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IHHEPE/IMOBA

Jlo TeHaeHII1ii MOBHOI OCBITHM Ha Cy4acHOMY €Talll MO>KHA BiJI-
HECTH TParHeHHs J0 JOCATHEHHS 3arajibHOEBPOINCHCHLKOTO PIBHS, He-
00X1THOTO Ta JOCTATHHOTO JJIS CIUJIKyBaHHS, MOTpeda B OBOJIOIHHI
1HO3€MHOI0 MOBOIO SIK 1HCTPYMEHTOM ManOyTHBHOI mpodeciiinoi mis-
JABHOCTI. 31ACHEHHSI TPO(ECIMHUX KOHTAKTIB 3 3apyOI’KHUMH KOJIie-
raMu Mpu O0COOHUCTIM 3ycTpidi abo mo TenegoHy BUMarae Bij Oyxrai-
TEpiB, ayJUTOPIB, EKOHOMICTIB, ()IHAHCHUCTIB, MOJATKIBIIIB YMiHb Bip-
HO CIpUMAaTH Ha ciIyX Uudpu, cyMu, crnenurdiuni (HiHaHCOBI TEpMi-
HU, JiarpaMu, 3BiTH. JIJIs 1IbOTO CTy/IeHTaM aOCOJIOTHO HEJOCTATHHO
CJIyXaTH JIMIIIEe BUKJIaaa4ya. Y Takii CUTYyallll HE3alepeuHUMH € ayio
dhoHOrpaMu Ha piI3HUX HOCISX.

HapuaHHs 1HO3€EMHMX MOB 3 BUKOPUCTAHHSIM aya10 MaTepiaiiB €
Iy’K€ aKTyaJbHUM Ha Cy4aCHOMY €Tarli, OCKIJIbKH 1€l BUJl HaBUYaHHS
Ma€ BEJIMKI MOJKJIMBOCTI JUIA HOCATHEHHS OJHIET 3 OCHOBHHUX IIUJIEN
HaBUYaHHs 1HO3EMHHUX MOB — ()OpMYBaHHS MIKKYJIBTYPHOI KOMIICTCH-
THOCTI CTYy/ICHTIB.

MeTtoro 1aHOT0 TOCIOHUKA € CIIPUSHHS TIPOIIECY BAOCKOHAICHHS
HABUYOK ayJ1IOBaHHS, YUTAHHS, NTMCbMa Ta TOBOPIHHS aHTJIIHCHKOIO
MOBOIO.

[TociOHUK ckIamaeThes 3 I AT yacTuH. [lepia yacTuHa BKITIO-
yae aecatb po3autiB (Dialogues). Yci Aiagoru 03By4Y€H1 HOCISIMH MO-
BU. Ayaio ¢oHOTpaMU MOKHA CITyXaTH Ha KOMIT I0Tepi, Ha Mporpasayi
KOMITaKT-AUCKIB 200 HaBiTh y BIACHOMY aBTO. ABTOPH 3aKIICHTYBaJIH
yBary Ha mpoQeciiiHiil JeKculll, HEOOXIaHIA sl MOJANbIIOl caMo-
CTIHOI pOOOTH CTYJIEHTIB HaJ (PaxoBHUMHU JOKYMEHTaMHU Ta 3BITHIC-
T10. OCcOONMMBY yBary npuaUICHO ae(iHIIIAM, IO Ma€ Ha METI ITpHUBYa-
TH MaOyTHIX OyXranaTepiB Ta (PIHAHCUCTIB 10 TOYHOCTI Ta KOPEKTHO-
cti. [TociOHMK MICTUTH O3BYYEH1 CIOBHUKH. BrpaBu crpsiMoBaHl1 Ha
dbopMyBaHHA 3araJbHUX HABUYOK CIIPUHHATTS MOBJICHHEBOTO MaTepi-
ajy Ta Mojaybiny po0oTy 3 ayaiorekctom. I1in0ip BOpaB Jjis pO3BUT-
Ky BMiHb ayJlIIOBaHHS 3[1MCHIOBaBCS 3 ypaxyBaHHSM C(HOPMOBAHUX
yMIHb Ta HABUYOK 1HIITUX BHUIB MOBJIICHHEBOI AIsIIBHOCTI. BUKOHAHHS
BIIPaB JIa€ MOKJIMBICTh CTYJICHTaM PO3BHBATH MEXaHI3M OINEpPaTUBHOI
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nam’siTi, TPeHyBaTH BMIHHS Ta HABUYKW CIIPUHMATH aHTJIMCBKY MOBY
npodeciHHOrO0 BXKUTKY Ha CIyX, PO3YMITH MpOCIyXaHe, 30araTUTH
CBI CIIOBHMKOBUI 3arac, po3BUHYTH (POHEMATUYHUU Ta 1HTOHAI[IM-
HUM CIIyX Ta MOBJICHHEBO-MOTOPHI 3B’ SI3KH, (PopMyBaTH y MaOyTHIX
(daxiBI[iB yMIHHS YCHOTO CIIUJIKYBaHHS 1HO3€MHOIO MOBOIO.

JIpyra yactTuHa MICTUTh TeKCTH ayAaio daitniB (Scripts). 1o tpe-
ThOI YACTUHU BXOJATh ()pa3u MOBCSAKIACHHOTO BKUTKY Ta BUCIIOBH, SK1
TOIIIBHO BUKOPHUCTOBYBATH TiJ Yac CKJIaJaHHS BJIACHHUX JI1aJIOTIB,
IPOBEJICHHS POJIbOBHUX IFOp Ta BHUCIIOBIIOBaHb 3 MPOOJIEMHUX CUTYa-
uiid (Useful phrases and vocabulary).

UYetrBepra wactuna — Partner Files — 3aBnanfas 115 mapHOi po0o-
™ (Partner A and Partner B). CTyAeHTH MaTUMYyTh MOKIIUBICTb
NMPaKTUKyBaTH Ta BUKOPHUCTOBYBAaTH MOBHHH Marepial B pealbHUX
CUTyallisx y GopmMi poiIbOBUX 1TOp.

B ocrtanHii, 1’ ATii yacTuH1, po3mileHi 18 TecTiB (Tests), ki 10MO-
MararoTh TOBTOPUTH, TIEPEBIPUTH cEOE Ta 3aKPITUTH BUBUYECHUI MaTepial.

[TociGHMK MOXE€ BUKOPUCTOBYBATHUCS B MPOLIECI BUBUCHHS AHT-
JTHACHKOT MOBHU CTyA€HTaMH €KOHOMIYHOTO MpO(]iII0 SK Yy MyJIbTHME-
JTIAHUX KOMIT FOTEPHUX KJIacax, TakK 1 y 3BUYAHUX ayAUTOPISIX.

DIALOQUE 1
audio 2

Ex. I (a) Study the vocabulary:
1. department
2. treasurer
3. senior
4. cost accountant
5. budget manager

BIILT

. CKapOHHK, KacHup

. CTapIInm

. OyXranrep-KaiabKyJIaTop

_Ul-lliJl\)t—*

BIIITOBIAAJIGHUN 3a CKJIAJaHHI
OIO/KETY Ta KOHTPOJIb 3a HOTO
BUKOHAHHIM
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Ex. 1 (b) Study the vocabulary:

1. trainee accountants

1. accountants who are studying for
professional examinations

2. bookkeepers

2. administrative staff responsible for
processing the records of a business’s
financial activities

3. open-plan area

3. (of a building) having large rooms
and few internal walls

4. tax accountant

4. an accountant specializing in a com-
pany’s tax affairs.

5. back-office manager

5. person in charge of the staff respon-
sible for giving administrative support
to the Finance department

6. internal auditors

6. employees of a company who are
responsible for inspecting its accounts.

7. external auditors

7. people employed by an outside firm
of accountants and hired by a company
to inspect its accounts.

Ex. 2 Study the diagram of different types of job in accounting:

external
auditor

public

~/

accountant

Jobsin business

accounting \ consultant

financial
controller

tax advisor




Ex. 3 Michael Rogers, a CPA (Certified Public Accountant)
firom the US is meeting Paul Martens, the CFO (Chief Financial Of-
ficer) of a company in Belgium. Listen to Michael’s conversation
with Mr. Martens’ secretary. Mark the statements true or false:

1. Mr. Martens will be in an hour.

a) True b) False

2. Michael drinks coffee with sugar and no milk.

a) True b) False

3. Everyone works in the open-plan area.

a) True b) False

4. The office in the corner of the open-plan area is used by the
back-office manager.

a) True b) False

5. The external auditors are in one of the conference rooms at
the end of the corridor.

a) True b) False

Ex. 4 Here are some jobs and definitions. Fill in the gaps in
the definitions with words from the box below:

specializing studying for inspecting its accounts

processing the records [3giving administrative support to in-
spect its accounts

1. Trainee accountants

Accountants who are ... for professional examinations.

2. Bookkeepers

Administrative staff responsible for ... of a business’s financial
activities.

3. Tax accountant

An accountant ... in a company’s tax affairs.

4. Back-office manager

Person in charge of the staff responsible for ... to the Finance
department.

5. Internal auditors

Employees of a company who are responsible ... .



6. External auditors
People employed by an outside firm of accountants and hired by
a company ...

Ex. 5 Listen to the dialogue again and fill in the gaps with the
words from the box below:

individual open plan treasurer trainee accountants
tax accountant bookkeepers cost accountant de-
partment budget manager like

back-office manager call internal auditors floor
external auditors

Secretary Mr. Martens will be with you in a moment. He’s just fin-
ishing a phone ...1... .

Michael Thank you.

Secretary Would you ...2... some coffee?

Michael Yes, that would be great. Milk no sugar, please.
Secretary Here you are.

Michael Thank you.
Michael Is this the whole ...3...?

Secretary No, no, not at all. On this ...4... we have the ...5... and
the ...6... .

Michael Uh-huh. And does every one work in the ...7... area?
Secretary No, some of the managers have ...8... offices. The two

big offices on the left are for the company ...9... and for
our senior ...10... . The offices on the right are for our



..11... and for our ...12... .
Michael And the office in the corner of the open-plan area?

Secretary That’s used by our ...13... .
Michael And you have offices downstairs as well?

Secretary Yes, that’s correct. Downstairs are the ...14... and at the
moment we have a team of ...15... . They’re in one of the
conference rooms at the end of the end of the corridor.

Michael 1 see.

Ex.6 Listen to the dialogue and put the sentences in the correct
order as they appear in the conversation:

1 a) Downstairs are the internal auditors and at the moment
we have a team of external auditors.

b) Milk no sugar, please.

3 c) On this floor we have the trainee accountants and the
bookkeepers.

d) And the office in the corner of the open-plan area?

5 e) The offices on the right are for our cost accountant and
for our budget manager.

