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Введение
«Английский язык для бакалавров учётно-финансового факультета» является учебно-методическим пособием для студентов второго этапа обучения.

Пособие включает в себя тексты, относящиеся к бухучёту и аудиту.

Материал построен по принципу «от простого – к сложному».

Кроме основных текстов, в пособии представлено большое количество упражнений, направленных на обучение пониманию специальных материалов и использованию их в практической деятельности. Многочисленные упражнения способствуют активному усвоению тематического материала и использованию его в устной и письменной речи в соответствии с потребностями данного вида деятельности.
Пособие состоит из двух частей, включающих четыре раздела. Специальные тексты и задания первой части направлены на совершенствование навыков чтения и говорения. Материалы, представленные во второй части, нацелены на формирование навыков перевода аутентичных текстов по специальности.
В каждом разделе пособия имеются грамматические пояснения, способствующие лучшему усвоению материала, а тексты первой части снабжены списком слов.
В конце пособия предлагается терминологический словарь, который выбран с учётом наиболее частотной лексики, встречающейся в финансовых документах.

PART I

Unit 1

Texts: 



Text A: What Bookkeeping Is All About

Text B.

Grammar: 


Simple Tenses (Present, Past, Future)

Word-building: 

Cуффиксы существительных – er, or

Word study: 


either … or

still, yet, else, more, another

money, news, advice, information, 

knowledge, success, progress

both … and
Socializing: 


Telephone conversations
Introductions

Wordlist
	1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18

19
20
21
22
23
24
25
26
27
	bookkeeping

bookkeeper

accountant
to consist of

to sell (sold, sold)

profit

at a profit

in other words

enterprise

to purchase

to spend (spent, spent)

to borrow

to save

to lend (lent, lent)

records
to record
volume

still

to use
to remain

owner

to own

to owe to smb
to gain
to lose (lost, lost)
value
essentially

equal
	бухгалтерия

бухгалтер

бухгалтер (более выс. квалификации)

состоять из

продавать

выгода

с выгодой

др. словами

предприятие

покупать

тратить

брать взаймы

экономить

давать взаймы

записи, документация

регистрировать,

записывать

том, книга

всё ещё

использовать, пользоваться

оставаться

владелец

владеть

быть должным

получать, извлекать выгоду

терять

стоимость, ценность

по существу

равный
	28
29
30
31
32
33
34
35
36
37
38
39
40
41
42

43
44
45
46
47
48
49
50
51
52
	sole proprietorship
partnership

transaction
to involve
sale
loan
lease payment
to transfer
account
cash
cheque, am. check
money order
promise

responsibility

to be responsible

for smth
to enter smth
entry
journal entry
to make an entry

financial reports
left-hand column

right-hand column

item

both

currency
	индивидуальное частное предприятие

товарищество

сделка

включать в себя

продажа

заём, кредит, ссуда

платёж за аренду

переводить

счёт

наличные

чек

платёжное поручение
обещание

ответственность

быть ответственным за что-либо
вносить, регистрировать
запись, проводка

запись в учётном журнале
вносить запись

финансовая отчётность

левая колонка

правая колонка

позиция, пункт
оба, обе
валюта, деньги


Word-Building
	Суффиксы – er/-or

to import           импортировать           importer           импортёр
to visit                посещать                    visitor                посетитель
Суффиксы –er и -or образуют существительные от глаголов


1. Образуйте существительные от глаголов и переведите их на русский язык.
	1) to sell

2) to purchase

3) to spend

4) to borrow

5) to lend

6) to record

7) to use

8) to own

9) to lose

10) to drive

11) to audit

12) to teach


	13) to learn

14) to read

15) to write

16) to manage

17) to export

18) to inform

19) to operate

20) to regulate

21) to translate

22) to design

23) to play
24) to conduct


2. Образуйте существительные от глаголов и переведите предложения на русский язык.

1) She is a teach… Where does she teach?

2) My husband drives very well. He is a good drive…

3) Many bookkeepers learn English. They are learn… of English.

4) He writes books for children. He is a popular writ…

5) They plan to borrow a big sum next year. There are many borrow… on the market now.

6) This company exports computers to many countries. They are among the most popular export…

7) Many accountants use this programme. We are use… of this programme too.

8) Very competent accountants audit books of different companies. They are called audit…

9) –What companies import cars?

-Oh, there are a lot of import… of cars.

10) She designs beautiful houses. She is a very talented design…

11) He plays hockey well. He is a good hockey play…

Grammar Revision

Simple Tenses (Present, Past, Future)

	
	Утвердительная форма
	Вопросительная форма
	Отрицательная форма

	Present

Simple


	I like it.

You like it.

He/she/it likes it.

We like it.

They like it.
	Do I like it?

Do you like it?

Does he/she/it like it?

Do we like it?

Do they like it?
	I do not (don’t) like it.

You do not (don’t) like it.

He/she/it does not (doesn’t) like it.

We do not (don’t) like it.

They do not (don’t) like it.

	Past

Simple


	I (you, he, she, it, we, they) saved (lent) money.


	Did I (you, he, she, it, we, they) save (lend) money?
	I (you, he, she, it, we, they) did not (didn’t) save (lend) money.

	Future

Simple
	I (you, he, she, it, we, they) will own the house.
	Will I (you, he, she, it, we, they) own the house?
	I (you, he, she, it, we, they) will not (won’t) own the house.


1. Выберите правильный ответ.

1) Mr. Green (like, likes) Moscow very much.

2) He (doesn’t, don’t) live in Moscow.

3) Mr. Hope (am, is) an auditor and he often (go, goes) to Madrid.

4) Mr. Brian (is, are) an accountant, he (don’t, doesn’t) often go to New York.

5) I (like, likes) English very much.

6) They (borrow, borrows) money from this bank.

7) Bookkeepers (use, uses) the same methods everywhere.

8) He (spend, spends) a lot of money on his car.

9) The principles (remain, remains) the same.

2. Ответьте на вопросы.

1) Do you sometimes go to England?

2) Do Russian businessmen often go to Spain?

3) Do you work for a big company?

4) Does your friend work as a bookkeeper?

5) Do bookkeepers keep records on computer disks?

6) Do businessmen often borrow money?

7) Do big companies spend a lot of money on advertising?

8) Do many Russians save money?

9) Do banks lend money to small businesses?

3. Разыграйте следующие мини-диалоги.

· Do you work in Moscow?

· Yes, I do. I am an auditor. And I travel a lot.

· Do you speak Japanese?

· No, I don’t. It’s a very difficult language to learn.

· Do you live in the center of the town?

· No, I live in the outskirts. It is far from the center.

4. Переведите на английский язык.

1) Вы живёте в центре Лондона?

2) Ему очень нравится Италия.

3) Они не говорят по-русски.

4) Бухгалтеры регистрируют каждую сделку.

5) Чем владеет эта фирма?

6) Это предприятие должно банку $ 10,000.

7) Банки ссужают деньги многим предприятиям.

8) Этот бизнес мне не принадлежит.

5. Раскройте скобки, употребив глагол в Past Simple.

1) In the past bookkeepers (to keep) records in big volumes.

2) This company (to own) many offices in the center of the city.

3) That transaction (to be) profitable.

4) He (not to save) money when he was young.

5) The business (to gain) in value last year.

6) They (to sell) the goods at a profit.

7) What company she (to work) for last year?

8) When she (to be) young she (to work) for a sole proprietorship.

9) We (to owe) the bank a lot of money.

10) They (to take) a loan from the bank last year.

6. Разыграйте следующие мини-диалоги.

· Where did you spend your summer holidays last year?

· I went to Egypt. I liked it there.

· Did you speak English there?

· Yes, I did.

· Where did you work last year?

· I worked for a partnership.

· Was it interesting?

· No, it wasn’t.

· Did you buy a new car last week?

· Yes, I did.

· Did you spend a lot of money on it?

· Yes, I did. I took a loan in a bank.

7. Раскройте скобки, употребив глагол в Future Simple.

1) It (to remain) in the books.

2) The business (to gain) in value next year.

3) Our bookkeeper (to keep) records of future transactions.

4) Mr. Grey’s secretary (to send) the message by e-mail tomorrow.

5) I am afraid it (to be) very difficult to do it next week.

6) The bookkeeper (to prepare) financial statements one of these days.

7) This transaction (to result) in a loss.

8) It (not to be) necessary for you to enter this sum.

9) The financial statement (to tell) you the profit for the year.

8. Составьте предложения.
For example: He’ll lend this sum tomorrow.
	I’ll

The bookkeepers will

The owners of the business will

The principle will

The bank will

They’ll

He’ll
	remain

give us

borrow

prepare

know

lend

use
	the financial statement

a loan

this sum

the same

the profits

this information

much money
	in a few days

next week

one of these days

tomorrow

soon

the day after tomorrow

very soon


9. Составьте мини-диалоги, используя следующие названия городов и стран.

· I’m going to London in May.

· Will you work there?

