the accountant's notes.
Duties/Frequency

Department managers

Accountants:
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Unit 4.
INVESMENTS
Get ready!
1. Before you read the passage, talk about these questions.

A U.S. firm is thinking of investing in a European company and you are advising
them. They have some questions to ask the owners. Can you think of three more
questions?

1) At what rate have they depreciated the plan?

2) What is the proportion of debt to equity in the business?

Reading

2. Here is an email. The CFO of a British company is writing to the head of the
Italian subsidiary. What is Rocco’s job?

Hello Marco!

Thanks for your email. As you know, before we can agree to your investing in
the new plant in Slovakia, we need to have a clear description of the project. I’ve
listed the main points below. If you have any questions give me a call, but remember
I’'m away the first two weeks of December. I’ve copied this email to Rocco as I'm
sure he will be responsible for producing much of the information.

1) audited financial statements of the plant’s current owners;
2) planned sources of supply;

3) possible suppliers of capital goods and services;

4) anticipated output;

5) markets and distribution channels;

6) competition;

7) a summary of project costs.

Best wishes

KJ
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3. Read the email again and then decide if the following statements are true [T] or
false [F].

1) Rocco is senior to Marco in the company hierarchy.

2) The British company has already decidedto invest in the new plant.

3) KJ wants Marco to describe the project in more detail.

4) KJ wants financial information about how the plant has performed in the past.
5) KJ wants to know about other similar plants in the market.

6) KJis very interested in how many people work in the plant.

7) KJ needs to have the completed report by 7 December.

4. Here are some useful phrases for giving a presentation. Match the parts so that

they make sense.

1 |If you don’t mind, happy to take really want to.

| would prefer to

9 | will now be some of the issues in you can create successful
international teams.
3 [There’ll be take notes unless you at the end.

answer any questions you may

4 'l start with my presentation.

have
5 [Then we’ll look at look at how any questions.
6 [Finally we’ll a short description of the general issues.
7 [There’s no need to  fthree parts to more detail.

5. Now prepare a short presentation on a project you are working on at the moment,
or perhaps a procedure you are very familiar with. You may like to use the following

structure to plan your talk:
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DID YOU KNOW?

Planning a talk

No matter what language it is in, a good talk has a very clear structure.

Introduction Summary

Explain who you are, and how your| Briefly remind your audience what you

benefit the audience. covered, and repeat your main points.

Give a brief outline of what you Conclusion

Main body Stress your main message, and make

Go into detail about your different audience knows how they can use this

topics. message.

Vocabulary
6. Complete the puzzle to find the hidden word.

1) the difference between the

amount actually paid for a company rx a |

and its book value;

2) the ways that goods are delivered 2 | ; _ gg__J]
to the customer: distribution...;

3) taking control of a company by ) | “__
buying most of its shares: a ...; ) I

4) another word for abroad; L

5) a company, piece of land, etc.

bought by a company: an ...;

6) a company’s raw material and 6

finished or unfinished products that haven’t been sold yet.

Speaking
7. Work with a partner. Use the role cards in the Partner File to have a meeting about

Investing abroad.
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Student A. You work in the finance department of a large U.S. based conglomerate, and
are currently at a trade fare in Valencia. You boss has asked you to look out for
European companies interested in working with you — your company needs to get a
foothold in the expanding European market. You are about to meet up with someone
from a medium-sized European company which is looking for investment from abroad.
This could be your chance. Your aim in the meeting is to decide what information you
need from the other company, and what happens next.

Student B. You are at a trade fair in Valencia, representing a medium-sized European
company which is looking for investment from abroad. You meet up with a
representative from a large U.S.-based conglomerate who sounds interested. Your aim
in the meeting is to decide what information you need from the other company, and

what happens next.

Reading
8. Read the text about conglomeration and the role of accountants. Which opinions
(if any) do you agree with?