Ex.7 Here are some mixed up phrases from the conversation. Lis-
ten and put the words in the correct order so that they make sense:

1.

moment Martens with Mr. a will  1in be you
2.
? Would coffee you some like
3.

individual offices No, managers some have the of



4.

back-office manager That’s our by  used
5.

of the They’re rooms at  the conference in the one of
corridor end

Ex.8 Single out the main points of the dialogue. Use the fol-
lowing opening phrases:
1. The dialogue looks at (the problem of...)...;
. The dialogue deals with the issue of...;
. It is clear from the dialogue that;
. Among other things the dialogue raises the issue of...;
. The problem of ...is of great importance.
. One of the main points to be singled out is;
. Great importance is also attached to...;
. In this connection I’d like to say...;
. It further says that..
10. I find the question of very important because. .
11. We shouldn’t forget that...;
12. 1 think that...should be mentioned here as a very important
mechanism of...

O 00 1 O v B WD

Ex.9 Make up your own mini-dialogues using “Useful Phrases
and Vocabulary” and “Everyday Phrases” from Supplements

DIALOGUE 2

audio3
Ex. 1 (a) Study the vocabulary:
1.experience 1. mocBig

10


http://www.google.com.ua/imgres?q=photo+accounting&hl=ru&sa=X&gbv=2&biw=1280&bih=827&tbm=isch&prmd=imvnsfd&tbnid=kZQYT1jF0rcCqM:&imgrefurl=http://www.globalsearchnetwork.com/industry-focus-FA.aspx&docid=gkxHysVinlefsM&imgurl=http://www.globalsearchnetwork.com/images/finance-accounting.jpg&w=380&h=252&ei=TGO6Tta-J8bS4QTvrYT-Bw&zoom=1
http://www.google.com.ua/imgres?q=photo+accounting&hl=ru&sa=X&gbv=2&biw=1280&bih=827&tbm=isch&prmd=imvnsfd&tbnid=m17OelCkrJeoFM:&imgrefurl=http://www.unique-accounting.com/&docid=tnSZxcsd_sEbbM&imgurl=http://www.unique-accounting.com/Images/Layout/FrontPage3.gif&w=276&h=222&ei=TGO6Tta-J8bS4QTvrYT-Bw&zoom=1

2. impressive 2. BpaxKarouui

3. requirements 3. BUMOTH

4. position 4. mocama

5. Brussels braslz 5. bproccens (benbris)
6. I guess 6. s1 Iymaro

Ex. 1 (b) Study the vocabulary:
1.CV 1. the abbreviation for ‘curriculum vitae’
(a written record of your education and
the jobs you have done, that you send
when you are applying for a job)
2. though 3oU 2. despite the fact that (ognak, npore, Bce-
TaKM, HE3Ba)Kal04H Ha)

Ex. 2 Listen to the dialogue and find out what the reason for
the meeting is:

a)  Paul Martens is interviewing Michael Rogers for a job

b) Paul Martens is telling about his job experience

c)  Michael Rogers is reporting about the production plan

d) They are discussing production plans for the next year

Ex.3 Listen to the dialogue again and fill in the gaps with the
words from the box below:

mix Brussels to start though group flight
guess to keep

Secretary Ah, Mr. Martens. This is Michael Rogers.

Paul Ah, yes. Hello, Michael. I’'m Paul. It’s nice to meet you.
Sorry ...1... you waiting. Please come in and take a seat.
Did you have a nice ...2...?

Michael Yes, thanks, Paul. Finding the office was a little more
difficult, ...3.... I’'m glad so many people here in ...4...
can speak English.

Paul Oh yes, we’re very international here now. But that’s not
a bad thing, I must say.
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Michael A little cultural ...5... is good, isn’t it?

Paul You’re absolutely right. Would you like ...6... by telling
about your experience, Michael? Your C. V. is very im-
pressive. And then I’ll fill you in on our ...7... , and the
particular requirements we have for this position.

Michael Yes, that’s fine. I ...8... you know from my C.V. that |
studied economics in New York, ...

1.

in Mr. moment Martens you with will be a.
2.

have Did you a flight nice?
3.

coffee Would some you like?
4.

keep Sorry you to waiting.
5.

come Please in seat take and a
6.

call finishing  He’s just phone a
7.

to nice you meet It’s

Ex.5 Fill in the gaps with a suitable word from the box below.
If necessary, listen to the dialogue again.

bad absolutely very know start fill

1. You’re ... right.

2. Would you like to ... by telling me a little about your experi-
ence?

3. I guess you ... that I studied economics in New York.

4. And then I’1l ... you in on our group.

5. Your CV is ... impressive.
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6. But that’s not a ... thing.

Ex.6 Listen to the dialogue again and match two halves of the
sentences:

1. Please come in and a) is good, isn’t it?

2. Finding the office was b) telling me a little about your
experience, Michael?

3.A little cultural mix c) take a seat.

4.Would you like to start by d) a little more difficult, though.

Ex.7 Single out the main points of the dialogue. Use the fol-
lowing opening phrases:
1. The dialogue looks at (the problem of...)...;
. The dialogue deals with the issue of...;
. It 1s clear from the dialogue that;
. Among other things the dialogue raises the issue of...;
. The problem of ...is of great importance.
. One of the main points to be singled out is;
. Great importance is also attached to...;
. In this connection I’d like to say...;
9. It further says that...;
10. I find the question of... very important because...;
11. We shouldn’t forget that...;
12. T think that...should be mentioned here as a very important
mechanism of...
Ex.8 Make up your own mini-dialogues using “Useful Phrases
and Vocabulary” and “Everyday Phrases” from Supplements.

01 ON L LD

h - L4
DIALOGUE 3
audio 4
Ex. 1 (a) Study the vocabulary:
1. to allow 1. http://www.lingvo.ua/ru/Search/en-

uk/allow no3BossATH; TaBaTH JO3BLI
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2. sensitive 2. 4yTJIUBHH, IIBUJIKO pearyroIui

Ex. 1 (b) Study the vocabulary:

1. board

board meeting

a group of people who have power to
make decisions and control a company
or other organization

meeting of directors

2. debt

2.a sum of money that somebody owes

3. 1ssue

3. an important topic that people are
discussing or arguing about

4. shareholder [eahoulda(r)

4. an owner of shares in a company or
business

5. level of gearing g1orIy

5. the relationship between the amount
of money that a company owes and the
value of its shares

6.in the long term

6. used to describe what will happen a
long, time in the future

7. solution 7. a way of solving a problem or deal-
ing with a difficult situation

8. to lease 8. the right to use a building or a piece
of land according to the arrangements
in a lease

9. assets 9. a thing of value, especially property,

that a person or company owns, which
can be used or sold to pay debts

10. balance sheet

10. a written statement showing the
amount of money and property that a
company has and listing what has been
received and paid out

11. to exclude

11. to deliberately not include something
in what you are doing or considering

12. liabilities

12. the amount of money that a person
or company owes

13. transactions

13.a piece of business that is done be-
tween people, especially an act of buy-

14




ing or selling

Synonym deal

Ex. financial transactions between
companies

14. to disclose

14. to give somebody information
about something, especially something
that was previously secret

Synonym reveal

15. to determine

15. to discover the facts about some-
thing; to calculate something exactly
Synonym establish

16. to mislead

16. to give somebody the wrong idea
or impression and make them believe
something that is not true

Synonym deceive

Ex. 2 Match the words with their meanings:

1. board

2. 1ssue

3. assets

4. balance sheet

5. to disclose

a) a written statement showing the
amount of money and property that a
company has and listing what has been
received and paid out

b) to give somebody information about
something, especially something that was
previously secret
Synonym reveal

c) an important topic that people are dis-
cussing or arguing about

d) to discover the facts about something;
to calculate something exactly

Synonym establish

e) to give somebody the wrong idea or
impression and make them believe some-
thing that is not true

Synonym deceive
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. to determine

. to mislead

f) a thing of value, especially property,
that a person or company owns, which
can be used or sold to pay debts

g) a group of people who have power to

make decisions and control a company or
other organization

Ex. 3 Match the words with their meanings:

. debt

2. lease

. gearing

4. Labilities

tions, choosing the right variant:

16

. contract

. transaction

. shareholder

a) an agreement between two or
more parties, often written

b) the opposite of assets

c¢) buying or selling something

d) someone who owns parts of a
company

e) money that is owed

f) an agreement where the owner
of something allows someone

else to use it for a specific time
for a sum of money

g) the proportion of own capital
to borrowed funds when buying
an asset or financing a company

Ex.4 Listen to the conversation between the Managing Direc-
tor (Charles) and the Financial Director (Sally). Answer these ques-

1. Do Charles and Sally agree that their company has a debt
problem?

a) yes b) no

2. What are the consequences of the debt problem?
a) It is getting easier to attract new investments

b) It is getting harder to attract new investments

3. Why do they need a solution to the problem soon?
a) They are investing in a new factory in Germany



b) They are investing in a new factory in Slovakia

4. How does Charles suggest they deal with it?

a) lease the assets

b) lease the debts

5. Has Charles made a final decision about what to do?
a) yes b) no

6.
tion?

Do we know whether Sally agrees with Charles’s sugges-

a) yes b) no

Ex.5 Listen to the conversation again and fill in the gaps with
a suitable word or phrase from the box below:

come up with significant lease the assets the long
term liabilities service our debt standards gearing
choice disclosed

Charles

Sally

Charles
Sally

The shareholders are getting nervous, and the markets
don’t like our level of ...1... . We’re getting more and
more questions about whether we can ...2...1n ...3... .
It’s getting harder to attract new investments. So I wanted
to speak to you about what we can do. We’re investing a
...4... amount in our new factory in Germany so we need
to ...5... a solution soon. The new factory is very im-
portant, and we’re looking at leasing the assets.

You’re thinking that if we ...6..., we can exclude these
...7... from the balance sheet?

Exactly.

You know that the auditors will look very closely at these
transactions? The accounting ...8. , or principles if you
like, mean that finance leases must be ...9... . If we are
effectively the owner of these assets, then we’re not going
to havea ...10... .

17



EXx.6 Listen to the dialogue and put the sentences in the correct
order as they appear in the conversation:

| a) We can’t afford to be seen as trying to mislead anyone.

2 b) The shareholders are getting nervous, and the markets
don’t like our level of gearing.

3 c) We are investing a significant amount in our new fac-
tory in Germany so we need to come up with a solution
soon.

4 d) You know that the auditors will look very closely at

these transactions?

5 e) What’s allowed in this country?