· Yes, I will (No, I won’t).

New York 


Paris 


Brussels

Lisbon 


Bern 


Switzerland

Spain 



Portugal 

Holland

France 


Belgium 

Copenhagen

10. Употребите глагол, данный в скобках, в правильной форме.

1) Bookkeepers (to enter) transactions in chronological order.

2) The bookkeeper (to enter) this transaction yesterday.

3) The bank (to lend) a big sum of money to the business a month ago.

4) They (not to own) this factory. They (to sell) it some time ago.

5) The business (to gain) in value last year.

6) We hope that our business (to gain) in value next year.

7) This business (to spend) much money on lease payments every year.

8) His work (to consist) of preparing financial statements. He is responsible for the annual report.

9) She (to transfer) this sum to the bank tomorrow.

10) They usually (to save) money for summer holidays.

Word Study

	either … or

You can answer either by telephone or by e-mail.




1. Переведите на русский язык.

1) You can either use this method or that one.

2) You can use either a diskette or a disk.

3) When there is a crisis, they either do nothing or do something useless.

4) You must answer either yes or no.

5) You can either walk or take a lift.

6) He can either post it to this account or to that one.

7) A bookkeeping entry is either a debit or a credit.

2. Переведите на английский язык.

1) Ты можешь изучать либо английский, либо немецкий.

2) Ты можешь либо купить эту вещь, либо сэкономить деньги.

3) Пожалуйста, или входи, или выходи. Не стой в дверях.

4) Она может либо прочитать книгу, либо посмотреть фильм.

5) Он должен или продать машину, или отремонтировать её.

6) Ты можешь писать либо в левой колонке, либо в правой колонке.

7) Ты можешь или перевести деньги, или свести баланс.

8) Он может либо взять ссуду, либо занять деньги у друзей.

	ЕЩЁ – still, yet, more, else, another


В утвердительных предложениях используется still, в отрицательных предложениях используется yet, которое в этом значении стоит в конце предложения.

При обозначении количества используется more с неопределёнными местоимениями и числительными; another употребляется перед исчисляемым существительным в значении ещё один, что является эквивалентом выражения one more.

He is still a learner. – Он ещё только ученик.

I don’t know it yet. – Я ещё этого не знаю.

Give me two more postcards, please. – Дай мне ещё две открытки, пожалуйста.
Some more sugar, please – Ещё сахару, пожалуйста.

Another bottle, please. – Ещё одну бутылку, пожалуйста.

One more bottle, please.

Else употребляется в значении «ещё» с вопросительными словами Who, What, Where, How и с местоимениями something, anything, nothing, somebody, anybody, nobody
Who else? 

Кто ещё?

What else? 

Что ещё?

Where else? 

Где ещё?

How else? 

Как ещё?

Something else 

что-нибудь ещё
Somebody else 

кто-нибудь ещё
3. Переведите на русский язык.

1) I still play tennis.

2) I’m not ready for this conversation yet.

3) This song is still popular among students.

4) I can give you some more forms. (form-анкета)

5) She is still attractive.

6) Can you bring me one more glass of juice?

7) Is he still waiting in the lobby?

8) I’m not sure of it yet.

9) What else do bookkeepers do?

10) Only his brother can do it. Nobody else can.

11) Is there anything else in this file?

12) Today the people who keep records are still called bookkeepers.

13) The enterprise may be a drugstore, a TV repair shop or something else.

4. Выберите правильный вариант.

1) Their children (still, yet, else) go to school.

2) I am not sure of it (still, yet, else).

3) There is (another, still, else) problem with this account.

4) Where (still, yet, else) can I exchange dollars for yen?

5) He cannot give an answer (still, yet, another).

6) I can give you one (more, still, else) ticket.

7) What (still, yet, else) can I do for you?

8) You should pay two (still, more, else) bills.

9) What (still, yet, else) are you interested in?

10) Let’s go to that shop. It’s (still, yet, else) open.

11) Nobody (still, yet, else) can pay for this service.

12) Mr. Cramer from our company was present there.

-Was anybody (still, yet, else) at the presentation?

	money, news, advice, information,

knowledge, success, progress



Эти существительные, в отличие от русского языка, употребляются только в единственном числе, никогда не употребляются с неопределённым артиклем. С этими существительными употребляются местоимения much, little.

The money is in the briefcase. = It is in the briefcase.

The money does not make him happy. = It does not make him happy.

He gave me a lot of good advice. – Он дал мне много хороших советов.

5. Выберите правильный ответ.

1) The money (is, are) on the desk.

2) Where (is, are) the money? Where did you put (them, it)?

I can’t find (it, them).

3) What (are, is) the news? The news (is, are) very good.

4) I have got very good news for you. Where (does, did) it come from?

5) His progress in French (are, is) not surprising. His wife is a teacher of French.

6) This information (come, comes) from the journal.

7) I often followed his advice. (It was, they were) good.

8) His knowledge of accounting (is, are) very good.

6. Разыграйте следующие мини-диалоги.

· Good morning.

· Good morning. Happy to see you. What’s the news?

· I’ve got very good news for you.

· Your bill is 20 dollars.

· Here is the money.

· Thank you.

	both - оба, обе
both … and – как…, так и


7. Переведите на русский язык.

1) Both children are at school now.

2) Every transaction involves both a credit and a debit.
3) Both came at the same time.

4) Both of them are learning English.

5) The children both have black hair.

6) He speaks both English and German.

7) You can write on both sides of the paper.

8) There were two projects but both resulted in a loss.

9) They both lend and borrow money.

10) We cooperate with two companies, both of which are owned by Smithson International.

8. Переведите на английский язык.

1) Он говорит как на русском, так и на английском языке.

2) Летом он хочет посетить и Англию, и Францию.

3) Я хочу купить и эти пирожные, и те.

4) Я люблю и классическую музыку, и современную.

5) Дайте мне, пожалуйста, обе открытки.

6) Г-н Смит хочет открыть и текущий счёт, и депозитный.

(a current account, a deposit account)

7) Скопируйте, пожалуйста, оба файла.

8) Обе компании используют услуги этих аудиторов.

9) Оба студента успешно сдали экзамены.

9. Подберите русские эквиваленты к следующим словам:
popular, game, principle, computer disk, method, corporation, operation, activity, form, journal, chronological, debit, credit, balance, manager, investor, banker, ordinary, practice, result, phase, alternative, plan, action, expression

10. Подберите английские эквиваленты к следующим словам и словосочетаниям:
	1) состоять из (чего-л.)
2) продавать

3) тратить

4) брать взаймы

5) экономить

6) давать взаймы

7) записывать

8) использовать

9) владеть

10) приобретать

11) терять

12) включать в себя

13) переводить
15) делать проводку
	a) to consist of (smth.)
b) to involve

c) to gain

d) to use

e) to lend

f) to borrow

g) to sell

h) to make an entry

i) to transfer

j) to lose

k) to own
l) to record

m) to save

n) to spend


11. Соотнесите слова (A) и их дефиниции (B).

	A
	B

	1. enterprise

2. profit

3. bookkeeper

4. borrow

5. lend

6. transaction

7. loan

8. records

9. currency


	a) money that is actually in use in a country

b) undertaking, especially one that needs courage or that offers difficulty

c) a person who keeps the records of money in business

d) get smth on the understanding that it is to be returned

e) any business operation that involves money

f) money gained in business

g) written account of facts, events, etc

h) give smth for a period of time on the understanding that it or its equivalent will be returned

j) smth lent, especially a sum of money


Work on the Texts

1. Прочитайте текст А и ответьте на вопрос:

- What is the main responsibility of a bookkeeper?

Text A

What Bookkeeping Is All About

The word “business” is very popular. What is business? We may say that business consists of selling goods and services at a profit. In other words, any enterprise in which we purchase and sell goods, spend, borrow, save and lend money is a business. It may be a drugstore, a TV repair shop, a manufacturing plant or something else. Business is a game with many players, and bookkeepers keep the score in this game.

In the past, bookkeepers kept records in big volumes: “the books”. Today, the people who keep the records are still called bookkeepers, even though they don’t use quill pens and “the books” may be computer disks. But the principle remains the same. Bookkeepers tell the owners, how much money comes into the business, how much goes out, how much money the business owns and owes. Is the business gaining or losing in value?

Essentially, bookkeepers use the same methods when they work for a sole proprietorship (which has only one owner), a partnership, or a corporation.

The first responsibility of a bookkeeper is to keep a record of every transaction of the business he/she works for.

A transaction is any business operation that involves money. It may be a sale, a purchase, a loan, a lease payment, or any other activity in which money is transferred from one account to another. The money can be in the form of cash (currency), cheque or money order.

Bookkeepers record transactions in the journal. In the journal the bookkeeper enters transactions in chronological order (making a journal entry). Later the bookkeepers transfer entries to the accounts and use them to prepare many kinds of financial reports.