Accountants are responsible for reporting on the future profitability of an
international merger or takeover. It is the accountants who produce financial
information so they are best equipped to analyze the numbers of a potential partner or
target. The accountants should see the opportunities for growth.

Accountants have no people skills. They are not trained in the finer art of
communication. They should therefore be left in their offices to punch the numbers.
They can’t be let loose with representatives from the potential partner!

Accounting rules are basically the same all over. Maybe we’ll have to learn a few
more things, but our job will be basically the same.

Accountants are only responsible for checking the figures provided by the
company or organization. They have no skill in seeing opportunities for companies to
expand.

Accountants nowadays have ever-increasing responsibilities. They are on the

boards of directors of companies ail over the world. They are involved in negotiations
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and meetings every day. They are no longer machines dressed up in suits. They have
had to improve their communication and interpersonal skills.

Accounting regulations are different in every country. Globalization will lead to
accountants having to be up to date on the latest developments, and not only those of the

country they work in.

Writing
9. Comment on the next points.
o How do you think globalization has affected — or will affect — you?
o What about the next generation of accountants? How do you think their

jobs will be different?
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Unit 5.
TAXES
Get Ready!
1. Before you read the passage, talk about these questions.
e \What are some different types of taxes?

e How do accountants help with taxes?

Reading
2. Read the advertisement from an accounting firm. Then, mark the following
statements as true (T) or false (F).
INTERNAL REVENUE SERVICE
We will get it done. We will get it right.
We will help you get on with your life.
That’s the promise of Calvin Dean and Associates. We specialize in tax accounting.
Our experienced accountants help you with all your tax accounting needs:
e Corporate tax e Property tax e Inheritance tax
e Sales tax e Excise tax e Value-added tax
In addition to individual and corporate accounting, we also offer income tax preparation
services. We assist you in filling out your tax forms. Then we will file them with the

IRS at no additional charge. Call today to make an appointment.

1. The firm works with both individuals and corporations.
2. The company does not fill out tax forms.
3. There is an additional fee for filing with the IRS.

Vocabulary
3. Match the words (1-5) with the definitions (A-E).
1 corporate tax A money that businesses pay to a government

2 property tax B money that is paid to a government after a person dies
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3 file C a fee that local governments
4 sales tax D a fee that governments charge when goods are sold

5 inheritance tax E to submit documents to a government agency

D

. Fill in the blanks with the correct words from the word bank.
value-added tax specialized IRS excise tax tax forms

. In addition to paying taxes, people also have to file

. The Is the US agency in charge of taxation.

. Accountants sometimes In a certain type of accounting.

Is charged at each step in the manufacturing process.

1
2
3
4, Is a fee for producing products like fuel and tobacco.
5
5

. Listen and read the advertisement again. Which area is Calvin Dean and

Associates dedicated to?

Listening
6. Listen to a conversation between an accountant and her client. Choose the correct
answers.

1) What is the dialogue mostly about?

A selling materials B increasing sales tax

C describing new taxes D explaining a type of tax
2) Value-added tax
A adds value to products B was replaced by sales tax

C has not been adopted in the USA D is applied when final products are sold

7. Listen again and complete the conversation.

Accountant: How are you today, Mr. Jackson?

Client: I'm good. Could you something for me?

Accountant: Sure. What is it?

Client: Well, 1 what value-added tax is.

Accountant: It’s like sales tax. When a company sells __ or parts to another, they

pay a tax.
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Client: So, does that my company?
Accountant: No. You only in the United States, which hasn't adopted a value-
added tax yet.

Client: Oh, I see. So that’s not something | need

Speaking

8. With a partner, act out the roles below based on Task 7. Then switch roles.
Use language such as:

Could you clarify something for me?

| have no idea what ... is.

It's ...

Student A: You are talking to an accountant. Talk to Student B about:

* value-added tax

* how it works

« if it applies to you

Student B: You are an accountant. Answer Student A's questions.