Ex.7 Single out the main points of the dialogue. Use the fol-
lowing opening phrases:

1. The dialogue looks at (the problem of...)...;

2. The dialogue deals with the issue of...;

3. It is clear from the dialogue that;

4. Among other things the dialogue raises the issue of...;

5. The problem of ...is of great importance.

6. One of the main points to be singled out is;

7. Great importance is also attached to...;

8. In this connection I’d like to say...;

9. It further says that...;

10. I find the question of... very important because...;

11. We shouldn’t forget that...;

12. T think that...should be mentioned here as a very important
mechanism of...

Ex.8 Make up your own mini-dialogues using “Useful Phrases
and Vocabulary” and “Everyday Phrases” from Supplements.
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DIALOQUE 4
audio 6-7-8

Ex. I (a) Study the vocabulary:

. adjustment 1. kopuryBajgbHa oreparlis

. translation 2. mepeka3 BalllOTH., PI3HUIS Y
KypCl BaJltOT

. common stock 3. 3BUYaiiHa aKIis, Imai

. gearing 4. IIaTOCIIPOMOXKHICTh

. stock (inventory) 5. MaTepiaabHO-BUPOOHMYI 3aracu

Ex. 1 (b) Study the vocabulary:

. to go over 1. to study something carefully,
especially by repeating it

. ratio reLfioU 2. ratio (of A to B) the relation-
ship between two groups of peo-
ple or things that is represented
by two numbers showing how
much larger one group is than the
other

. working capital 3. the money that is needed to
run a business rather than the
money that is used to buy build-
ings and equipment when starting
the business

. assets 4. a thing of value, especially
property, that a person or compa-
ny owns, which can be used or
sold to pay debts
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5. liabilities

5. the amount of money that a
person or company owes

6. to divide d1'vaid

6. to separate or make something
separate into parts

7. to determine

7. to discover the facts about
something; to calculate some-
thing exactly

Ex. 2 Match the word partners to their definitions:

1.consolidated affiliates

2. retained earnings

3. current receivables

4. common stock

5. total Liabilities

6. accumulated gains

7. intangible assets

20

a) An asset which does not have a
physical nature (such as a trademark
or patent)

b) The holding company owns a mi-
nority interest (less than 50%), but
the accounts are nevertheless consoli-
dated.

c) The total legal obligations of a
company to pay other parties.

d) The ordinary shares held by the
owners, who therefore are the last to
receive their money back in the event
of liquidation.

e)Amounts that will be collected in
the normal course of business within
one year.

f) Profit which is not paid out to
shareholders in the form of dividends,
but instead 1s kept by the company to
reinvest or pay off debts.

g) The amounts affecting common
stockholders, but not from move-
ments in the stock of the company
(e.g. currency translation adjust-
ments).




Ex. 3 Did you know?
The UK and the USA often have different terms for the same thing.

Here are some important examples.

UK USA Ukraine
L Balance 1. Statement of 1. 6ananc., Oyxzanmepcokuil 6a-
Sheet Financial Po- nanc
sition
2. Profit and 2. Statement 2.36im npo npudymku i 30um-

Loss Statement  of Earnings  Ku., 36im npo pe3yiomamu i-

HAHCOB0T Ol IbHOCHL

3. shareholder 3. stockholder 3. akuionep (axuionepnozo moea-

4. stock

S.gearing

pucmea)., naioBUK., YUACHUK
(mosapucmea 3 oOMmedHceHoro 6io-

nogioaIbHICMIO)

4. inventory 4. mamepianbHo-eupoOHUYi 3ana-
cu

S.leverage S.nnamocnpomorcnicms.,  Je-
eeparicue CRIGBIOHOUIEHH L.,

CNIGBIOHOWICHHA 6JIACHUX I NO-
3UKOBUX KOUWIMIE

Ex. 4 Listen and choose the best way to say these numbers and
equations. (Sometimes more than one way is possible.) audio 6)

23.56

10,001

£63.30

a) twenty-three comma fifty-six
b) twenty-three point fifty-six
c) twenty-three point five six

d) two three point five six

a) one thousand and one
b) ten thousand one
c¢) ten thousand and one
d) one triple oh one

a) sixty-three pound and thirty pence

b) sixty-three pounds and thirty pence
c) sixty-three pounds and thirteen pence
d) sixty-three pounds thirty
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5,400,342

€45,638

1999

2003

a) five hundred thousand, four hundred, three hundred
and forty-two

b) five million, four hundred thousand, three hundred
and twenty-four

c¢) five million, four hundred thousand, three hundred
and forty-two

d) five billion, four hundred thousand, three hundred
and twenty-four

a) forty-five thousand, six hundred and thirty-eight
euro

b) forty-five thousand, six hundred and eighty-three
euro

c) forty-five thousand, six hundred and three eight euro
d) forty-five, sixty-three, eight euro

a) nineteen ninety-nine

b) nineteen hundred ninety-nine
C) nineteen nine nine

d) one nine nine nine

a) two thousand three

b) two double oh three (room, phone)
c¢) two thousand and three (year)

d) twenty oh three

Ex. 5 Listen to an accountant explaining ratio analysis to some
managers in her company and match terms with their definitions:

(audio 7)

1. Working Capital a) total assets divided by total liabilities

2. Return on Assets  b) the current assets divided by the current li-

abilities

3. Debt/Asset Ratio  c¢) net income plus interest expense divided by

22
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Ex.6 Did you know?

Saying equations/formulas

+ plus, and, add

- minus, less, subtract

+ divided by

— divided by, over

X multiplied by, times

= equals, is

axb=c a times (or multiplied by) b equals c
a-b a minus b divided by (or over) c

C

total assets total assets divided by total liabilities

total liabilities

Ex.7 Study these common ratios:
1. average interest rate 1. cepenHst HOpMa BIJICOTKA

2. earnings per share 2. (uucTtuii) mpuOyTOK Ha aKIIIIO
(EPS)
3. return on equity (ROE) 3. npuOyTok Ha BiIacHUH (aKI[IOHEpHUI)
KarmiTasl

4. debt/equity ratio (D/E) 4. cmiBBigHOIIEHHS MO3WYEHHX (ITO3H-
KOBHX) Ta BJACHUX KOIIITIiB

5. gross profit margin 5. xoedimieHT (peHTaOENBHICTH) BaJO-

(GPM) BOr'0 IPUOYTKY
6. inventory turnover (IT) 6. 00OpOTHICTH TOBapHO-MaTEpiaIbHUX
3armaciB

7. price/earnings ratio 7. CHIBBIJHOIICHHS I[IHU aKIlii KOMITaHii
(PER) 710 YUCTOTO MPUOYTKY

Ex.8 Use verbs or nouns from the columns to complete the sen-
tences by typing the correct word. You may need to change the form.
VERB NOUN
1. to predict 1. prediction
2. to pay 2. payment
23



. comparison
. calculation

. expectation
. indication

. expansion

. performance

3. to compare
4. to calculate
5. to expect
6. to indicate
7. to expand
8. to perform

0 1 N L &~ W

1. The figures are a little different to what we were ... .

2. The problems in the Middle East have made it really difficult
to ... next year’s turnover.

3. I think there are some mistakes in the ... .

4. The fund ... much better last year. This year has been very
disappointing.

5. The ... into Eastern Europe looks good.

6. We need to make sure that our customers ... us on time.

Ex.9 Here are some phrases the accountant used during the
meeting. Fill in the messing words.

questions just that got over ask

1. Norma has asked me to go ...1... some of the ratios I used in
the report.

2. Everyone ...2... it?

3. Beforeyou...3... ...

4. Is...4... clear?

5. Iwas ...5... coming to that.

6. OK, if there are no ...6...,I’d like to ...

Now listen to check your answers. (audio 8)

Ex.10 Single out the main points of the dialogue. Use the fol-
lowing opening phrases:
1. The dialogue looks at (the problem of...)...;
2. The dialogue deals with the issue of...;
3. It is clear from the dialogue that;
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4. Among other things the dialogue raises the issue of...;

5. The problem of ...is of great importance.

6. One of the main points to be singled out is;

7. Great importance is also attached to...;

8. In this connection I’d like to say...;

9. It further says that...;

10. I find the question of... very important because...;

11. We shouldn’t forget that...;

12. I think that...should be mentioned here as a very important
mechanism of...

Ex.11 Make up your own mini-dialogues using “Useful
Phrases and Vocabulary” and “Everyday Phrases” from Supple-
ments.

MIMI-MONOLOGUES 5( audio 9)

Ex.1 Listen to what these people say about financial statements
and fill in the gap: (audio 9-1)

profitable stock exchange creditors

Accountant: The financial statements of a company are the most
important documents that a company produces. Investors, ... 1...,
banks, customers — everybody reads the statements. The accounts
show what a company does with its money, how ...2... it is, and also
how risk-worthy it is. And now you can see warning signs for the fu-
ture. Our ...3... depend on properly prepared accounts.
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Ex.2 Listen to what these people say about financial statements
and fill in the gaps:(audio 9-2)

stuff (¥ financial situation sources rely on

Trader: 1 agree that the accounts of the companies have a lot of
information, but it’s very hard to understand it all. I my job, I need to
know the ...1... of a company. People interested in the stock ex-
changes ...2... experts like me. But there are also many other ...3...
of information. As for the accounting rules, they don’t interest me, or
anyone else, at all. That’s ...4... for the accountants.

EXx.3 Listen to what these people say about financial statements
and fill in the gaps:(audio 9-3)

interpreted themselves got a clue point

Investor: All those numbers, and I haven’t ...1... what they all
mean. Pages and pages of them, and apparently they are often only
“estimates”, or they can be ...2... in one of many ways. What’s the
...3... when the accountants ...4... can’t agree on how to show the
numbers? Most of us need a lot more information and knowledge
about a company than what we get in the accounts.
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Ex.4 Listen to what these people say about financial statements
and fill in the gaps:(audio 9-4)

Useful vocabulary: layman — uenpoghecionan, mecneyianicm,
amamop

fuss — asxciomaorc

count up (¥ find out trained [ fuss

Layman: s it all really that hard? Can’t we just look at the profit
or loss of the company to ...1... how it’s doing? I don’t see all the
...2... . Accountants are there to tell us about the numbers, and I
thought that’s what they do. They are...3... to report these numbers,
and it can’t be that hard to ...4... everything that’s happened.

Ex.5 Listen to what these people say about financial statements
and fill in the gaps:(audio 9-5)

picture exactly take responsibility

Managing director: This is ...1... the problem. There are many
ways to change the numbers to give a better ...2... . Some of my peers
have been guilty of doing just that. The accountants and auditors have
to ...3... for the way that numbers are reported. Accountants and their
work are extremely important, just need to make it all a little easier to
understand.
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EXx.6 Single out the main points of the mini-monologues. Use
the following opening phrases:

0O 1 N L & W N —

. The monologue looks at (the problem of...)...;

. The monologue deals with the issue of...;

. It is clear from the monologue that;

. Among other things the monologue raises the issue of...;
. The problem of ...is of great importance.

. One of the main points to be singled out is;

. Great importance is also attached to...;

. In this connection I’d like to say...;
9.