The journal page has two columns. A bookkeeping entry is either a debit or a credit. A debit is always in the left-hand column. A credit is always in the right-hand column. Debits and credits must always balance (must be equal to each other). Every transaction involves both a credit and a debit.

Notes:

to keep the score 

вести счёт
quill pen 


гусиное перо

money is transferred 
деньги переводятся
2. Найдите в тексте соответствие русским фразам.

1) …бизнес заключается в продаже товаров и услуг с целью извлечения выгоды.

2) … любое предпринимательство, когда мы покупаем и продаём товары, тратим, берём взаймы, экономим и ссужаем деньги, является бизнесом.

3) … и бухгалтеры ведут счёт.

4) … хотя они не пользуются гусиными перьями …

5) Но принцип остаётся тем же самым.

6) Бухгалтеры говорят владельцам, сколько денег приходит в бизнес, сколько денег уходит …

7) Бухгалтеры говорят, сколько денег находится в распоряжении, какова задолженность …

8) Сделка – это любая деловая деятельность, которая связана с деньгами.

9) Деньги могут быть в форме наличности (валюты), чека или платёжного поручения.

10) Бухгалтеры регистрируют сделки в журнале.

11) Бухгалтеры переносят записи в учётном журнале на различные счета.

12) Бухгалтерская запись – это либо кредит, либо дебет.

13) Каждая сделка проходит как по кредиту, так и по дебету.

3. Найдите в тексте предложения, в которых говорится, что:
· the main idea of business is selling and buying;
· businesses differ in the form of organization;
· in the old days bookkeepers used big books;
· bookkeepers provide important information to the owners of the business;
· the form of ownership does not play any role in accounting methods;
· transactions may take different forms;
· the major responsibility of a bookkeeper is to register every transaction of the business;
· bookkeepers enter transactions in chronological order;
· bookkeepers post entries to various accounts;
· financial reports are based on the journal entries;
· bookkeeping entries are either debit or credit.
4. Выразите согласие или несогласие. Исправьте неверные утверждения.

That’s right. 


It’s true.

That’s wrong. 


It’s false.

1) Business does not involve selling goods and services at a profit.

2) Bookkeepers keep records of transactions.

3) In the past bookkeepers kept their records on disks.

4) Thanks to bookkeepers the owners of the business know how much money they own and how much they owe.

5) In different companies bookkeepers use different methods of accounting.

6) A transaction does not involve money transfers from one account to another.

7) The money which is transferred may be in different forms.

8) The bookkeeper does not record every transaction of the business.

9) In the journal the bookkeeper can enter transactions in any order he/she likes.

10) A bookkeeping entry is either a debit or a credit.

11) Debits are on the left.

12) Credits are in the middle.

5. Ответьте на вопросы.

1) What is business?

2) What is a business?

3) How did bookkeepers work in the past?

4) What role do bookkeepers play in any business?

5) What methods do bookkeepers use in their work?

6) What characterizes a transaction?

7) What forms do transactions take?

8) Where do bookkeepers register transactions?

9) Where do bookkeepers transfer journal entries to?

10) Where are debits and where are credits?

6. Перескажите текст А, используя следующие фразы:

The paper reports on…

The paper touches upon…
It is reported that…

Much attention is given to…

The paper points out that…

The paper deals with the problem of…

The paper provides information on…

The paper defines the phenomenon of…

The paper covers such points as…

7. Прочитайте текст В и ответьте на вопросы.
Remember:
a lawyer - 1. юрист 2. адвокат
an auditor - аудитор
to mean (meant, meant) - значить, иметь значение
meaning - значение
terms - термины
fluency – беглость
Text B

Accounting is the language of business. Business people of the world use it to describe different transactions of all kinds of organizations. Managers, owners, investors, bankers, lawyers, auditors and accountants use accounting terms and ideas. As it is the language of business, there are words and expressions that mean one thing in accounting, but which meaning is different in ordinary language. For example, the word “credit” in accounting means an amount of money that you add to an account. Besides, the word “credit” means a loan in business, and in ordinary language the expressions “to be a credit to smb” or “to do smb credit” mean that these people are proud of you. “Her children do her credit” means that she is proud of her children. Fluency in accounting terms comes with practice.

The first phase of accounting is bookkeeping. However, accounting is much more than actual making of records. Accountants are interested in the financial results. They study the various alternatives which are open to the business and try to help the owners and managers to choose the best plan of action for the business.

1) What role does accounting play in business?

2) What people use accounting terms and ideas?

3) What financial meaning of the word “credit” do you know?

4) What expressions with the word “credit” in the ordinary language do you know?

5) What is the first phase of accounting?

6) What are accountants interested in?

7) Why is it necessary to study the financial results?

Socializing

Telephone conversations

1. а) Прочитайте телефонный разговор.
· 949-21 40, Accounts Department

· Hello, I’d like to speak to Mrs Somova, please.

· Who’s calling?

· George White, Chief Accountant of Sinclair Communications Ltd.

· Mr. White, I’m afraid, Mrs Somova isn’t in. She is away on business in St. Petersburg.

· When will she be back?

· She is coming back tomorrow. Would you like to leave a message for her?

· Yes, please. Tell her I’ll call her tomorrow at 4 o’clock. Will she be here by that time?

· Most probably, she will. I’ll tell her you called.

· Thank you very much. Good-bye

· Ok. Bye.
b) Разыграйте аналогичные телефонные диалоги.

Introductions

Let me introduce you to …  



Разрешите представить вас …

Let me introduce … to you.  



Разрешите представить вам …

Let me introduce myself.  



Разрешите представиться.

May I introduce …?  




Можно представить …?

I’d like to introduce …  



Я хотел бы представить …

I’d like you to meet …  



Хочу познакомить вас с …

Please, meet …  




Познакомьтесь, пожалуйста. Это …

Do you know …?  




Вы знаете …?

Have you met …?  




Вы встречались с …? Вы знакомы?
I don’t think we have met.  



Мне кажется, мы не знакомы.

I’m General Manager of …  



Я генеральный директор …

My name is …  




Меня зовут …/ Моя фамилия …

Answers

Pleased to meet you.

Nice to meet you.

Nice meeting you. 



Рад познакомиться с вами.
A pleasure to meet you.

Glad to meet you.
2. Прочитайте и разыграйте следующие мини-диалоги.

· Let me introduce you, Mary. This is Charles Hammond. Charles, this is Mary.

· How do you do, Mary?

· How do you do, Charles?

· I think you two have already met. Steve Brown – Ann Randel.

· How are you, Ann?

· Fine. And how are you, Steve?

· Nice to meet you.

· It’s nice to meet you too.

· Well, if you’ll excuse me, I have to go now.

· It was nice meeting you.

· I was very glad to have met you too. Hope to see you again sometime.

Revision

1. Заполните пропуски подходящими словами из рамки.

	accounts,  in the right-hand column,  in the left-hand column, owners,  chronological order,  spent,  financial reports (2), received,  be equal,  at a profit,  a decision,  managers,  accountant


Bookkeepers record transactions every day. They enter debits and credits in the journal in _____. Then they transfer journal entries to various _____. A debit is _____. A credit is _____. Debits and credits must _____ to each other. Bookkeepers use accounting entries for many _____.

The owners of the business know how much money the business _____ and how much it _____.

The _____ and _____ of the business need some accounting knowledge to understand what the _____ tells them. Investors and others will need accounting knowledge too to read and understand the _____. Then the investors and the general public will be able to make _____ about future investments. There are two main questions that the managers, owners and investors want to know: first, is the business operating _____? Second, will the business operate in the future or close down?

2. Заполните пропуски предлогами, где необходимо.

1) Bookkeeping consists ___ keeping records of transactions.

2) In the past bookkeepers kept business records ___ big books.

3) The business lost ___ value last year.

4) What company are you working ___ ?

5) We want to know how much money has come ___ the business.

6) Businesses sell or buy goods and services ___ a profit.

7) The money can be ___ the form ___ cash, check or money order.

8) Bookkeepers are responsible ___ keeping records ___ transactions.

9) Transactions are recorded ___ chronological order.

10) Journal entries are transferred ___ various accounts.

11) A debit is always ___ the left-hand column.

12) A credit is always ___ the right-hand column.

3. Заполните пропуски артиклями, где необходимо.

1) ___ business consists of selling and buying at ___ profit.

2) Many things have changed but ___ principle remains the same.

3) Now ___ bookkeepers use ___ same methods when they work for different companies.

4) ___ sole proprietorship, ___ partnership or ___ corporation are various ownership forms.

5) Business is ___ game with many players and bookkeepers keep ___ score.

6) Any transaction involves ___ money.

7) ___ money which you transferred to this account is for bonuses.

8) ___ first responsibility of ___ bookkeeper is to record all the transactions.

9) In ___ journal ___ bookkeeper registers transactions in ___ chronological order.

10) ___ bookkeeping entry is either ___ debit or ___ credit.

4. Дайте развёрнутые ответы на вопросы.

1) What activities does business involve?

2) What forms do businesses take?