Writing

9. Use the conversation from Task 8 to fill out the email. Make up a name for the
accountant.

FROM: Donald Benton, Manager

RE: value-added tax

What is value-added tax? Does it apply to us?

DB

[reply]

FROM: , Accountent

Mr. Benton,

Value-added tax is

Cordially,
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Unit 6.
AUDITING
Get Ready!
1. What does an auditor do? Look at the following activities and decide which ones
are normally done internally or externally.
An auditor...
e spends time getting to know the business as well as the environment and the industry
in which it operates;
e alyses the internal business and financial systems used to make and record
transactions;
e gathers evidence on the financial control systems and the figures in the financial
statements;
e gives advice on the business methods and transactions of the company;
e examines financial statements to determine whether they conform to generally;
e accepted accounting principles;
e prepares the financial statements in accordance with the generally accepted acounting;
e principles of the country where the enterprise operates;
e examines the management report and determines whether it conforms to the financial
statements;
e guarantees the correctness of the figures presented in the accounts;
e provides consulting services;
e presents a written report to the management of the company, describing whether the
accounting records, financial statements and management reports conform to legal
requirements;

e maintains confidentiality and independence.
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2. Find the sentence on the right which is closest in meaning to the sentence on the
lef.

a We can ignore the competition.

1 We have to keep up with the competition. X
b We can’t ignore the competition.

2 You can’t really justify spending so much a You can’t defend your actions.
money on office equipment. b You can defend your actions.

a Thisis a plan to start a business.

3 This plan is designed to keep us in business. .
b This is a plan to get business.

We spent very little money on this.

4 This was a sizeable investment on our part. .
We spent a lot of money on this.

o o

The figures are very high.

5 These figures are too material for us to ignore.
The figures are very low.

a Have another think about it.

6 |suggest you consider this again. ;
b Forget it.

a You think this is fair.
b | think this is fair.

3. Here is the conversation between Janet Hendley, a partner in an audit firm and

7 I'm sure you'll find it's reasonable.

Claude Bernaud, the CFO of a French company. But the sentences are in the wrong
order. Re-arrange them so that the conversation makes sense.

A. Janet: Glad to be of assistance.

B. Janet: Good to hear.

C. Janet: Tuesday? No, sorry, I’'m afraid I’'m busy on Tuesday. What about Wednesday
morning? At, say, 9 a.m?

D. Janet: Hendley and Sanderson. Janet Hendley speaking.

E. Janet: Hi Claude. How’s it going?

F. Janet: Yes, you too. Bye.

G. Janet: Yes, yes. Actually, we had a meeting this morning. | was just about to send
you an email. You’ll be glad to hear that the partners have agreed with your proposal.

H. Claude: Yes, that sounds good, Wednesday at 9. So, Janet, I’ll see you then. Have a
good weekend.

I. Claude: Bye.

J. Claude: Erm. One other thing. There are some other things I’d like to go over with
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you, but I’d prefer to do it in person, not over the phone. Could you come by the office
next week sometime? Tuesday, say?

K. Claude: Hi Janet. It’s Claude.

L. Claude: Listen, Janet. I'm just calling to find out if you’ve had a chance to look at
those capitalization of costs yet. You know - our machine upgrades?

M. Claude: Not too bad. Our latest sales figures are quite good so the boss is happy. N.
Claude: That’s great. It’1l really help.

Speaking.
5. Work with a partner to practice making a telephone call. Use phrases from the box
below.

Telephone phrases Making appointments

Hello, thisis ... from .... Could you come by the office next

May 1 speak to .... please? How/What about Monday at 9.30?

Could you put me through to Can you make Tuesday afternoon?

-Janet speaking. - No, I’'m sorry. I’m busy then.

Hello, Janet. It’s Claude. - Yes, that sounds good.