It further says that...;

10. I find the question of... very important because...;

11. We shouldn’t forget that...;

12. 1 think that...should be mentioned here as a very important
mechanism of...
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DIALOGUE 6 (audio 10 ) TAX ACCOUNTING

Ex. 1 Study the vocabulary:

. Income tax 1. npuOyTKOBMI MOIATOK

. corporate tax 2. KOPIOPAaTUBHUM MTOJATOK

. value added tax 3. MOJIaTOK Ha J0/aHy BapTICTh
. sales tax 4. MOJATOK 3 MPOJAXKIB

. property tax 5. MOJIaTOK Ha HEPYXOMICTh

. excise tax 6. aKIU3HUI TOJATOK

. Inheritance tax 7. MOAATOK Ha CIAAIIUHY



Ex. 2 Match the type of depreciation to its translation.
Useful vocabulary: depreciation dipriJief(s)n

1) 3HELIHIOBAHHSI, 3HEI[IHCHHS; 3HUYKEHHS BapTOCTI

2) TeX. aMOpTH3aIlisl, 3HOITYBaHHS

1. straight line a) METOJ] «CyMa YuCe», «Cyma JIiT»

2. declining balance b) HapaxyBaHHSI 3HOIICHHS IO KiJIb-
KOCTI CIIpalibOBaHUX JIFOAUHO-TOINH

3. sum-of-the-year-digits C) JIiHIiTHA aMOPTHU3aLis

4. unit of production d) HapaxyBaHHS 3HOIIEHHS MPOMOP-

1MHO 00’ €My BUKOHAHO1 pOOOTH
5. hours of use €) CIOC10 3aJIMIIIKY 110 3MEHIITYEThCS

Ex. 3 A manager has asked his accountant to explain deprecia-
tion. Listen and answer the questions. (Audio 10)

Useful vocabulary: scrap (salvage) value = the net value of an
asset at the end of its useful life, when it is no longer suitable for it’s
original us = 3anuwxosa sapmicmo

1. What happens to fixed assets?

a) they are written off

b) they are taken away

c) they are seen off

2. How do accountants do that?

a) They look at the price of the asset, take away its value. Then
they use the straight line method of depreciation to write it off.

b) They look at the cost of the item, take away its estimated
scrap value. Then they use a depreciation method to write it off.

3. What methods of depreciation does the accountant mention?

a) unit of production, hours of use, straight line

b) declining balance, sum-of-the-year-digits, straight line, hours
of use

c) straight line, declining balance, sum-of-the-year-digits, hours
of use, unit of production

29



Ex. 4 Listen to the dialogue again and fill in the gaps with the
words from the box below:

(Audio 10)
depreciation go over description accounting
balance cost computers

Manager:  So, could you just ...1... depreciation again?

Accountant: Sure. I’ve prepared a quick list of the different types
like you asked.

Manager:  Great.

Accountant: OK, let’s see. Well, you know that normal ...2...
treatment means that a fixed asset has to be written off
over its useful life. Basically we look at the ...3...of
the item, and take away its estimated scrap value.
Then we use a ...4... method to write it off.

Manager:  Yes, of course. It’s five years for ...5... , I think.

Accountant: Right. Well, as you say, there are different ways of do-
ing this. Er, let’s see, straight line, declining ...6... ,
sum-of-the-years’-digits, unit of production, hours of
use. If you look at this list, you can see a ...7... of
each of these methods.

Manager:  Oh yes, | see. Yes, that’s very useful.

Ex.5 Single out the main points of the dialogue. Use the fol-
lowing opening phrases:

1. The dialogue looks at (the problem of...)...;

2. The dialogue deals with the issue of...;

3. It is clear from the dialogue that;

4. Among other things the dialogue raises the issue of...;

5. The problem of ...is of great importance.

6. One of the main points to be singled out is;

7. Great importance is also attached to...;
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8. In this connection I’d like to say...;

9. It further says that...;

10. I find the question of... very important because...;

11. We shouldn’t forget that...;

12. T think that...should be mentioned here as a very important
mechanism of...

Ex.6 Make up your own mini-dialogues using “Useful Phrases
and Vocabulary” and “Everyday Phrases” from Supplements.

>

DIALOGUE 7 (audio 11)

Ex. 1 Study the vocabulary:

1. an estimate 1. KomTOpuC, KaJIbKYyJSAIiA., BHU3HA-
YEHHSI BApTOCTI

2. interim (syn. temporary) 2. TUMYaCOBHI

3. to file 3. peecTpyBaTH

4. to justify 4. miaTBEepKyBaTH, JOBOJIUTH

5. operating profit 5. omepaniiiHuii MpuOyTOK., MPUOYTOK
BiJI OCHOBHOI MIISUIBHOCTI., MPHOYTOK
BIJI peaizaiiii

6. deferred 6. BIICTPOYECHUH., BIJIKJIaICHU

Ex. 2 An accountant explains the taxation expenses disclosure
requirements to a CEO (Chief Executive Officer). Listen to the dia-
logue and answer the questions: (audio 11)

1. How does the accountant calculate the profit before tax figure?

a) The operating expenses plus our interest expenses gives us the
profit before tax figure.
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b) The operating profit minus our interest expenses gives us the
profit before tax figure.

2. Why is the taxation amount only an estimate?

a) The taxation amount is just an estimate, because we won’t
know until much later exactly how much tax we’ll have to pay.

b) The taxation amount is just an estimate, because we know ex-
actly how much fine we’ll have to pay.

3. Do they file the interim tax return?

a) yes, they do.

b) no, they don’t

Ex. 3 Now listen to the dialogue again and complete the CEO’s
notes choosing the phrases from the box: (audio 11)

P&L, an interim tax return, balance sheet, operating profit, in-
terest expenses

Taxation expense is calculated by subtracting ...1... from
...2.... This gives us an estimate, which we use to prepare ...3... .

We need it to justify the taxation expense we include in the
...4.... If there is any difference between the profit before tax and the
taxable income, we record it as a net deferred asset or liability on the

Ex. 4 Later in the meeting the CEO asks more questions.
Match them to the accountant’s answers (a-g):

1. Will this also be checked? a) 600 euro per hour.

2. Could you just go over it b)[’m afraid that will be too late.
again?

3. How is the profit calculated?  c) Every three months.

4. How much is your fee? d) It’s basically income minus
expenses.
5. How often do they check? e) Yes, of course. Let me try to

explain it differently this time.
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6. Who’ll handle the presenta- f) It should be. I'll ask Jiirgen to

tion?

make sure it’s done.

7. How about if we send it in g) Susanne.

next week?

Ex .5 Listen to the dialogue and fill in the gaps with the words
from the box below:

(audio 11)
interim P&L tax figure taxation deferred
expense operating

CEO:

Accountant:

CEO:

Accountant:

CEO:

Accountant:

CEO:

Accountant:

We’ve got a few minutes to ourselves. Could you just
go over it again? How is the taxation ...1... calculat-
ed?

OK. The ...2... profit minus our interest expenses
gives us the profit before tax figure. This is the amount
which theoretically is then subject to ...3... . In fact,
the taxation amount is just an estimate, because we
won’t know until much later exactly how much .. .4...
we’ll have to pay.

What do we do with this estimate?

In effect, we prepare an ...5... tax return. It won’t be
filed, just kept by us to justify the taxation expense we
include in the ...6... .

Will this also be audited?

Yes. And of course the profit after tax is the ...7...
which we can distribute to shareholders.

What do we do when the taxable income differs from
the profit before tax?

We record what happens on the balance sheet. It’s ei-
ther a net ...8... tax asset or liability.
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EXx.6 Single out the main points of the dialogue. Use the fol-

lowing opening phrases:

1. The dialogue looks at (the problem of...)...;

2. The dialogue deals with the issue of...;

3. It is clear from the dialogue that;

4. Among other things the dialogue raises the issue of...;
5. The problem of ...is of great importance.

6. One of the main points to be singled out is;

7. Great importance is also attached to...;

8. In this connection I’d like to say...;

9. It further says that...;

10. I find the question of... very important because...;
11. We shouldn’t forget that...;

12. T think that...should be mentioned here as a very important

mechanism of...

Ex.7 Make up your own mini-dialogues using “Useful Phrases

and Vocabulary” and “Everyday Phrases” from Supplements.

DIALOGUE 8 (audio 12)

Ex. 1 Study the vocabulary:

1. tax avoidance 1. 3MeHImIeHHs (MJIATHUKOM) CYMH MOJAATKY
0e3 mopyuieHHs 3aKOHY (LLISIXOM Mepepa-
XYHKY)

2. tax bracket 2. po3psij ONOAATKYBAHHA

3. tax evasion 3. (He3aKOHHE) YXWJISIHHS BiJl CIUIATH MOJa-
TKiB

4. tax exempt 4. ocoba, sIka KOPHUCTYETbCS MNUIbraMu,
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5. tax exile 5. emirpauis yepe3 moJaTku, BTe4a Bij 10-

NATKIiB
6. to abolish tax 6. CKacOBYBAaTH;
7. to impose tax 7. o0kagaT (MOAATKOM, MUTOM);
8. to increase tax 8. 30iIbIIYBATH, MiJIBULLYBATH

Ex .2 Listen to the dialogue and fill in the gaps with the words
from the box below to complete the following conversation: (au-
diol2)

depends So clarify mean basically exactly
Kathy  HiJavier. How’s it going?
Javier  It’s not easy, all this English. We didn’t do any of this on
my course.
Kathy  Can I help?

Javier ~ Well, maybe you could ...1... a couple of things. Let’s

see. Ah, here we are. ‘Provision for income taxes’. What
does that ...2...7

Kathy  OK. Provision means putting money aside so that we have
something to pay with later. So, provision for income taxes
is talking about the current year’s tax expense which will
have to be paid in the future.

Javier  Like provisional?

Kathy  Not ...3... . Provisional just means temporary, you know,
not final. Like a provisional budget. It’s not the final ver-
sion.

Javier 1 see. And what about deferred income tax balances. What
does deferred mean?

Kathy  ...4...put off to another day. The income has been recog-
nized in the accounts, but the tax owing on that income
will only be realized in the future.

Javier ~ OK. How does that affect associated companies?
Kathy  Well, it ...5... . Associated companies and affiliates are a
special case. Deferred taxes are not normally recognized
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on undistributed earnings, but only if the plan is to re-

invest the profits.

Javier  ...6...,1f we don’t invest the profits, we pay tax.

Kathy  Exactly.

Ex .3 Match these expressions with tax to their definitions:

1. tax avoidance

a) someone who lives in another
country for tax reasons

2. tax bracket

b) to introduce a new tax on
something

3. tax evasion

¢) to make the tax go up

4. tax exempt

d) when you don't have to pay
tax on certain income

5. tax exile

e) to cancel a tax

6. to abolish tax

) tells you what amount of tax
to pay based on income

7. to impose tax

g) trying not to pay tax (legal)

8. to increase tax

h) trying not to pay tax (illegal)

Ex .4 Use words from the box to fill in the gaps:
Useful vocabulary: breaks —moaaTkoBi miJIbI'u HA JeAKUI yac

exile — BUrHaneub

bracket — po3psix omogaTkyBaHHsI

abolish bracket breaks exempt exile in-

crease property return

1. The government needs more money, so it is planning to ...

taxes.

2.  He earns a lot of money - he must be in the highest tax ....
3. She lives there because she has to - she's a tax ....
4. They are planning to ... the tax on large company cars, and
replace it with a tax on all company cars.
5. She 1s a student, so she is tax ...
6. The government is planning to introduce new tax ... for IT

companies.
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7. Don't buy a house this year - the ... taxes are being abol-
ished next March.