3) What is the origin of the word “bookkeeper”?

4) What information do bookkeepers record in their books?

5) What bookkeeping methods do different businesses use?

6) What does a transaction involve?

7) How do bookkeepers prepare financial reports?

8) What two columns are essential in bookkeeping?

9) What is the basic principle of double-entry bookkeeping?

Unit 2

Texts: 



Text A: The Balance Sheet. Assets and Liabilities.

Text B.

Grammar: 


Simple Present Passive

Simple Past Passive

Конструкция There is (There are)
When/if - clauses

Word-building: 

Cуффикс прилагательных -al

Word study: 


like, unlike, due, to fall due

Socializing: 


Telephone conversations (continued)

Expressing gratitude

Wordlist
	1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31

	balance sheet

income

income statement
financial statements

(reports)
annual

owners’ equity
syn. shareholders’ equity

syn. net worth

share

to pay (paid, paid)

since

as of the end of the year
on the one hand

on the other hand

to result in smth

loss

heavy losses

to suffer losses

syn. to sustain losses

syn. to incur losses

at a loss

to list

to subtract from

syn. to deduct from

expenses

heavy expenses
to bear (bore, borne) expenses

syn. to incur expenses

to earn

assets

current assets

fixed assets

syn. capital assets

syn. plant assets

liabilities
accounting year

shareholder

accounting equation

to equal
	баланс

доход

отчёт о доходах и расходах

финансовая отчётность

ежегодный

капитал акционеров

акция

платить

так как

по состоянию на конец года

с одной стороны

с другой стор.

приводить к 

убыток

крупные убытки

нести убытки

в убыток

учитывать

вычитать из

расходы

большие расходы

нести расходы

зарабатывать

активы

текущие активы

основные фонды

пассивы
отчётный год

акционер

бух. уравнение

равняться
	32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62
63
64
	property

claim on smth

as

amount

item

warehouse

equipment

truck

inventories
stock of goods

raw materials

liquidity

to turn into

cash on hand
demand deposit
resource

bill

marketable securities
accounts receivable(s)
due
the sum due to us
prepaid
insurance
rent

in advance

accounts payable(s)
short-term
long-term

generally

to consider

current

within

to fall due

	собственность

право на что-л.
как, в качестве

сумма

бух. запись

товарный склад

оборудование

грузовик

товарно-материальные запасы

запас товаров

сырьё

ликвидность

превращать

наличность в кассе

вклад до востребования

зд. источник

счёт

легко реализуемые ценные бумаги

дебиторская задолженность

подлежащий выплате

сумма, причитающаяся нам

заранее оплаченный

страховка, страхование

арендная плата

заранее

кредиторская задолженность

краткосрочный
долгосрочный

вообще

считать

текущий

в течение

подлежать оплате при наступлении срока


Word-Building
	Суффикс прилагательных –al

person + al = personal



1. Образуйте прилагательные от существительных и переведите на русский язык.

	1) music

2) tradition

3) nation

4) profession

5) continent

6) constitution
	7) structure

8) finance

9) center

10) education

11) architecture
12) resident



2. Переведите на русский язык.

1) The company needs structural changes.

2) Financial problems are not easy to solve.

3) The traditional horizontal format is not used now.

4) Professional problems of accountants were discussed yesterday.

5) 49 states of the USA are located on the continent. They are called continental states.

6) The town is not very large but there are quite a lot of educational institutions.

7) The central bank is situated in a new residential area.

Grammar Revision

Конструкция there is/there are

Конструкция there is/ there are употребляется, когда нужно указать в первый раз на то, что какой-то предмет (предметы) или лицо (лица) находится в определённом месте.

There is a document on the table. There are men in the office.

Эти предложения соответствуют русским с указанием места в начале предложения.

На столе какой-то документ. В офисе какие-то мужчины.

	Утвердительная форма
	Отрицательная форма

	There is a computer in the office.

There are two computers in the office.

There is a printer and two computers in the office.
	There is no computer in the office.

There isn’t any computer in the office.

There are no computers in the office.

There aren’t any computers in the office.



	Вопросительная форма
	Краткие ответы

	Is there a computer in the office?

Are there any computers in the office?
	Yes, there is.

No, there isn’t.

Yes, there are some.

No, there aren’t any.


1. Переведите на русский язык.

1) There are four restaurants at the hotel.

2) There aren’t any mistakes in the text.

3) Is there a motel in this town?

4) Are there any parks in this city?

5) There are two messages for you.

6) There are no visitors in the building.

7) There are many entries in the journal.

8) Are there many owners in this business?

9) How many columns are there in this document?

10) Are there any new entries in this journal?

2. Употребите правильную форму конструкции there is/ there are.

1) There (are, is) a nice park in our city.

2) There (is, are) some letters on your table.

3) There (are, is) five tables in our office.

4) There (are, is) some mistakes in the financial statement.

5) There (is, are) a newspaper, two books and some letters on the table.

6) There (is, are ) five cinemas and a theatre in our city.

7) There (is, are) few entries in the journal.

8) How many institutes (are, is) there in your home town?

Simple Present (Past) Passive

	to be + 3-я форма глагола




В отличие от русского языка, в английском языке прямое, косвенное или предложное дополнение могут выступать в качестве подлежащего в пассивной конструкции. При этом название лица (или предмета), совершающего действие, неизвестно или неважно (при необходимости его можно передать с помощью существительного с предлогом by).

Действительный залог 


Страдательный залог

Active Voice 




Passive Voice
We list this item as an asset. 


This item is listed as an asset.

Эта позиция записывается в актив.

We list these items as assts. 


These items are listed as assets.

Эти позиции записываются в актив.

They told us to use another method. 

We were told to use another method.

Нам сказали, чтобы мы использовали другой метод.

Everybody spoke about the new film. 
The new film was much spoken about.

О новом фильме много говорили.

They always laugh at him. 


He is always laughed at.
Над ним всегда смеются.

3. Переведите на русский язык.

1) The goods were sold at a profit.

2) Business records are kept on computer disks.

3) Quill pens were used in the past.

4) All transactions are recorded in the journal.

5) Journal entries are transferred to the accounts.

6) Every credit entry is balanced by a debit entry.

7) The problem was settled yesterday.

8) A lot of money is spent on the project every year.

9) These items are usually listed as liabilities.

10) This machine was purchased on credit.

11) This sum was lent to the partnership.

12) These expenses are shown in the profit and loss account.

13) Heavy losses were incurred as a result of this mistake.

14) The account was closed by the bookkeeper.

4. Выберите правильный вариант.

1) A lot of money (saves, is saved) every month.

2) Credit cards (use, are used) all over the world.

3) A payment order (sent, was sent) yesterday.

4) Yesterday we (were sent, sent) a payment order to the bank.

5) Transactions (enter, are entered) in the left-hand column.

6) A debit (enters, is entered) in the left-hand column.

7) A credit (enters, is entered) in the right-hand column.

8) The decisions which (made, were made) involved many difficulties.

9) The questions which (are asked, ask) can be very difficult for the teacher.

10) We (transferred, were transferred) a big sum of money to our partners.

11) A big sum of money (were transferred, was transferred) to the bank.

5. Составьте предложения.
For example: A profit was earned last year.
	Journal entries

The expenses

A profit

Heavy losses

Inventories 

Demand deposits

Liabilities 
	are

is

was

were
	earned

listed

classified

turned into

transferred

subtracted

incurred
	from the total sum.

very easily.

to the accounts.

as current assets.

as short-term and long-term.

yesterday.

last year.


6. Прочитайте следующие мини-диалоги и воспроизведите их.
· Is golf played in Russia?

· Yes, it is. But it’s not very popular.

· Are good films shown in your cinemas?

· - I don’t know. I don’t often go to the cinema.

· In what shop is this book sold?

· In the center of Krasnodar.

7. Переведите на английский язык.

1) Деньги переводятся с одного счёта на другой.

2) Дебет всегда вносится в левую колонку.

3) Кредит всегда вносится в правую колонку.

4) Результаты деятельности (operating results) были представлены в финансовой отчётности.

5) Операция, которая кредитуется в одном месте, дебетуется в другом.

6) Эти методы сейчас не используются.

7) Сделки регистрируются в журнале.

8) Крупная сумма денег была израсходована на этот проект в прошлом году.

Придаточные предложения условия и времени

В придаточных предложениях времени и условия после союзов if если, when когда, before до того, как, after после того, как, till (until) до тех пор, пока не, unless если только не, as soon as как только для выражения будущего времени употребляется настоящее.

	It will be left to the owners if the business repays all its debts.
	Это останется владельцам, если предприятие выплатит все свои долги.

	We will transfer all the journal entries to the accounts as soon as we receive all the information.
	Мы перенесём все журнальные записи на счета, как только получим всю информацию.

	After I correct this mistake I will check the whole page.
	После того, как я исправлю эту ошибку, я проверю всю страницу.