Student A. You would like to arrange a meeting with a colleague to discuss your ideas
for some new software for the department. It is very urgent as you have a meeting next
Friday with the head of your department and your boss expects results. Phone your
colleague and find a suitable time to meet. (You will need your diary.)

Student B. You are looking through your diary for next week when the phone rings.
You see from the number on your display that it is a colleague. Answer it. (You are very
busy next week and it will be difficult to schedule any new appointments but you might

be able to fit something in if it is important!)
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6. Auditors often have to write or present reports on the financial information they

have audited. This is especially important for enterprises with branches or
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subsidiaries in foreign countries. Look at the following sentences and decide which
graph or chart goes best with the description
1. Figures have increased slightly.
Figures have increased dramatically.
Figures have increased steadily.
This is a significant drop.
This is a gradual drop.
The situation is stable.
There have been some fluctuations.

The situation was pretty bad, but is now improving slowly.

© 0o N o gk~ N

Profits have been falling since the fire.
10.We’re hovering at around 3%.
7. Now choose the option which makes most sense.

‘Have a look at this. Last year was really good. Profits fell/rose (1) dramatically
after we launched Glenogen. And here you can see how it affected the rest of the
market. CFL remained stable/gradual (2), which was a bit of a surprise, but Junfil was
hit quite badly — sales increased/ decreased (3) to almost non-existent. Now look here.
This next graph shows what we think will happen next year. Good news again.
Everything’s going up/down (4).’
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Speaking

8. Work with a partner to practice describing graphs or trends. Use phrases from

exercise 6.

Student A. Look at the following graphs. They are incomplete. You have one part, while

your partner has the missing part. Work with your partner to complete the information.

Sales
s
Dividend Price

€
4m

am

im

A VAVAV)

3.5m

03 04 05 06

Profit

03 04 05 06

Student B. Look at the following graphs. They are incomplete. You have one part, while

your partner has the missing part. Work with your partner to complete the information.

Sales
$

2m

im

03 04 05 06
Dividend Price
€

i /\
3.5m

03 04 05 06

Writing.

Profit
$

2m

im

03 04 05 06
Costs

€
400
3504 \
300 -

i

03 04 05 06

9. Now write a report on some figures from your company or from one of your clients.

Explain the movement from one year to the next, giving the cause and the result.
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Here are some phrases which might help.

Useful Phrases.

Explaining causes and results

Cause Result

This happened because ... It could lead to ...

This (increase/decrease) is due to What could happen is ...

This is a result of... Because of this, we’ll see ...
Reading.

10. Read this example of an extract from an independent auditors’ report in the U.S.A.
and answer the questions.

To Share Owners and Board of Directors of Megatrap Corp

We have audited the accompanying statement of financial position of Megatrap
Corp and consolidated affiliates as of December 31, 2007 and 2006, and the statements
of earnings, changes in share owners’ equity and cash flows for each of the years in the
three-year period ended December 31,2007. These consolidated financial statements are
the responsibility of the Company’s management. We have to express an opinion on
these consolidated financial statements based on our audits.

We conducted our audits in accordance with auditing standards generally
accepted in the United States of America. Under these standards we have to plan and
perform the audit to obtain reasonable assurance that the financial statements do not
have any material misstatement. We examined on a test basis the evidence supporting
the figures and disclosures in the financial statements. We also assessed the accounting
principles used and significant estimates made by management, and we evaluated the
presentation of the statements.

In our opinion, the aforementioned financial statements present fairly, in all
material respects, the financial position of Megatrap Corp and consolidated affiliates at

December 31,2007 and 2006, and the results of their operations and their cash flows for
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each of the years in the three-year period ended December 31,2007, in conformity with
accounting principles generally accepted in the United States of America.

1)  According to the report, an audit does several things. What is mentioned?

2)  What documents did the auditors look at?

3)  Inwhat ways is this report different to those used in your country?
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Unit 7.
GAAP and IASB

Get ready!