8. A tax ... is the same as a tax declaration - it's a list of in-
come and tax deductible expenditure for the tax authority.

Ex.5 Single out the main points of the dialogue. Use the fol-
lowing opening phrases:
1. The dialogue looks at (the problem of...)...;
. The dialogue deals with the issue of...;
. It 1s clear from the dialogue that;
. Among other things the dialogue raises the issue of...;
. The problem of ...1is of great importance.
. One of the main points to be singled out is;
. Great importance is also attached to...;
. In this connection I’d like to say...;
9. It further says that...;
10. I find the question of... very important because...;
11. We shouldn’t forget that...;
12. T think that...should be mentioned here as a very important
mechanism of...

03N N bW

Ex.6 Make up your own mini-dialogues using “Useful Phrases
and Vocabulary” and “Everyday Phrases” from Supplements.

. b |

DIALOQUE 9 (audio 13)

Ex. 1 Study the vocabulary:

. _ ;
1. repair 1. repair [[TP®2] 1) wacto pl pemoHT
(0co0u1. MOTOYHUIA)

2. maintenance 2. mex. eKCIUTyaTalllifHl BUJIATKH, BapPTICTh

YTPUMYBAHHS
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3. financial statement 3. dhiHaHCOBUIA 3BIT

4. to argue 4. ciepevarucs

. expenditure 5. ik'spendifs 1) BuTpauanHs, BuTpara (3a-
co0iB, MaTepiajiB, CHJ); CIIOKWUBAHHS;
CTaTTs BUAATKIB (TK. item of expenditure)

)]

6. to upgrade 6. OHOBUTH

7. regulations 7. npaBuIia

8. to depreciate 8. 3HEIIHIOBATHCS

9. to make a submis- 9. 3poObuTH NogaHHSA

sion

10. to consider 10. po3rasinyTu

11. IRS ( The Internal 11.(in the US) the government department
Revenue Service) that 1s responsible for collecting most na-

tional taxes, for example income tax
12.treatment witmant 12.TtpaktyBaHHA

Ex. 2 Find words which mean the following:
1. to improve a machine or equip- a) to capitalize
ment

2. written suggestion b) to upgrade
3. an opinion of what something c) definition
means

4. rules d) regulations
5. to include as an asset ¢) submission

6. an explanation of what some- f) interpretation
thing means

Ex. 3 An accountant from a Swiss parent company, Uta Meier,
telephones the Internal Revenue Service (IRS) in the US to discuss
the treatment of certain costs. Listen to the dialogue and fill in the
gaps with the words from the box below:

laws [3) to work out comments capitalize nowhere [3)

regulations in detail [J to upgrade argue maintenance
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Uta: These costs clearly relate to the repair and ...1... of our ma-
chines.

IRS: But in your financial statements, you ...2... that this expendi-
ture was ...3... and you have capitalized it all. At first glance,
it appears clear that...

Uta: Excuse me, but you know as well as I do that the accounting
and tax ...4... allow for different definitions of what we can
...5..., and what we must expense.

IRS: Yes, but it’s easy ...6... the type of costs you have from the
descriptions in your accounts. And based on our interpretation
of the ...7..., this seems to be capital expenditure, which you
can of course depreciate.

Uta: We’re going to take this further. I'm afraid I can’t agree with

IRS: Look. I’m sorry, but this conversation is going ...9... . I sug-
gest you make a submission and send it to our office. We can
then consider your arguments ...10... .

Uta: Fine. I’ll do it today. Thanks for your time.

IRS: You’re welcome. Goodbye.
Uta: Bye.

Ex. 4 Listen to the dialogue again and put the sentences in the
correct order as they appear in the conversation:

1 a) Excuse me, but you know as well I do...

2 b) ’m afraid I can’t agree with your comments.

3 c¢) Thanks for your time.

4 d) And based on our interpretation of laws, this seems to

be capital expenditure, which you can of course depreciate.

5 ¢) At first glance, it appears clear that ...
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Ex. 5 Here are some mixed up phrases from the conversation.
Listen and put the words in the correct order so that they make
sense:

1.
the to our of costs machines.
and  These relate maintenance clearly repair
2.
from  costs  Yes, thetype  your in but it’s

of accounts easy toworkout you descriptions have.
3.

do ri today it.

Ex. 6 Listen to the dialogue again and match two halves of the
sentences:

1. These costs clearly relate to (3 6) a) it appears clear that...
2. At first glance, (3 6) b) descriptions in your accounts.

3. Yes, but it’s easy to work out the ¢) I can’t agree with your

type of costs you have from the (3 comments.

0)

4. I’m afraid (3 6) d) the repair and maintenance
of our machines.

Ex.7 Single out the main points of the dialogue. Use the fol-
lowing opening phrases:
1. The dialogue looks at (the problem of...)...;
. The dialogue deals with the issue of...;
. It is clear from the dialogue that;
. Among other things the dialogue raises the issue of...;
. The problem of ...is of great importance.
. One of the main points to be singled out is;
. Great importance is also attached to...;
. In this connection I’d like to say...;

0 3 O D K WD
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9. It further says that...;
10. I find the question of... very important because...;
11. We shouldn’t forget that...;

12. I think that..

mechanism of...

.should be mentioned here as a very important

Ex.8 Make up your own mini-dialogues using “Useful Phrases
and Vocabulary” and “Everyday Phrases” from Supplements.

[ 4
er“ ';j‘!;

E A0

DIALOQUE 10 (audio 14)

Ex. 1 (a) Study the vocabulary:

1. to chat 1. (HeBUMYIILIEHA) pO3MOBa, Oecima

2. preliminary 2. MArOTOBYMH, MOMEPEIHIMI

pri'limin{a)ri

3.a couple 3. mapa

4. to hang on 4. ouikyBatH (4acto Ouis TesnedoHy)

5. expenses 5. BUTpATH

6. upgrade 6. MOZICpPHI3YBaTH; PEKOHCTPYIOBATU

7. to justify 7. BUTIpaBAyBaTH, 3HAXOAUTH BUIPABIAHHS
8. commitment 8. 3000B's13aHHs

9. to get benefits 9. NpUHOCUTHU BUTOJTY, TPUOYTOK

10. reasonable
'r:z(a)nab(a)l

10. po3yMHUit; 0OIpyHTOBAHMI

Ex. 1 (b) Study the vocabulary:

1. to get back to

1. T will report back later with my decision.
(More likely said by a boss to an employee
than vice versa.)

2. capitalization of
costs

2. 1s associated with the acquisition or construc-
tion of property, plant, and equipment (PPE).
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3. P&L 3. Profit and Loss Statement. A financial
statement that summarizes the revenues,
costs and expenses incurred during a specific
period of time — usually a fiscal quarter
or year.

4. sizeable 4. of considerable size; fairly large

'saizab(a)l

5. commitment

5. agreeing to use money, time or people in
order to achieve something

Ex. 2 Janet Hendley, a partner in an audit firm, calls Claude
Bernaud, the CFO of a French company. Listen to the dialogue, and
then decide if the statements which follow are true or false:

1. Janet wants to talk to Claude about a report. (True / False)

2. Janet thinks that capitalization of costs should be expenses in
the P&L. (True / False)

3. Claude agrees with Janet on this point. (True / False)

4. Claude thinks capitalization of costs should be classed under
machine upgrades. (True / False)

5. Claude’s reasoning is that the upgrades are really investments
in the future. (True / False)

6. Janet agrees to reconsider her opinion. (True / False)

Ex. 3 Match the synonyms:

1.preliminary a) sensible
2.discuss b) big

3.upgrade c) think about
4.variety d) range

S.sizeable ¢) talk about
6.figure f) amount of money
7.consider g)improvement
8.reasonable h) initial

42




Ex. 4 Find the sentence on the right which is closest in mean-

ing to the sentence on the left:

1. We have to keep up with the
competition

2. You can’t really justify spend-
ing so much money on office
equipment.

3. This plan is designed to keep
us in business

4. This was a sizeable investment
on our part.

5. These figures are too material
for us to ignore.

6. 1 suggest you consider this
again.

7. 'm sure you’ll find it’s rea-
sonable.

a) We can ignore the competi-
tion.
b) We can’t ignore the competi-
tion.

a) You can’t defend your actions.
b) You can defend your actions.

a) This 1s a plan to start a busi-
ness.
b) This is a plan to get business.

a) We spent very little money on
this.

b) We spent a lot of money on
this.

a) The figures are very high.

b) The figures are very low.

a) Have another think about it.

b) Forget it.

a) You think this is fair.

b) I think this is fair.

Ex. 5 Listen to the first part of the dialogue and fill in the gaps
with a suitable word from the box below:

factories exactly P&L Hang on disagree
preliminary [Jupgrade message competition to chat

justify

Claude: Claude Bernaud.

Janet: Hi Claude. It’s Janet. You wanted ...1...7

Claude: Hi Janet. Great, you got my ...2... . Thanks for getting
back to me so quickly.

43




Janet: You’re welcome. How can I help?

Claude: Well, it’s about your ...3... report. There are a couple
of things I think we need to discuss.

Janet: Yeah, sure. No problem. I have it in front of me.

Claude: ...4... . I’ll just find my notes. OK. The first point is on
page eleven, third paragraph. What do you mean, ...5...
?

Janet: OK. Let’s have a look. Oh yes. Capitalization of costs

in your ...6... . We think that these costs should be ex-
penses in the ...7... .

Claude: But... no, sorry. I'm afraid I ...8... . They were neces-
sary for the ...9... of our plant. Surely you agree that
we have to keep up with the ...10... ?

Janet: Yes, of course. But lots of the items we tested are clear-
ly normal repair and maintenance expenses. You can’t
really ...11... including such costs under machine up-
grades.

Ex. 6 Listen to the second part of the dialogue and fill in the
gaps with a suitable word from the box below:
upgrades commitments balance sheet sizeable
expenses efficiency [Bauditors variety consider dif-
ferently CoSts investments

Claude: 1seeit...1....Our machines have been developed to pro-
duce a wider ...2... of products, to improve the running
...3... of the equipment, to keep us in business. This was a
...4... investment on our part. The figure we’re talking
about shows the ...5... we’re going to be getting benefits
from these ...6... for years. Our ...7... should show this.

Janet:  I’m sorry. These figures are too material for us to ignore.
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There are some ...8... which...

Claude: Companies do this all the time and, I might add, their
...9... accept it. I suggest you ...10... this again. I’m sure
you’ll find it’s reasonable when you think about how im-
portant these ...11... were to this company.

Janet:  All right. We’ll look at these ...12... again. Let’s move on
the next point.

Ex. 7 Listen to the dialogue again and put the sentences in the
correct order as they appear in the conversation:

1 a) No problem.

2 b) Let’s have a look.

3 ¢) Let’s move on the next point.
4 d) How can I help?

5 e) Hang on.