	Until we find the missing document we won’t start work on the journal.
	До тех пор, пока мы не найдём отсутствующий документ, мы не начнём работу над журналом.


8. Переведите на русский язык.

1) If the company has a permit (разрешение) they will start construction.

2) Unless you have a visa you won’t be able to get a ticket.

3) Walk on till you come to the bank.

4) Don’t call me unless you need help.

5) After you post the journal entries to the accounts you will be able to prepare financial statements.

6) If something is used within the business for some time it will be recorded as a fixed asset.

7) If this method is used it will result in a loss.

8) When you subtract the expenses from the income you will get the net income.

9) Unless you do your work properly you won’t be able to fulfill your responsibility.

10) I won’t tell you my secret unless you promise not to tell anyone.

11) We won’t start this work until you finish the previous assignment.

9. Ответьте на вопросы.

1) What will you do in the evening if you have some spare time?

2) Where will you go to if you want to buy some souvenirs?

3) What will you do at the weekend if the weather is gloomy?

4) What country will you visit if you have a chance?

5) What will you do if you are offered a job in a bank?

6) How will you spend money if you have a million?

7) What places of interest will you visit if you go to the USA?

10. Закончите предложения.

1) If I have free time tomorrow …

2) If I go to London …

3) When I finish the university …

4) As soon as I come home …

5) Before I go on holidays …

6) As soon as I receive an invitation …

7) Unless you give me clear instructions …

8) We won’t lend them money until …

9) I won’t start this work until …

11. Переведите на английский язык.

1) Они подготовят финансовую отчётность, когда соберут все данные.

2) Если вы проанализируете отчёт о прибылях и убытках за два года, то получите полное представление о деятельности компании.

3) Компетентный бухгалтер будет проверять каждую проводку, как только она будет сделана.

4) До того, как сделать финансовый отчёт, бухгалтер проверит все записи и проводки.

5) Если только он не получит других инструкций, бухгалтер подготовит отчёт за текущий месяц.

6) Если вы проведёте анализ финансовой отчётности, это поможет вам в принятии решений в будущем.

7) Он не подготовит отчёт до тех пор, пока не получит всей информации.

Word Study

	like – похожий, подобный
look like – быть похожим на, выглядеть как
unlike – непохожий на; в отличие от



1. Переведите на русский язык.

1) He looks like his father.

2) Do you have another catalogue like this one?

3) I want a bag like yours.

4) Unlike his brother he is interested in sports.

5) Like her husband, she is blond.

6) Her last book is unlike books she wrote in the past.

7) Assets like liabilities are recorded at their historic cost. (первоначальная стоимость)

2. Переведите на английский язык.

1) Она похожа на мать.

2) Подобно активам, пассивы бывают краткосрочными и долгосрочными.

3) В отличие от своих друзей он застенчивый человек. (shy)

4) Здесь дома такие же, как во Франции.

5) У моего сына такой же автомобиль, как у вас.

6) В отличие от тебя я люблю ходить в театр.

7) В отличие от цены этого оборудования, цена нашего оборудования не такая высокая.

	due – подлежащий выплате

to fall due - подлежать оплате при наступлении срока



3. Переведите на русский язык.

1) Current liabilities list all debts that fall due within 12 months.

2) All debts due after one year from the date of the financial report are long-term liabilities.

3) This loan will fall due in five years.

4) Under liabilities bookkeepers list all debts due.

5) Under accounts receivable bookkeepers list amounts due from customers.

6) The debt due to the various taxing authorities (налоговые органы) is the same as any other liability.

7) All the liabilities of the Company to the Central Bank are listed under the item “Due to Central Bank”.

4. Переведите на английский язык.

1) Суммы, причитающиеся нам, очень малы.

2) Этот долг подлежит погашению в конце января.

3) Суммы, причитавшиеся банку, были переведены в срок.

4) Проценты за ссуды (interest on the loans), причитавшиеся банку, были выплачены на прошлой неделе.

5) Когда наступает срок погашения облигаций (bonds)?

6) Эта ссуда подлежит погашению в следующем году.

7) Сумма, причитающаяся вам, будет переведена завтра.

5. Подберите русские эквиваленты к следующим словам:

date, capital, position, show, operation, period, calendar quarter, machine, materials, component, speed, bank, form, classify, fixed, fundamental, plus
6. Подберите английские эквиваленты к следующим словам:

	1) подготавливать

2) основываться на

3) показывать

4) оставлять

5) платить, оплачивать

6) приводить к чему-л.
7) нести убытки

8) записывать, учитывать

9) вычитать из

10) нести расходы

11) зарабатывать

12) превращать

13) рассматривать, считать

14) равняться

15) сообщать, описывать
	a) to consider

b) to earn

c) to subtract from

d) to suffer losses

e) to report

f) to leave

g) be based on

h) to show

i) to pay

j) to result in

k) to list

l) to bear expenses

m) to turn into

n) to equal

o) to prepare


7. Соотнесите слова (А) и их дефиниции (В).

	A
	B

	1) cash

2) income

3) annual

4) financial statements

5) owners’ equity

6) share

7) losses

8) expenses

9) assets

10) liabilities

11) liquidity
	a) financial reports
b) a stock held by several or many persons, or which he contributes to a fund

c) money received during a given period

d) that which is lost

e) spending of money

f) coming or happening every year

g) anything owned by a person or company that has money value and that may be sold to pay debts

h) ordinary stocks and shares not bearing fixed interest

i) state of being able to raise funds easily by selling assets

j) debts; sums of money that must be paid

k) money in coin or notes




Work on the Texts

1. Прочитайте текст А и ответьте на вопрос:

- What does the fundamental accounting equation mean?

Text A

The Balance Sheet

Assets and Liabilities
After the journal entries are transferred to various accounts, the bookkeeper prepares financial statements. Annual reports are based on financial statements.

There are two important kinds of financial statements, the balance sheet and the income statement (which is also called an operating statement or a profit and loss account).

The balance sheet shows what the company owns and what it owes on a certain date. And it shows what is left to the owners (that is the owners’ equity, capital or net worth). The balance sheet is like a snapshot photograph since it reports on the financial position as of the end of the year.

The income statement, on the other hand, is like a motion picture since it reports on how the company worked during the year. It also shows what profit or loss its operations resulted in. It lists income over a certain period and shows what profit was earned or what loss was incurred.
Any property the business owns, and any claim it has on the property of others, is called an asset. Bookkeepers list any business property as an asset. Any amount, which is owed, is listed as a liability.

The two main kinds of assets are current assets and fixed assets. Fixed assets are sometimes called capital assets or plant assets.

A fixed asset is an item with a life of more than one year: for example, a warehouse, equipment, a machine or a truck. Inventories (stock of goods for sale) and materials (raw materials and components) are current assets.

Current assets are listed in the balance sheet in order of their liquidity, the speed with which they are turned into cash. Cash (on hand or in a demand deposit in the bank) is listed first. Cash is the first resource for paying bills.

Marketable securities are securities that are easily sold.

Accounts receivable is the money, which is owed by customers of the business for goods and services, which are purchased on credit. They are listed next because they will soon become cash. Next come inventories (goods for sale and raw materials), and prepaid items such as insurance and rent paid in advance.

A liability is a claim on the assets of the company. Liabilities take many forms. If the owner of a business borrows money, it is known as an account payable. Accounts payable is the money, which is owed by the business.

Liabilities are classified as short-term or long-term. Current liabilities are like current assets. Long-term liabilities are like fixed assets. Generally, liabilities are considered current if they fall due within the current accounting year.

Equity (or shareholders’ equity) is what a business owes both to shareholders and owners.

The fundamental accounting equation is often given as A = L + E. It means that assets must equal liabilities plus owners’ equity (capital).

2. Найдите в тексте соответствие следующим русским фразам:

1) После проведения журнальных записей на различные счета…

2) … бухгалтер готовит финансовую отчётность.

3) Готовые отчёты основываются на финансовой отчётности.

4) Балансовый отчёт выглядит как моментальный снимок.

5) Счёт прибылей и убытков отражает работу компании в течение года…

6) Любая собственность в распоряжении предприятия…

7) Любая сумма, которая представляет собой долговое обязательство, зачисляется в пассив.

8) Текущие активы располагаются в балансе в порядке их ликвидности.

9) Наличные деньги – это первый источник для оплаты счетов.

10) … страховка и арендная плата

11) Пассивы выступают во многих формах.

12) Текущие пассивы подобны текущим активам.

13) Основное бухгалтерское уравнение часто даётся как…

3. Найдите в тексте предложения, в которых говорится, что:
- bookkeepers prepare financial statements on the basis of the postings;
- the operating statement is known under different names;
- the operating statement shows both income and expenses over a definite period;
- the profit and loss account shows the result of the company’s work;
- an asset is what the business owns;
- liabilities include all amounts which are owed;
- fixed assets are not for sale;
- accounts receivable mean the amounts due from the customers;
- like assets, liabilities fall into two categories;
- shareholders’ equity is the money which is owed to owners and shareholders.
4. Выразите согласие или несогласие. Исправьте неверные утверждения.