1. Before you read the passage, talk about these questions.

e \What are some rules that accountants have to follow?

e How do accounting rules change in different parts of the world?

Reading

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

(F).

Businesses exchange information, therefore companies must have broad-scale

uniformity in their records. Information must stay consistent.

USA
Generally Accepted Accounting

Principles

(GAAP)
In the USA, the Financial Accounting
Standards Board (FASB) has a system. It's
called Generally Accepted Accounting
Principles (GAAP). GAAP is a rules-
rules for

based approach. It creates

disclosure

Europe

International Accounting Standards

Board

(IASB)
In Europe, there is another governing
body. It's called the International

'‘Accounting Standards Board (IASB). It
uses a principles-based approach. It
describes general accounting principles.
Accountants use these as a guide. 't shows
them how to record financial transactions
and hi

financial statements.

include proper disclosure in

1. Europe and the United States have different accounting standards.

2. The FASB creates standardized rules for the governing bodies.

3. IASB accounting standards follow a principles-based approach.



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

1. The company follows both the FASB and the European body that sets accounting

standards.

2. FASB is the governing body that establishes American accounting standards.

3. Accounting records must be the same across numerous samples.  _n s
t

4. American accounting standards include rules for giving out financial information.

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

rules-based approach broad-scale uniformity FASB
principles-based approach governing bodies
1. GAAPisa
2. design accounting standards.

3. Most European companies follow a

4, Is the organization that makes accounting rules in America.

Accounting standards provide among organizations.

5. Listen and read the article again. Which standard do the majority of

companies use?

Listening

6. Listen to a conversation between two accountants. Choose the correct answers.
1) What is the dialogue mostly about?

A the flexibility of JASS

B advantages of using GAAP

C which accounting standards to use

D businesses in Europe and the USA

2) The accountants use both standards because they
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A have clients in Europe and the USA

B want to determine which is better

C don't want to be inconsistent

D have clients that requested it

7. Listen again and complete the conversation.

Accountant 1: Did you read the  this morning?

Accountant 2: You mean the one that says we have to follow Both GAAP and
IASB?

Accountant 1: Yes. Why do we have to follow both?

Accountant 2: Well , bothhave _ and disadvantages.

Accountant 1: Like what?

Accountant 2: GAAP has ___ instructions. But it is restrictive. IASB is . But it
can be inconsistent.

Accountant 1: Why not just pick one __ to use?

Accountant 2: Well , we have clients in both the USA and Europe. It's better to use

both that they are familiar with.

Speaking

8. With a partner, act out the roles below based on Task 7. Then switch roles.
Use language such as:

Did you read the ... ?

Why do we have to ...?

GAAP has . .. Butit'salso. . .

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

* accounting standards;

* advantages of each;

» disadvantages of each;

Student B: You are an accountant. Answer Student A's questions.
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Writing

9. Use the conversation from Task 8 to fill out the accountant's notes.

GAAP IASB

Advantages

Disadvantages

Primarily used in
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UNIT 8
INCOME STATEMENTS
Get ready!
1. Before you read the passage, talk about these questions.
e \What information goes on income statements?

e How do companies use income statements?

Reading
2. Read the income statement and magazine article. Then, mark the following
statements as true (T) or false (F).

GETTING TO THE BOTTOM LINE
Most people know that the term "bottom line" means "the most important thing." But
it's also an accounting term. It refers to the bottom line of an income statement. An
income statement is also called a P & L. That means "profit and loss." A P & L
statement shows a summary of a company's financial transactions over a period of time.
The number that remains on the bottom line is called net income. This amount is the
company's bottom line.
It starts with sales revenue. This is the money a company gets from selling goods. The
cost of those goods is deducted from the revenue. Next the general and administrative

expenses are deducted. Finally, taxes are subtracted.

1. “Bottom line”” means net income.
2. Operating margin minus taxes is gross margin.