Ex. 8 Here are some mixed up phrases from the conversation.
Listen and put the words in the correct order so that they make sense:
1.

back Thanks to  getting me for quickly. so

2.
costs these should that be think expenses We P&L the in

3.

including justify such really costs can’t under You upgrades. machine

4.

sizeable a investment  was on This plant. our

5.

should sheet show balance this. Our

6.
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consider again. suggest you I this
7.
these again. We’ll costs at look

Ex. 9 Listen to the dialogue again and match two halves of the
sentences:

1. There are a couple of things a) we’ve made to the future
2. Surely you agree that we have to  b) at these costs again.

3. The figure we are talking about c) I think we need to discuss.
shows the commitment

4. We’ll look d) keep up with the competi-
tion?
EXx.10 Single out the main points of the dialogue. Use the fol-
lowing opening phrases:
1. The dialogue looks at (the problem of...)...;
. The dialogue deals with the issue of...;
. It 1s clear from the dialogue that;
. Among other things the dialogue raises the issue of...;
. The problem of ...is of great importance.
. One of the main points to be singled out is;
. Great importance is also attached to...;
. In this connection I’d like to say...;
9. It further says that...;
10. I find the question of... very important because...;
11. We shouldn’t forget that...;
12. T think that...should be mentioned here as a very important
mechanism of...

03 N L K LN

Ex.11 Make up your own mini-dialogues using “Useful
Phrases and Vocabulary” and “Everyday Phrases” from Supple-
ments.

SCRIPTS
DIALOGUE 1 audio 2

Secretary Mr Martens will be with you in a moment. He’s just fin-
ishing a phone call.
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Michael  Thank you.

Secretary Would you like some coffee?

Michael Yes, that would be great. Milk no sugar, please.

Secretary Here you are.

Michael Thank you.

Michael Ts this the whole department?

Secretary No, no, not at all. On this floor we have the trainee ac-
countants and the bookkeepers.

Michael Uh-huh. And does every one work in the open-plan area?

Secretary No, some of the managers have individual offices/ The
two big offices on the left are for the company treasurer
and for our senior tax accountant. The offices on the right
are for our cost accountant and for our budget manager.

Michael  And the office in the corner of the open-plan area?

Secretary That’s used by our back — office manager.

Michael And you have offices downstairs as well?

Secretary Yes, that’s correct. Downstairs are the internal auditors
and at the moment we have a team of external auditors.
They’re in one of the conference rooms at the end of the
end of the corridor.

Michael 1 see.

DIALOGUE 2 audio 3

Secretary | Ah, Mr Martens. This is Michael Rogers.

Paul Ah. Yes. Hello, Michael. I'm Paul. It’s nice to meet you.
Sorry to keep you waiting. Please come in and take a
seat. Did you have a nice flight?

Michael |Yes, thanks, Paul. Finding the office was a little more

difficult, though. I'm glad so many people here in Brus-
sels can speak English.
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Paul

Oh yes, we’re very international here now. But that’s not
a bad thing, I must say.

Michael

A little cultural mix is good, isn’t it?

Paul

You’re absolutely right. Would you like to start by telling
about your experience, Michael? Your C. V. is very im-
pressive. And then I’ll fill you in on our group, and the
particular requirements we have for this position.

Michael

Yes, that’s fine. I guess you know from my C.V. that I
studied economics in New York, ...

DIALOGUE 3 audio 4

Sally

Morning Charley. You wanted to see me?

Charles

Yeah. Hi Sally. About our board meeting next week? You
know we’ll be discussing our debt problems?

Sally

Of course. Probably our biggest issue at the moment.

Charles

Right. The shareholders are getting nervous, and the markets
don’t like our level of gearing. We’re getting more and more
questions about whether we can service our debt, in the long
term. It’s getting harder to attract new investments. So, I
wanted to speak to you about what we can do. We’re invest-
ing a significant amount in our new factory in Germany so we
need to come up with a solution soon. The factory is very im-
portant, and we’re looking at leasing the assets. And that’s
where you come in. Tell me what we can do with leases on
the balance sheet. What’s allowed in this country?

Sally

Is this a business decision, to lease these assets?

Charles

Let’s just say it’s one possibility we’re looking at.

Sally

You’re thinking that if we lease the assets, we can exclude
these liabilities from the balance sheet?

Charles

Exactly.

Sally

You know that the auditors will look very closely at these
transactions? The accounting standards or principle if you
like, mean that finance leases must be disclosed. If we are
effectively the owner of these assets, then we’re not going
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to have a choice.

Charles | And how do we determine the owner?

Sally That depends on the conditions in the contract.

Charles | That shouldn’t be a problem. And then we can call them...

Sally Operating leases. But remember, auditors and the markets
are now very sensitive to these things. We can’t afford to
be seen as trying to mislead anyone.

Charles | Of course not. But for the meeting next week, have a think
about it. OK?

Sally Yeah. I’ll try and bring some ideas. Great. See you later.

Charles | OK. Bye.

DIALOGUE 4 audio 6

c twenty-three point five six

c ten thousand and one

b sixty-three pounds and thirty pence
or

d sixty-three pounds thirty

c five million, four hundred thousand, three hundred and for-
ty-two

a forty-five thousand, six hundred and thirty-eight euro

a the year: nineteen ninety-nine
or

d the phone number, room number, or other figure: one nine
nine nine
or

b the phone number, room number, or other figure: two dou-
ble oh three
or

c the year: two thousand and three

DIALOGUE 4 audio 7

Accountant Ok. Norma has asked me to go over some of the ratios |
used in the report which I sent you last week. The first
o these is on page 3 — working capital. Everyone got it?
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Man

Accountant

Woman

Accountant

Ok. Working capital is quite simple — it is the current
assets divided by the current liabilities. Any questions?

Yes. What 1s it for?

Well, it basically tells us whether we have enough
short-term assets to cover our short term debt. If we
don’t, we could be in trouble. Ok? Good. Next is return
on assets. This is net income plus interest expense di-
vided by total assets. It can help us decide whether or
not we should start a new project, for example, by
comparing the return expected against the normal bor-
rowing costs. Is that clear?

I have a question. What’s debt/asset ratio?

I was just coming to that. It’s the total assets divided by
total liabilities. It tells us what proportion of enter-
prise’s assets are being financed through the use of
debt. I this ratio 1s high in a market with increasing in-
terest rates, creditors are going to get worried. The
debt/asset ratio determines the funding leverage of the
enterprise. OKk, if there are no questions, I’d like to...

DIALOGUE 4 audio 8
1 Norma has asked me to go over some of the ratios I used in the
report.
2 Everyone got it?
3 Before you asked...
4 Ts that clear?
5 I was just coming to that.
6 OK, if there are no questions, I’d like to...
MINI-MONOLOGUES 5 audio 9
Accountant | The financial statements of a company are the most im-

portant documents that a company produces. Investors,
creditors, banks, customers — everybody reads the state-
ments. The accounts show what a company does with its

50




money, how profitable it is, and also how risk-worthy it is.
And you can see warning sings for the future. Our stock
exchanges depend on properly prepared accounts.

Trader

I agree that the accounts of the companies have a lot of
information, but it’s very hard to understand it all. In
my job, I need to know the financial situation of the
company. People interested in the stock exchanges rely
on experts like me. But there are also many other
sources of information. As for the accounting rules,
they don’t interest me, or anyone else, at all. That’s
stuff for the accountants.

Investor

All those numbers, and I haven’t got a clue what they
all mean. Pages and pages of them, and apparently they
are often only “estimates”, or they can be interpreted in
one of many ways. What’s the point when accountants
themselves can’t agree on how to show the numbers?
Most of us need a lot more information and knowledge
about a company than what we get in the accounts.

Layman

Is it all really that hard? Can’t we just look at the profit
or loss of the company to find out how it’s doing? I
don’t see all the fuss. Accountants are there to tell us
about the numbers, and I thought that’s what they do.
They are trained to report these numbers, and it can’t be
that hard to count up everything that’s happened.

Managing
Director

This is exactly the problem. There are many ways to
change the numbers to give a better picture. Some of
my peers have been guilty of doing just that. The ac-
countants and auditors have to take responsibility or the
way that numbers are reported. Accountants and their
work are extremely important; they just need to make it
all a little easier to understand.

DIALOGUE 6 audio 10

Manager

So, could you just go over depreciation again?

Accountant

Sure. I’ve prepared a quick list of the different types
like you asked.

Manager

QGreat.

Accountant

OK, let’s see. Well, you know that normal accounting
treatment means that a fixed asset has to be written off
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over its useful life. Basically we look at the cost of the
item, and take away its estimated scrap value. Then we
use a depreciation method to write it off.

Manager Yes, of course. It’s five years for computers, | think.

Accountant | Right. Well, as you say, there are different ways of do-
ing this. Er, let’s see, straight line, declining balance,
sum-of-the-years’-digits, unit of production, hours of
use. If you look at this list, you can see a description
of each of these methods.

Manager Oh yes, I see. Yes, that’s very useful.

DIALOGUE 7 audio 11

CEO We’ve got a few minutes to ourselves. Could you
just go over it again? How is the taxation expense
calculated?

Accountant OK. The operating profit minus our interest ex-
penses gives us the profit before tax figure. This is
the amount which theoretically is then subject to
taxation. In fact, the taxation amount is just an es-
timate, because we won’t know until much later
exactly how much tax we’ll have to pay.

CEO What do we do with this estimate?

Accountant In effect, we prepare an interim tax return. It won’t
be filed, just kept by us to justify the taxation ex-
pense we include in the P&L.

CEO What do we do when the taxable income differs
from the profit before tax?

Accountant We record what happens on the balance sheet. It’s
either a net deferred tax asset or liability.

DIALOGUE 8 audio 12

Kathy Hi Javier. How’s it going?

Javier It’s not easy, all this English. We didn’t do any of this

on my course.

Kathy Can I help?

Javier Well, maybe you could clarify a couple of things. Let’s

see. Ah, here we are. ‘Provision for income taxes’.
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What does that mean?

Kathy

OK. Provision means putting money aside so that we
have something to pay with later. So, provision for in-
come taxes is talking about the current year’s tax ex-
pense which will have to be paid in the future.

Javier

Like provisional?

Kathy

Not exactly Provisional just means temporary, you
know, not final. Like a provisional budget. It’s not the
final version.

Javier

I see. And what about deferred income tax balances.
What does deferred mean?

Kathy

Basically put off to another day. The income has been
recognized in the accounts, but the tax owing on that
income will only be realized in the future.

Javier

OK. How does that affect associated companies?

Kathy

Well, it depends. Associated companies and affiliates
are a special case. Deferred taxes are not normally rec-
ognized on undistributed earnings, but only if the plan
is to re-invest the profits.

Javier

So, if we don’t invest the profits, we pay tax.

Kathy

Exactly.

Uta

IRS

Uta

IRS

DIALOGUE 9 audio 13

These costs clearly relate to the repair and maintenance of
our machines.

But in your financial statements, you argue that this ex-
penditure was to upgrade and you have capitalized it all.
At first glance, it appears clear that...