That’s right. 


It’s true.

That’s wrong. 


It’s false.

1) Journal entries are not transferred to the accounts.

2) The financial statements give a full idea of the company’s work.

3) The net worth is shown in the balance sheet.

4) The operating statement does not list either income or expenses.

5) The income statement shows how much the company earned or lost during a certain period of time.

6) Bookkeepers list current assets in any order they like.

7) Land, buildings, warehouses and different types of equipment are current assets.

8) Liabilities do not fall onto categories.

9) Long-term liabilities are paid within the current accounting year.

10) The amount, which is left after all the debts are paid is the owners’ equity.

5. Ответьте на вопросы.

1) How are financial statements prepared in business?

2) What are the most important kinds of financial statements?

3) Under what other names is the income statement known to bookkeepers?

4) What picture does the balance sheet represent?
5) What does the operating statement show?

6) What is an asset?

7) What are the two main kinds of assets?

8) What is a fixed asset?

9) What items are listed as inventories?

10) What is a liability?

11) How are liabilities classified?

12) What liabilities are called current?

13) What does the accounting equation mean?

6. Перескажите текст А, используя следующие фразы:

The paper reports on…

The paper touches upon…
It is reported that…

Much attention is given to…

The paper points out that…

The paper deals with the problem of…

The paper provides information on…

The paper defines the phenomenon of…

The paper covers such points as…

7. Прочитайте текст В и ответьте на вопросы.
Remember: 
cost – стоимость; себестоимость

historical cost – первоначальная стоимость

unit of measure – единица измерения

mortgage – ипотека, закладная

note – краткосрочное долговое обязательство, вексель

book value – балансовая стоимость

exchange transaction unadjusted for inflation or deflation – валютно-обменная сделка, не скорректированная с учётом инфляции или дефляции
Text B
Historical Cost and Unit of Measure

Assets and liabilities are recorded in the accounting records at their historical cost. For example, if we purchase land for $1 million with a $1 million mortgage, the land is entered as an asset at $1 million and the mortgage note payable is entered as a liability at $1 million. These values remain in the accounting records for some time.

The unit of measure which is used in financial statements of businesses is the nominal dollar, or the dollar from the exchange transaction unadjusted for inflation or deflation. As a result, one company may have land, which was purchased in 1930, with a book value of $100 000 and another company may have a similar piece of property, which was bought in 1998, with a book value of $1 million.

1) At what cost are assets and liabilities recorded in the financial statements?

2) For how long is the historical value recorded?

3) What is the nominal dollar?

4) What does the book value depend on?

Socializing

Telephone conversations
	What to say
	What to expect

	Person calling

Hello, this is Helen Ling.

My name’s Daniel White.

Good morning. It’s Anna Dimova.
	Person called

Hello, Helen Ling. Can I help you?

Accounts Division of Nokia Corp.

Speaking.



	Asking if someone is in

Can I speak to Mr. Richter, please?

Hello, is Mrs Somova there?

Good morning. Could you put me through to Margaret Simpson, please?

Can I speak to someone in Financial and Information Systems, please?


	Hold the line, please.

Hold on, please, I’ll see.

Yes, I’ll get her/him.

Yes, just a moment.

Yes, I’m putting you through.

	
	Person who is wanted is not there

I’m afraid she/he isn’t in at the moment.

Would you like to leave a message?

Sorry, he’s/she’s not in the office. Would you like to call him later?

She’s away for a few days/ can I give her a message?

He’s out of the office this week, I’m afraid.

You can contact her/him on her mobile. The number is 8 926 133 47 

	When will the person be in?

What time will she be back?

Will he be back later today?

Can I contact her tomorrow?

When would be a good time to call again?
	She should be back by 4 o’clock.

We’re expecting him at around 11.00.

Yes, please.

Why don’t you try in a couple of hours?




1. Разыграйте мини-диалоги.

Позвоните в компанию. Представьтесь и попросите кого-либо к телефону. Проиграйте различные ситуации: данного человека нет на месте (он уехал надолго, ненадолго), он работает, и вас соединяют с ним.

Выражение благодарности
Thank you. 





You are welcome.

Thank you very much.

Thanks. (Менее официально) 


It’s my pleasure.

I’m much obliged to you. (Очень официально)
2. Прочитайте и воспроизведите мини-диалоги.

· Here’s your bag.

· Thank you.

· Have a good time!

· Thanks.

· Thank you for your help.

· You’re welcome.

· Thank you for the lift.

· It’s my pleasure.

Revision

1. Употребите вместо прочерков подходящие слова из рамки.

	idea,  sides,  date,  assets,  activities, balance,  picture,  liabilities,  investors


1 The balance sheet shows the financial _____ as it stood on one particular day, For example, December 31, 2012. The balance sheet is divided into two _____ : on the left are shown _____ ; on the right are shown _____ and owners’ equity. Both sides are always in _____.

While the balance sheet shows the fundamental strength of the company on a given _____, the operating statement may be of greater interest to _____ because it shows the result of operating _____ for the whole year. It is a valuable guide, because it gives an _____ how the company will do in the future.
Letter to Shareholders

	the shareholders,  is produced,  optimistic,
the financial statements,  are based on


A company’s annual report is made every year. Only ____ are produced by the accountants. Much of an annual report ____ by managers and discusses many topics, some of them ____ accounting figures, some are not.

The letter to ____ is part of the annual report. It begins with a statement such as “I am pleased to report…” and is signed by the president. The letter usually contains an ____ message.

2. Заполните пропуски предлогами, где необходимо.

1) Journal entries are transferred ____ various accounts.

2) The company owes $150 million ____ foreign creditors.

3) Both sides of the balance sheet are always ____ balance.

4) What will be left ____ the owners?

5) This operation may result ____ a loss.

6) The balance sheet reports ____ the financial position ____ a certain date.

7) The profit and loss account shows income ____ a definite period such as a year or a calendar quarter.

8) It’s necessary to subtract expenses ____ the total income.

9) Any claim ____ the property is a liability.

10) Current assets are listed ____ the balance sheet ____ order of their liquidity.

11) Cash is the major resource ____ paying bills.

12) They purchased their goods ____ credit.

13) This money is owed ____ customers of the business.

14) The rent was paid ____ advance.

15) Equity is what a business owes ____ its shareholders.

3. Заполните пропуски артиклями, где необходимо.

1) It’s important to know whether ____ owners are increasing their investment, or ____ business is working at a loss.

2) The balance sheet gives an idea what ____ company owns and what it owes on ____ certain date.

3) The balance sheet reports on ____ financial position as of ____ end of ____ year.

4) The operating statement is like ____ movie because it shows ____ work of ____ company.

5) The income statement shows income over ____ specified period such as ____ year or ____ calendar quarter.

6)  ____ same period is mentioned in this report.

7) Bookkeepers list any property as ____ asset

8) Fixed assets are sometimes called ____ plant assets.

9)  ____ warehouse, ____ truck, or ____ machine are examples of fixed assets.

10) Current assets also include ____ inventories and ____ raw materials.

11) Current assets are listed in ____ balance sheet in order of their liquidity.

12) Cash is ____ first resource for paying ____ bills.

13) Liabilities are called current if they are paid within ____ current accounting year.

14) Equity is what ____ business owes both to ____ shareholders and ____ owners.

4. Дайте развёрнутые ответы на вопросы.

1) What answers does the balance sheet give to its readers?

2) What difficulties does the principle of the historical cost involve?

3) What are financial statements based on?

4) What are the principle components of financial statements?

5) What does the balance sheet reflect?

6) What does the income statement show?

7) What assets are recorded as current?

8) In what order are current assets listed on the balance sheet?

9) How are inventories listed?

10) What assets are recorded as fixed?

11) What is the idea of the historic cost of fixed assets?

12) How are liabilities classified?

13) What is the accounting equation?

Unit 3

Texts: 



Text A: The Accounting Cycle

Text B

Grammar: 


Passive Infinitive

Modal Verbs (should, must, to have to, to be to)

Indefinite Pronouns (some, any, no)

Word-building: 

префикс re + …

Word study: 


It takes time (to do smth)

to make sure

Socializing: 


Asking for information

Wordlist
	1.

2.
3.
4.
5.
6.

7.
8.
9.

10.

11.
12.

13.

	accounting cycle

to imagine
throughout
throughout the life
to occur
to appear

to repay

ledger

syn. book account

to post

account title
payroll account
account number

chart of accounts

	учётный цикл

воображать, представлять себе

на протяжении всего времени; на всём пространстве

в течение всего срока

происходить, случаться

появляться

выплатить

бух. книга

делать проводку

наименование счёта

счёт заработной платы

номер счёта

план счетов бух. учёта
	14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25

26.

27.

28.

29.

30.