3. P&L statements show information from a period of time.

Vocabulary
3. Match the words (1-5) with the definitions (A-E).
1. gross margin A a statement showing financial information for a

2. sales revenue certain period
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3. taxes B money that is paid to a government
4. P&L C the costs associated with organizing and running a
5. general and administrative business
expenses D an amount that is calculated by subtracting cost of
goods sold
E the money that is received from selling goods or

services

4. Fill in the blanks with the correct words and phrases from the word bank.
operating margin Income statement net income selling

1. Subtract taxes from the to find net income.

2. Is the act of exchanging goods for money.

3. Is the amount of money retained after all expenses.

4. A(n) Is a document showing how much money was made.

5. Listen and read the income statements and article again. What is deducted from

sales revenue to show the bottom line?

Listening

6. Listen to a conversation between two accountants. Choose the correct answer.
1) What is the dialogue mostly about?

A an increase in sales revenue

B anew way to report income

C a previous year's bottom line

D adisappointing p & | statement

2) The company's bottom line dropped becaus

A sales revenue decreased

B cost of goods sold increased

C the government raised taxes
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D there was an error in thep & |

7. Listen again and complete the conversation.
A 1. Hi, peter. Would you like some coffee?

A 2. Nothanks. Let'sget  to business.

A 1l: Ok.Haveyouseenthe P &L?

A 2: No, | haven't. What’s the problem?

A 1. Look at this! Our bottom line has really dropped. Just __this to last year.

A 2: | see. Sales revenue is down. But cost of goods sold is the same.
A 1. So, what do?

A 2: Well, firstwe need to __ our sales ...

Speaking

8. With a partner, act out the roles below based on task 7. Then switch roles.
Use language such as:

Let's get right down to business.

What’s the problem?

Our ... Has really...

Student A: you are an accountant. Talk to Student B about:

* aP & L statement

* low/high figures

* what to do about it

Student B: you are an accountant. Answer Student A's questions.
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UNIT 9
BALANCE SHEETS
Get ready!
1. Before you read the passage, talk about these questions.
e What information goes on a balance sheet?

e How do companies use balance sheets?

Reading
2. Read the balance sheet and magazine article. Then, choose the correct answers.
Income statements show financial information over a period of time. Balance sheets, on
the other hand, show a company's financial status at a certain moment in time. Let me
show you how to read them.
Balance sheets follow this equation:

Assets = Liabilities +t Owner's Equity
It's that simple. Assets are what a company owns. Liabilities are what a company owes.
Equity is what a company is worth.
Assets include cash, inventory, accounts receivable, and fixed assets like land and
property. Liabilities include accounts payable and debts Owner's equity is the total
value of the company.
The sum of the assets should be equal to the sum of the liabilities plus the owner's

equity.

1. What is the passage mainly about?

A tracking accounts payable and debts

B calculating the total value of a company

C explaining the information on a balance sheet

D understanding the effect liabilities have on equity
2. Which of the following is NOT an asset?

A land

B equity
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C inventory
D accounts receivable
. What is true according to the passage?
A Equity is what a company owns.
B Cash and inventory are fixed assets.
C Accounts payable are considered debt.

D Total assets equal total liabilities and equity

Vocabulary

3
1
2
3.
4
4

D

1
2
3
4.
5
3)

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

. balance sheet A what a company is worth

. OWner's equity B something a company owns

accounts receivable C a record of money that is owed to a company for past sales
. asset D an amount of money that a company owes

. liability E a document showing assets, liabilities, and equity

. Fill in the blanks with the correct words and phrases from the word bank.
accounts payable fixed assets sum inventory debt

. The company records most purchases in

. Companies with too much can't get loans.

Is getting low. Fill out a new purchase order.

Add those figures. Then tell me what the IS.

. The company has a lot of including a new warehouse.

. Listen and read the balance sheet and article again. What is meant by the term

fixed assets?