Excuse me, but you know as well as I do that the account-
ing and tax regulations allow for different definitions of
what we can capitalize, and what we must expense.

Yes, but it’s easy to work out the type of costs you have
from the descriptions in your accounts. And based on our
interpretation of the laws, this seems to be capital ex-
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penditure, which you can of course depreciate.
Uta We’re going to take this further. I’'m afraid I can’t agree
with your comments.

IRS Look. I’'m sorry, but this conversation is going nowhere. |
suggest you make a submission and send it to our office.
We can then consider your arguments in detail.

Uta Fine. I’'ll do it today. Thanks for your time.
IRS You’re welcome. Goodbye
Uta Bye

DIALOGUE 10 audio 14

Claude Claude Bernaud.

Janet Hi Claude. It’s Janet. You wanted to chat?

Claude Hi Janet. Great, you got my message. Thanks for get-
ting back to me so quickly.

Janet You’re welcome. How can I help?

Claude Well, it’s about your preliminary report. There are a
couple of things I think we need to discuss.

Janet Yeah, sure. No problem. I have it in front of me.

Claude Hang on. I’ll just find my notes. OK. The first point is
on page eleven, third paragraph. What do you mean,
exactly?

Janet OK. Let’s have a look. Oh yes. Capitalization of costs

in your factories. We think that these costs should be
expenses in the P&L.

Claude But... no, sorry. I’'m afraid I disagree. They were nec-
essary for the upgrade of our plant. Surely you agree
that we have to keep up with the competition?

Janet Yes, of course. But lots of the items we tested are
clearly normal repair and maintenance expenses. You
can’t really justify including such costs under machine
upgrades.

Claude I see it differently. Our machines have been developed
to produce a wider variety of products, to improve the
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running efficiency of the equipment, to keep us in
business. This was a sizeable investment on our part.
The figure we’re talking about shows the commitment
we’re going to be getting benefits from these upgrades
for years. Our balance sheet should show this.

Janet

I’m sorry. These figures are too material for us to ig-
nore. There are some expenses which...

Claude

Companies do this all the time and, I might add, their
auditors accept it. I suggest you consider this again.
I’'m sure you’ll find it’s reasonable when you think
about how important these investments were to this
company.

Janet

All right. We’ll look at these costs again. Let’s move
on the next point.

Useful Phrases and Vocabulary
Meeting people

Hello,Mr.orMs ... . I'm ... .

It’s nice to meet you.

— (It’s) Nice to meet you, too.

May I introduce you to ... ?

I’d like to introduce you to ...

Have youmet ... ?

Offering hospitality

Can I take your coat?

Please come in and take a seat.

Can I get you a cup of coffee or tea?
Would you like something to drink?
— Yes, please. Or Yes, that would be great.
— No, thank you. Or No, thanks.
Being polite (and less direct)
Excuse me, but ...

I’m sorry but ...

I’m afraid that’s not quite right.

We have a slight problem.
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At first glance, it appears clear ...

This seems to be ...

Could you please ... ?

Checking and clarifying information
Maybe you could clarify a couple of things.

— Sure. Or Certainly. or How can I help?
What do these figures mean again?

— Basically, they just mean that ...

Can we just go over that one more time?

— Of course. No problem.

Could you repeat that, please?

— Sure, I said ...

You did say the 24th, didn’t you?

— Yes, that’s right.

I didn’t quite catch that.

— OK, what I said was that ...

So, what you’re saying is ...

— That’s right. Exactly.

So, this column is wrong?

— Well, not exactly. It depends how you see it.
How is the profit calculated?

— Well, it’s actually quite simple. First we ...
In other words, we’ll need to send it by Friday?
— Exactly. Yes, if we want to meet the deadline.
How about if we send it in next week?

— That’1l be fine. Oh, I’m sorry, that would be too late.
Talking about causes and results

Cause

This happened because ...

This increase or decrease is due to ...

This is a result of ...

Result

It could lead to ...

What could happen is ...

Because of this, we’ll see ...

Talking about figures



Going up

Figures have increased slightly.

Figures have increased steadily.

Figures have increased dramatically.

It’s not as low as last year.

It’s slightly a lot more this year.

The situation was pretty bad, but is now improving slowly.
It’s better than last year.

Profits rose increased last year.

Going down

This is a significant gradual drop.

Profits have been falling going down since the fire.
It’s gone down fallen since last year.
There’s quite a drop from 2005 to 2006.
No change

The situation is stable.

We’re hovering at around 3%.

It’s virtually exactly the same.

Ups and downs

There have been some fluctuations.
Telephone phrases

Getting through

Hello, this is ... from ... . May [ speak to ... , please?
Could you put me through to ... ?

— Janet speaking.

Hello, Janet. It’s Klaus.

Making appointments

Could you come by the office next week?
How What about Monday at 9.30?

Can you make Tuesday afternoon?

— No, I’m sorry. I’m busy then.

— Yes, that sounds good.

Use these everyday phrases preparing your part in the mini-
dialogue or preparing your mini-monologue.

57



Giving an opinion

1. 51 BBaxaro, 110

2. 5 BBaxaro uei (axT HaIA3BU-
YyallHO BaXXJIMBUM
3. Ile 3anexuTs, s AymMaro Bijl

4. 1 BBaxalo, 1ie BIJIrpae Bax-
JIMBY POJib, aJKE
5. S cxunpHUU BBaXKaTu

Think

I think that

I do think this fact is most im-
portant

It depends, I think, on

It plays, I think, an important
role because

I am inclined to think

Believe

1. 51 BBaxkaro, 110 II€ JOCHUTH IIl-
KaBa mmpooJiemMa

I believe it 1s rather an interest-
ing problem

2. 5l BneBHEHUH, IO It is my belief that
Opinion
1. Ha moro nymky In my opinion (to my way of
thinking)
2. ITo-moemy To me (for myself)

3. Mos ocobucTa JyMKa CTOCOBHO

My personal opinion as to

4. 51 BBakaro, 1m0 3araibHa aymka I think that universal opinion is

nojsara€ B TomMy, 1o

that

Seem

1. MeH1 31a€ThCH, 110

2. OT1xe, 31a€THCA, IO
3. Bszarami, MeHI1 34a€TbCS, 110

It seems to me that

So it seems that
Generally speaking, it seems to
me

Consider

1. Mu BBaxxkaemo, 1110

2. 1 He BBaxaro, 1110

We consider that

I don't consider that

3. bynemo BBaxkatu, 110 Let us consider that
Suppose, suspect, etc.

1. A BBaxkaro, 110 I suppose that

2. 5l BBaXkaro/mpuIyckaro, 1o I presume (assume) that

3. S mimo3proro, 1o I suspect that

4. MOXIHMBO, IO It 1s conceivable that

View, etc.
1. 3 mo€i TOUKH 30py In my view
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2. 3 TOYKH 30py From the point of view of; From
this (my) viewpoint

3. Ha miit mormsig (po3m.) For my money

4. Ilono mene For my part

5. Ha moro nymMKy What I (mean to) say is
Tell

1. BixBepTo Kaxyuu To tell the truth

2. S 13 3agoBoneHHAM MoBigoM- It is pleasure for me to tell you
JISIFO BaM

3. Meuni ka3amnu, 1m0 I was told
Speak
1. Kaxyuu nipo Speaking of
Talk
1. 4 xotiB 6u moroBoputu npo  ['d like to talk about
2. 5l He roBoprO MPO I don't talk about
3. T'oBopstum mpo Talking about
Mention
1. 4 xouy Harajgatu, 110 I would like to mention that; 1
should mention that
2. Sk yxe 3ragyBanocs As mentioned
3. Sk g BKe 3ragas As I have already mentioned
that
4. HeoOx1aHO 3ragaTtu It should be mentioned
Point out

I would like to point out that; I
1. 4 xoTiB O BKa3atu Ha Te, mo  would point out
Emphasize

1. 5 XxOTIB OU MiAKPECIUTH I would like to emphasize; I
would emphasize that
2. Y upomy 3HadeHHi g1 xotiB 6u In this sense I would like to em-

M1IKPECIUTU phasize
3. Ocobucro s BBaxaro HeoOxia- Personally I find it necessary to
HUM MTIIKPECIUTH TE, 110 emphasize that

Say
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1. 51 xoTiB OM cKka3artu, 110

2. Jlo3BonbTe cKa3aTu ACKIIbKA
CJIIiB TIPO

3. TyT MoXXHa CKa3aTh JeKiJIbKa
CJIIB TIPO

4. 5 xouy ckazatu, 110

5. 5l moBUHEH cKa3aTu, 110

6. Sl MOy JIMIIIE CKa3aTH, IO

7. BigHOCHO ... 1 MOXY TUIBKH
CKaz3aTu, II0

8. Ha miaTpuMKy XO0d4y CKa3aTu,

8 (0)

9. He mopymytoun nmuataHHs MpoO
... , CKQXY JIHIIIE, IO

10. HackuIbKH 5 11aM SITaro
11. HackinpKu MeH1 BITOMO
12. SIx BigoMoO

13. Ilepur Hixk ckazaTu

14. SIxo MoKHa Tak cKa3aTu

I would like to say

I would like to say a couple of
words about
A word may be said about

I would say; I want (I am will-
ing) to say that

[ must say that

I can only say that

With regard to ... I can only say
that

[ want to encourage ... by say-
ing that; In support of the fact
that ... I would say

I shall avoid the subject of ...,
except to say that

As far as [ remember

As far as I know

Basically speaking

Before I tell you

If I may/might say so; If I may
use the expression

Put
1. IIpocTo Kaxy4u To put it bluntly
2. KoporTiie kaxyuu To put it briefly
3. 'oBopsiuu npsimo, 6e3 HatskiB ~ To put (it) in its crudest terms
4. M’ aK0 Kaxyuu To put it mildly

5. 'oBopuTHu 63 mepediIbIITeHHS

To put it no higher

Presenting an argument

For support

1.4 nomuicTio miarpumyro 1o I fully support this theory

TEOPIIO
2. 51 xoTiB OM MiATPUMATH

60

[ would like to support




3. B miaTpuMKky TOTO, 110 In support of the fact that
4. S miaATpUMYIO TOUYKY 30py I support the view of
Understand

1. Hackinbku g po3yMiro As I understand

2. S po3yMiro, 1110 I understand
Realize
1. A po3zymito, 1110 I realize that
Partner A PARTNER FILES
Role-play 1

You work in the finance department of your company. Today a
new colleague from your overseas parent company is coming to the
office for the first time. (He or she only speaks English.) You have
been asked to welcome the new colleague, show him/her around the
office, and make him/her feel comfortable. At the end you should in-
troduce your new colleague to the head of the department.

Role-play 2

You're in trouble. You've just split coffee all over this docu-
ment, and you need it for an important meeting in a few minutes.
Phone your colleague (Partner B) and ask him/her to give you the
missing numbers.

Role-play 3
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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 suita-
ble time to meet. (You will need your diary.)