31.
	accounting period

to verify

accuracy

to make sure

to draw up the balance

to be in balance
trial balance

error

digit

to move over

place

correct
incorrect
locating
later

effort

to avoid smth

posting
	отчётный период

проверять

точность, правильность

убедиться, удостовериться

сводить баланс

балансироваться, равняться

пробный баланс

ошибка

цифра

отодвигать

разряд

правильный, верный

неправильный, неверный

нахождение, обнаружение

позднее

усилие

избегать чего-л.
проводка


Word-Building
	re + write = rewrite

re + pay = repay


Глаголы с префиксом re- означают либо повторное действие (rewrite – переписывать), либо обратное действие (repay – возвратить сумму).

1. Образуйте новые слова и переведите их на русский язык.

re + adjust = 


re +organize =

re + arrange = 

re + build =

re + check = 


re + use =

re +sell = 


re +tell =

2. Закончите предложения, используя глаголы, данные в скобках, с префиксом –re. Переведите предложения на русский язык.
1) We have to … the money we borrowed last month. (to pay)

2) If you want to be sure, you have … the entries carefully. (to check)

3) The goods which a company sells, the customers may later … to other companies. (to sell)

4) I have to … my visits to make them all in 2 days. (to arrange)

5) You can’t have so many corrections in the document. You have … (to write)

6) You shouldn’t throw away plastic packets. You may … them. (to use)

Grammar Revision

Passive Infinitive

	to be + Past Participle (3-я форма глагола)
to be written – быть написанным



1. Переведите на русский язык пассивный инфинитив неправильных глаголов.

to bear  



to be born

to deal  



to be dealt

to do  



to be done

to draw  



to be drawn

to hold  



to be held

to keep  



to be kept

to lend  



to be lent

to lose  



to be lost

to see  



to be seen

to sell  



to be sold

to meet  



to be met

to spend  



to be spent

to take  



to be taken

to tell  



to be told

to write  



to be written
Пассивный инфинитив часто употребляется после модальных глаголов.

This machine can be purchased on credit.

This transaction must be recorded in the journal.

2. Выберите правильный вариант.

1) A lot of money (can be saved, can save) on this transaction.

2) Transactions (must enter, must be entered) in chronological order.

3) A debit (must be entered, must enter) in the left-hand column.

4) A credit (must enter, must be entered) in the right-hand column.

5) The division which (must be made, must make) will involve many difficulties.

6) The decision which we (must be made, must make) will involve a lot of problems.

7) We (can be purchased, can purchase) this equipment on credit.

3. Переведите на английский язык.

1) Эти деньги надо перевести на другой счёт.

2) Дебет всегда вноситься в левую колонку.

3) Сделки должны регистрироваться в журнале.

4) Эти товары могут быть проданы в кредит.

5) Все сделки должны вноситься в хронологическом порядке.

6) Какие товары могут импортироваться в Россию?

7) Какие ошибки нужно избегать в бухгалтерском учёте?

Modal Verbs
should, must, to have (to), to be (to)

Все модальные глаголы обозначают отношение к действию.

	should


1. Модальный глагол should означает моральное обязательство, а также рекомендацию, совет и соответствует русскому «следует, нужно, должно»:
You should check the entries again. Вам следует (Вы должны) снова проверить записи.
2. Should употребляется с инфинитивом без частицы to.

3. В вопросительном предложении should ставиться на первое место:

Should I check the entries?

4. Отрицательная форма образуется путём добавления частицы not:

should not = shouldn’t
You should not do it again.

4. Переведите на русский язык.

1) Should we do it later?

2) You should read this book. It’s very interesting.

3) What should I do? Should I recheck everything?

4) The total should come to $1750.

5) You should be glad to have this job.

6) The bookkeeper should verify the accounts for accuracy.

7) The transaction should be recorded in the journal.

5. Переведите на английский язык.

1) Каждую сделку нужно регистрировать в журнале.

2) Деньги следует возвращать вовремя.

3) Следует помнить, что ошибки должны исправляться немедленно.

4) Бухгалтерам следует избегать ошибок.

5) Этот кредит должен быть выплачен в октябре.

6) Эти записи должны быть проверены снова

7) Ты должен радоваться этой возможности.

8) Тебе следует перезвонить ей.

	must, to have (to), to be (to)



1. Глагол must обозначает долженствование, обязанность, необходимость совершения действия. Глагол to have (to) означает необходимость совершения действия в силу определённых обстоятельств. Глагол to be (to) означает необходимость, связанную с определённой договорённостью или намеченным планом.
I must get up early every day.

I had to get up early yesterday to meet my friend at the airport.

Payment is to be made by the end of the month.

2. Глагол must употребляется только в настоящем времени, причём вопросительные и отрицательные формы образуются без вспомогательного глагола.
You must look through the entries.

Must I look through the entries?
Note: must not означает запрет:
You must not forget to check the accounts before a final report.

3. Глагол to have (to) замещает глагол must в прошедшем времени и в будущем времени:
We had (will have) to look through the entries. - Нам пришлось (придётся) просмотреть записи.

+ 



? 




-
	I have to read a lot.

Мне приходится много читать.
	Do you have to read a lot?

Вам придётся много читать?
	I don’t have to read a lot.

Мне не приходится много читать.

	He/She has to read a lot.

Ему/Ей приходится много читать.
	Does he/she have to read a lot?

Ему/Ей приходится много читать?
	He/She doesn’t have to read a lot.

Ему/Ей не приходится много читать.

	I had to read a lot.

Мне пришлось много читать.
	Did you have to read a lot?

Вам пришлось много читать?
	I didn’t have to read a lot.

Мне не пришлось много читать.

	I’ll have to read a lot.

Мне придётся много читать.
	Will you have to read a lot?

Вам придётся много читать?
	I won’t have to read a lot.

Мне не придётся много читать.


4. Глагол to be (to) употребляется в настоящем и прошедшем времени.
He is to go on business next week. - Он должен ехать в командировку на следующей неделе.

He was to check his work but did it in a hurry and missed some errors.

Он должен был проверить работу, но сделал это в спешке и пропустил несколько ошибок.

+ 



? 




-
	You are to go on business.

Вы должны ехать в командировку.
	Are you to go on business?

Вы должны ехать в командировку?
	You are not to go on business.

Вам не нужно ехать в командировку.

	I was to go on business.

Я должен был поехать в командировку.
	Was he to go on business?

Он должен был поехать в командировку?
	You were not to go on business.

Вам не нужно было ехать в командировку.


6. Выберите правильный вариант.

1) Bookkeepers (must, have to, are to) check the entries.

2) The bookkeepers (must, will have to, are to) check the accounts. Nobody else can do it at the moment.

3) The sellers (must, have to, are to) pay for the goods within a month’s time.

4) Debits and credits (must, have to, are to) always balance.

5) Short-term liabilities (must, have to, are to) be paid within a year of the date of the balance sheet.

6) Payment (must, has to, is to) be made within a certain number of days of the purchase.

7) Current liabilities (must, have to, are to) be paid within the current accounting year.

8) The money (must, has to, is to) be paid on time.

7. Ответьте на вопросы.

1) When must you come to your university?

2) When are we to pay for the services?

3) Why do bookkeepers have to check the entries?

4) Must bookkeepers keep a record of every transaction?

5) When are the accounts to be verified?

6) Why do bookkeepers have to verify the accounts for accuracy?

7) When must the columns of the trial balance be checked?

8. Переведите на английский язык.

1) Если вы собираетесь в загранкомандировку, у вас должен быть загранпаспорт. (passport for traveling abroad)

2) В этом документе цифры очень мелкие, и я должна надеть очки (my eye-glasses), чтобы не сделать ошибку.

3) Эти документы должны быть подготовлены к завтрашнему дню.

4) Я не успела подготовить все документы, и должна буду работать весь вечер.

5) При составлении баланса вы должны следовать определённым правилам.

6) Мне придётся проверить эту проводку ещё раз.

	Неопределённые местоимения

some, any, no



1. Местоимение some употребляется в утвердительных предложениях:
1) Перед исчисляемыми существительными во мн. числе со значением «несколько, некоторые». Иногда в этом случае some не переводится:
There are some documents on the table.

На столе несколько документов. Или: На столе документы.

2) Перед исчисляемыми существительными в ед. числе со значением «какой-то»:
I read this information in some document.

Я прочёл эту информацию в каком-то документе.

3) Перед неисчисляемыми существительными со значением «некоторое количество»:
I have got some money.

У меня есть немного денег.

2. В вопросительных предложениях вместо some употребляется местоимение any:
Are there any documents on the table?

Есть ли документы на столе?

3. В отрицательных предложениях в аналогичных случаях употребляется not any или no:
I can see no documents on the desk.

I can’t see any documents on the desk.

4. Кроме того, местоимение some может употребляться в вопросительных предложениях, в которых выражается просьба или предложение:
Can you lend me some money?

Вы не можете одолжить мне немного денег?

5. Местоимение any может употребляться в утвердительных предложениях со значением «любой»:
I’m sure he can correct any error in the entries.
Я уверена, что он может исправить любую ошибку в проводке.
9. Заполните пропуски местоимениями some, any, no, not any.