Listening

6

. Listen to a conversation between two accountants. Mark the following statements

as true (T) or false (F).

1

. The man suggests taking on more debt.
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2. The company has enough cash to pay its debt.

3. The woman says there is an error on the balance sheet.

7. Listen again and complete the conversation.

Al.  butwe have aproblem.

A 2: What's that?

A 1. I was looking at this month's balance sheet. Our accounts payable shows that we
___ $15,000.

A 2: Why is that a problem?

A1l: Well, we  have $10,000 in the bank.

A 2: Isee. We haveto  some money to pay the difference.

A l: Isn’tita __ totake on more debt?

A 2: No. Our accounts receivable shows $15,000.

A 2: No. Our accounts receivable shows $15,000. We can use that to ___ some debt

next month.

Speaking

8. With a partner, act out the roles below based on Task 7. Then switch roles.
Use language such as:

Excuse me, but ...

I was looking at our balance sheet . . .

We need to ...

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

* a balance sheet

» low/high figures

* what to do about it

Student B: You are an accountant. Answer Student A's questions.
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UNIT 10
CASH FLOW STATEMENT
Get ready!
1. Before you read the passage, talk about these questions.
e What is a cash flow statement?

e What are some of the things that go on a cash flow statement?

Reading
2. Read the cash flow statement and magazine article. Then, mark the following
statements as true (T) or false (F).
WHERE DID ALL THAT CASH GO?
Sometimes, an income statement shows huge net income. But the cash flow statement
shows negative cash flow. How can this be?
Cash flow statements show the inflow and outflow of cash. This includes:
revenues and expenses
cash distributions to owners
- dividends paid to stockholders
- financing activities
When a sale is made, it often takes months for payment to arrive. A company
may have generated $500,000 in sales, but only received $100,000 in payment. The
income statement count; $500,000 in revenue. But the cash flow statement records only

cumulative cash - the $100,000 in proceeds.

1. Cash flow statement only record cash.
2. Dividends are not included in cash flow statements.

3. Income statements reflect current status better than cash flow statements.

Vocabulary
3. Match the words (1-5) with the definitions (A-E).
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. cash flow A receiving money from investors or creditors

. generate B created by incremental additions

. proceeds C the process of money moving into and out of a company

. financing activities D to make or create

. cumulative E money earned from a sale

. Fill in the blanks with the correct words and phrases from the word bank.
inflow stockholder cash distributions outflow dividends

. The company makes to the owners every month.

. Every owns a tiny portion of the company.

. Any time money is spent, it is recorded as a(n)

. The company pays quarterly to the stockholders.

. Money received for sales is a(n) of cash.

. Listen and read the statement and article again. Why might a cash flow

statement and an income statement have a big balance difference?

Listening

6

a

. Listen to a conversation between a manager and an accountant. Choose the correct

NSWers.

1) What is the dialogue mostly about?

A money generated from sales

B accounts receivable payments

C errors on an income statement

D contents of cash flow statements

2) The cash flow statement only counts

A net income

B sales amounts
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C cumulative cash

D accounts receivable

7. Listen again and complete the conversation.

Manager: Hi, David. Could I talk to you for a second?

Accountant: Sure.  ?

Manager: Well, our income statement shows a net income of $200,000.
Accountant: That __ about right.

Manager: But the cash flow statement shows only $100,000  from sales.

Accountant: Oh, well, the cash flow statement only counts cumulative cash — the

cash we spend and receive.

Manager: So ... Are you me that we haven't received some of the payments

on our accounts receivable?

Accountant: Exactly. But our accounts receivable should for it by next month.

Speaking

8. With a partner, act out the roles below based on Task 7. Then switch roles.
Use language such as:

Could I talk to you for a second?

The cash flow statement only shows .. .

The cash flow statement only counts .. .

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

* acash flow statement

* low/high figures

* what the figures mean

Student B: You are an accountant. Answer Student A's questions.
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