Role-play 4

Times are tough. Costs have to be reduced. But where? As the
MD (Managing Director) of a large international conglomerate, you
have to reduce your budget for next year. Make some notes on how
the finance department can save costs (e.g., less staff, more software),
and be prepared to explain your position in a preliminary meeting with
your Chief Financial Officer.

Role-play 5

You work in the finance department of a large U. S. based con-
glomerate, and are currently at a trade fair in Valencia. Your 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 Eu-
ropean market. You are about to meet up with someone from a medi-
um-sized European company which is looking for investment from
abroad. This could be your chance. Your aim in the meeting is to de-
cide what information you need from the other company, and what
happens next.

Partner B PARTNER FILES

Role-play 1

It is your first day in your new job as a member of the finance
department in one of your company’s European subsidiaries. You only
speak English, but hope to start learning the local language soon. One
of your new colleagues will meet you and show you around the com-
pany. Make small talk and ask questions about the company. (How
many people work there? Do they have a canteen? Does the company
offer language classes? etc.)

Role-play 2

The following document has just been faxed to you, but some of
the information has not printed properly. Unfortunately you need all
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the information in order to brief your boss. You are just wondering
what to do when your phone rings.

Role-play 3

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 col-
league. Answer it. (You are very busy next week and it will be diffi-
cult to schedule any new appointments but you might be able to fit
something in if it is important!)

Role-play 4

Times are tough. Costs have to be reduced. But where? As the
CFO (Chief Financial Officer) of a large international conglomerate,
you have to defend your budget for next year. Make some notes on
why the employees in your department are so important, and be pre-
pared to defend your position in a preliminary meeting with your boss,
the Managing Director.

Role-play 5

You are 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 in-
formation you need from the other company, and what happens next.

TEST 1
Choose the correct response:
1. Have you met Ivan?
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a) Not. b) I don’t think so. c) No, thanks.

2. Can I get you a cup of coffee?
a) Yes, of course. b) You can.  c¢) Yes. That would be great.
3. Hello, Mr. Senkel. I’'m Matthew Blakeney. It’s nice to meet
you.
a) Yes, it’s very nice. b) Nice to meet you to.  c) Yes, thank you.
4. Please come in and take a seat.

a) As you wish. b) Yes, I take. c) Thank you.
5. Can I take your coat?
a) Thanks.  b) Yes, you can take. c) Yes, it is.

6. May I introduce you to Peter?
a) Nice to introduce you.  b) That’s good. c) Hello, Peter.

TEST 2

Choose the correct word or phrase to complete the sentences:

1. He’s just (finish, finishing, finishes) a phone call.

2. I’ll get some drinks. Petra, (are, do, would) you like some coffee?

3. (We always use, we always used, we’re always using) the
same team of external auditors. They’re excellent.

4. Sorry (we keep, keeping, to keep) you waiting.

5. Would you like to start by (telling, tell me, telling me) a little
about your expOerience?

6. (I've studied, I studied, I'm studied) Economics in Paris from
2004 to 2006.

7. Don’t worry when you go to my city. Lots of people (can, can
to, could) speak English.

8. Now I'll fill you (in, up, over) on the requirements we have
for this position.

TEST 3
Complete the sentences with the words from the box above:

gearing shareholder contract transactions debt leasing pru-
dence liabilities
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Here is the ... for the job, showing your hours and pay.

I’m worried that our ... are greater than our assets.

The company is now seriously in ... .

Sometimes ... equipment is preferable to buying it.

One ... owns 65% of the company.

Most of our transactions take place on the Internet.

... 1s the difference between a company’s debts and its share

A Gl ol e

value.

8. One of the most important assets a financial manager can

haveis ... .

TEST 4
Choose the correct way to write each number in figures:
1. thirteen point seven eight

a) 13,78 b) 13.078 c) 13.78
2. twenty-five thousand and ten

a) 25.010 b) 2,500.10 c) 25,010
3. five hundred and forty-five pounds forty

a) £545,40 b) £545.40 c) £545,40p

4. one hundred and seven million, five hundred and ten thousand

and forty-two

a) 107,510,042 b) 100,751,042 c) 17,510,042
5. seventy-eight thousand, four hundred and twenty-nine dollars
a) 8$78,000.429 b) 78,429 c) 78.492,00
6. three point nought one nought nine two
a) 3.01092 b) 3,01092 c) 3.10902
7. nought point double oh four
a) 0.044 b) 0,004 c) 0.004
TEST 5
Complete the sentences by changing the verb on the right into a
noun:
1. My ... that next year will be a good one. predict
2. My ... of our tax bill wasn’t very accurate. calculate
3. We accept ... by cheque or credit card. pay

65



4. Sales ... is steadily increasing. perform

5. There is every ... that this will be a record year. indicate

6. Turnover is much better in ... to last year. compare

7. The company is set for considerable ... . expand

8. There is an ... that interest rates will drop. expect
TEST 6

Complete the sentences with the words from the box above:
capital margin earnings statements balance payable

1. You need to take these invoices to Accounts ....

2. Working ... is the money used in the normal running of a
company.

3. Our profit ... is decreasing.

4. The financial ... show the profit and loss account.

5. According to the ... sheet, we have very small liabilities.

6. Retained ... are invested in the company.

TEST 7
Choose the correct response:
1. Could you clarify a few things for me?
a) Yes, I could clarify. b) Sure. c) There are few things.
2. These figures here, what do they mean again?
a) They meant that b) They are mean c) They mean that it’s

it’s £1,000. that it’s £1,000. £1,000.
3. Can we just go over that one more time?
a) Of course. b) Yes, we’ll go over. c) OK, we do.

4. Please could you repeat that?
a) As I was saying, b) That’s right, it’s c) Sure, I said, it’s

it’s A/123. A/123. A/123.

5. So, what you’re saying is that the profits aren’t high enough.
a) Yes, certainly. b) That’s exact. c) Exactly.

6. Is this column wrong, then?
a) Yes, it does. b) Yes, is wrong. c) It depends.

7. When did you say we’d be starting the audit?
a) On Tuesday after- b) On Tuesday the c)At Tuesday after-
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noon. aﬁernoon. noon.

TEST 8
Complete the sentences with the words from the box above:

expenses expenditure value breaks tax asset

1. There has been an increase in the lowest income ... band.
2. All of our office equipment is treated as a fixed ... .
3. His travel and restaurant ... seem unreasonably high.
4. What kind of tax ... can I get on my car?
5. The scrap ... of IT equipment goes down every year.
6. Any capital ... over £10,000 must be signed off by the MD.
TEST9
Match the words with their opposites on the right:
1 profit a) decrease
2 first b) sell
3 creditors c) debtors
4 buy d) last
5 lend e) loss
6 increase f) borrow
7 income g) expenditure
TEST 10

Choose the correct word or phrase to complete the sentences:
1. Hello, (I am named, this is, speaking is) Frank Defling from
DSDG.

2. Can I speak to someone (of, to, in) Personnel, please?
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3. Could you put me (through to, along by, away to) Ms Flem-
ing, please?

4. Could you come (at, for, by) my office later this afternoon?

5. Can you (tell, let, make) next Monday at five?

6. Can we meet (around, us, up) this morning?

7. Meet this morning? Yes, (that, this, it) sounds good.

TEST 11

What does an auditor do? Choose the correct word to complete
the sentences:

1. It’s important for an auditor to (do, spend, have) time getting
to know the industry in which the business operates.

2. Auditors analyze the internal systems used to (do, put, make)
and record transactions.

3. An auditor (gathers, develops, carries) evidence on the fig-
ures in the financial statements.

4. Auditors also examine these statements to (insure, instruct,
determine) whether they conform to accounting principles.

5. The management report must also be (controlled, observed,
examined) to see whether it conforms to the financial statements.

6. However, an auditor does not (calculate, guarantee, assure)
the correctness of the figures presented in the accounts.

7. Finally, the auditor (presents, files, tells)a written report to the
management of the company.

8. An auditor always (maintains, subjects, enforces) confidenti-
ality and independence.

TEST 12
Complete the sentences with the words from the box above:

stable dramatically slightly fluctuations significant drop

1. Sales this year have increased ... by 600%!
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2. The situation is improving, although there have been a few

3. We had a ... in sales last month of £5,000.

4. It’s a ... difference in price: changing from $1 to $20 a unit.

5. Profits have fallen ... , not by much.
6. We need prices to stay the same: to be ... .

TEST 13
Complete the sentences with the words from the box above:

repayments offer discussion depreciation provision items earn-

ings

1. A lot of the ... you have bought are not tax-deductible.
2. We had a long ... about staff discounts.
3. We are losing money because of the ... in the value of our

stock.
4. I received a very generous ... to join the board when I retired.
5. Many people can’t meet their mortgage ....
6. Sales people often have very high ....
7. You need to make realistic ... for your retirement.
TEST 14
Rearrange the words to make sentences:
1.

agreed. over go Let what we me
2.

the said You you? 24 didn’t
3.

this we could at Perhaps [lunch.  discuss
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the move we Shall to next item?
5.

didn’t catch quite 1 that. Sorry,
TEST 15

Make words from the letters on the right. Then complete the sen-
fences:

1.  Fewer ... were paid in 2006 than in 2004. vdndiised

2. ... onproperty rose in 2004. sexta

3. ... ofall intangibles fell that year. mottazriaoni

4.  We spread ... over four years. teriopedainc

5.  Last year, as expected, ... income taxes rose. freederd

6.  This year will be the most ... one yet. trfelbaipo

7.  You could consider ... more money to re- loatgilcan
search.

8.  The statement of cash flows isn’t ... yet. pcemleot
TEST 16

Complete the sentences by changing the verb on the right into a
noun:

1. Our company made several ... last year. acquire

2. I gave your suggestion some ..., and it’s think
good.

3. Nexttax ... is coming in next year. legislate

4.  Would you be interested in an overseas ...?  invest

5.  Did you manage to reach an ... yesterday? agree

6.  Would you give my offer some ...? consider

7.  What is the best ... of this product? utilize

8.  The fee we’re offering is not an item for ... discuss
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TEST 17
Put the introduction to a presentation in order:

1. a) Finally, we’ll look at some possible solu-
tions.

2. b) There will be a detailed handout at the end.

3. c) I’ll start with a brief description of the is-
sues.

4. d) Good morning, ladies and gentlemen.

5. e) First of all, thank you for asking me here to-
day.

6. f) There will be tree parts to my presentation.

7. g) Then we’ll look at some of the other prob-
lems.

TEST 18

Choose the correct word or phrase to complete the sentences:

1. (If you don’t care, If you don’t mind, If you mind), I’d prefer
to answer any questions you may have at the end.

2. I will now be happy (take, for taking, to take) any questions.

3. There are three parts (to, on, from) my presentation.

4. I’ll start (on, for, with) a short description of the general is-
sues.

5. Then we’ll examine some of the issues (at, in, of) more detail.

6. Finally, we’ll look (in, on, at) how you can create successful
international teams.

7. There’s no need to (fake, describe, do) notes unless you really
want to.
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