1) The bookkeeper found ____ errors in the postings.

2) You can take ____ book you like.

3) Were there ____ errors in the postings?

4) Can I have ____ water?

5) Would you like ____ more coffee?

6) I have ____ money for this trip. But it’s not enough.

7) He couldn’t answer ____ questions. He didn’t know his lesson.

8) Do you have ____ questions?

9) Were there ____ errors in the trial balance?

10) We have ____ choice in this situation. We have to do it.

10. Ответьте на вопросы, употребив some, any, no.

1) Have you found many errors in the journal postings?

2) Have you got any money to buy a new car?

3) Are there any letters in today’s mail?

4) Did your enterprise receive any profit last year?

5) Did you make any errors in postings last month?

6) Are there any newspapers on the table?

7) Is there any snow in the street this morning?

11. Переведите на английский язык.

1) Есть ли у вас какие-нибудь вопросы?

2) Боюсь, у меня не будет времени подготовить документы к завтрашнему дню.

3) Не хотите ли чаю?

4) В прошлом году предприятие не имело прибыли.

5) У нас нет материалов для этого отчёта.

6) У вас есть какие-либо фотографии Джона?

7) На консультации было несколько студентов нашей группы.

8) У нас нет свободного времени.
9) Любая сделка записывается как дебет и кредит.

10) Вы нашли ошибки в финансовой отчётности?

Word Study

	It takes smb time (to do smth) –Необходимо (кому-то) время (чтобы сделать что-то)
It takes me twenty minutes to get to the university.
How long did it take you to draw up the balance? - It took me 2 hours (to do it).



1. Ответьте на вопросы.

1) How long does it take you to get to the university?

2) How long did it take you to get to the university yesterday?

3) How long does it take you to get ready for work?

4) How long will it take you to correct the errors?

5) How long will it take you to write this paper?

6) How long did it take them to prepare the documents?

7) How long did it take him to find the office?

2. Переведите на английский язык.

1) Сколько времени нам потребуется, чтобы выплатить ссуду?

2) У нас ушло несколько часов на подготовку этих документов.

3) Мне потребовалось много времени, чтобы найти ошибку в счёте.

4) Сколько времени нужно на подготовку финансовой отчётности?

5) Требуется некоторое время, чтобы убедиться, что все проводки сделаны правильно.

6) Сколько времени вам понадобится, чтобы проверить счета?

	to make sure- убедиться, удостовериться



3. Переведите на русский язык.

1) I switched off the computer, but I think I should make sure.

2) I just wanted to make sure you were informed of it.

3) I have to check the account to make sure all entries are in.

4) Make sure that all entries are transferred to the ledger.

5) We want to make sure that credits are equal to debits.

6) Make sure whether you have a copy.

7) I made sure he would be here.

4. Переведите на английский язык.

1) Надо убедиться, что каждая сделка зарегистрирована.

2) Проверьте счета, чтобы убедиться, что дебет и кредит везде равны.

3) Колонки пробного баланса следует проверить, чтобы убедиться, что все проводки сделаны правильно.

4) Необходимо проверить все счета, чтобы убедиться в их точности.

5) Удостоверьтесь, что каждый счёт имеет своё название и номер.

6) Проверьте, все ли документы подготовлены.

5. Подберите русские эквиваленты к следующим словам:

cycle, to start, double, system, Roman, operation, form, computer disk, file, period, procedure, special, information, process, circle
6. Подберите английские эквиваленты к следующим словам и словосочетаниям:

	1) избегать

2) отодвигать

3) равняться 

4) удостовериться

5) делать проводку

6) появиться

7) воображать 

8) происходить

9) выплатить

10) проверять

11) сводить баланс

12) сторнировать
	a) to imagine

b) to occur

c) to appear

d) to repay

e) to post

f) to verify

g) to make sure

h) to reverse

i) to move over

j) to avoid

k) to draw up the balance

l) to be in balance


7. Соотнесите слова (А) и их дефиниции (В).

	A
	B

	1) throughout

2) ledger

3) accuracy

4) error

5) digit

6) effort

7) posting

8) accounting cycle

9) trial balance

10) account number

11) account title
	a) exactness, correctness

b) any one of the ten Arabic numerals 0 to 9

c) summarizing of all journal entries and transferring them to the general ledger accounts

d) a balance of debits and credits in double-entry bookkeeping, drawn up to test their equality

e) in every part

f) a series of activities that begins with a transaction and ends with the closing of the books and that repeats each reporting period

g) bank account holder's name

h) a unique number sequence assigned to a checking or savings account holder by a bank

i) use of strength and energy (to do sth)

j) done wrong, mistake

k) book in which a business firm’s accounts are kept




Work on the Texts

1. Прочитайте текст А и подберите заголовок к каждой части текста:

· Payroll Account

· Errors in Bookkeeping

· The Accounting Cycle

· Trial Balance

Text A

The Accounting Cycle

I. The Accounting cycle can be imagined as a circle that repeats again and again throughout the life of business. The cycle starts when a transaction occurs. Every time a transaction is made it is recorded in the journal, in other words, it is entered.

Each record is called an entry. In the double entry system each transaction is recorded twice – as a credit to one account and a debit to another. How did this double entry appear? In Roman times the money lender sat at one side of a table, gave money to his customer with his right hand and wrote the value of the cash that was paid out on the right side. When the cash was repaid it was put on the left. With time these operations were recorded in the journals in two columns: for debits and credits. Credits went on the right, debits went on the left.

Every entry in the journal is transferred to a ledger, or a book of accounts. When an entry is transferred from the journal to the ledger it is posted. The ledger accounts may be kept in different forms, from sheets in manila folders to computer disk files. Each account is given an account title such as “Cash”, “Payroll Account”, “Accounts receivable”, and an account number. All the account titles together with their numbers are listed on a special page which is called the chart of accounts.

Usually at the end of each accounting period the bookkeeper has to verify the accounts for accuracy. He has to make sure that every entry from the journal is posted to the ledger and that the debits and credits in the ledger are in balance. This procedure is called a Trial Balance.

II. Several kinds of errors are common in bookkeeping: numbers may be reversed in writing (for example, 65 instead of 56) or a digit is moved over one place (for example, 10,000 instead of 1,000). The bookkeeper can reverse the entry with incorrect information and reenter the entry correctly.

It should be remembered that it takes much time to locate an error later. It is easier to check work in the process than “to hunt” for an error later on. This will save time and effort. So the bookkeeper must try to avoid any errors.

If the trial balance does not balance, its columns are to be checked and rechecked to make sure that all postings are made properly and the journal debits and credits are equal to each other.

Notes:
money lender – ростовщик
manila folder – картонный скоросшиватель
to hunt – охотиться, искать
2. Найдите в тексте соответствие русским фразам.

1) Цикл начинается, когда совершается сделка.

2) Когда долг возвращали, сумма записывалась слева.

3) Счета в бухгалтерской книге могут содержаться в разных формах.

4) Все названия счетов со своими номерами указываются на особой странице, которая называется планом счетов.

5) В конце отчётного периода бухгалтер должен проверить правильность счетов.

6) … удостовериться в том, что каждая запись перенесена из журнала в бухгалтерскую книгу.

7) Некоторые ошибки являются типичными в бухучёте.

8) Цифра передвигается на один разряд.

9) Бухгалтер может сторнировать проводку.

10) Следует помнить.

11) Экономить время и усилия.

12) Избегать любых ошибок.

13) … удостовериться в правильности каждой проводки.

14) … дебет равняется кредиту.

3. Найдите в тексте выражения, в которых говорится, что:
- transactions are always registered in journals;
- the bookkeeping procedure goes back to Roman times;
- account titles and their numbers are listed in the chart of accounts;
- all accounts must be checked to make sure that they are accurate;
- in accounting some mistakes are typical;
- finding an error in bookkeeping takes a lot of time;
- the bookkeeper must be careful not to make mistakes;
- in case there is no balance in trial balance columns each ledger posting must be checked.
4. Выразите согласие или несогласие. Исправьте неверные утверждения.
That’s right. 


It’s true.

That’s wrong. 


It’s false.
1) Not every transaction is recorded in the journal.

2) Some of the entries are posted to the ledger.

3) Ledger accounts are kept in different forms.

4) Some of the accounts are given names and numbers.

5) Debits should not be equal to credits.

6) It is not necessary to make sure if the debits and credits in the ledger are in balance.

7) No errors occur in bookkeeping.

8) It is not important if the numbers in bookkeeping are reversed.

9) It is not difficult to locate an error.

10) It is necessary to check and recheck all the postings if the trial balance does not balance.

5. Ответьте на вопросы.

1) How can the accounting cycle be imagined?

2) When does the accounting cycle begin?

3) What is a bookkeeping entry?

4) What is the idea of the double entry system?

5) Where is every entry posted to from the journal?

6) What is a chart of accounts?

7) What is done at the end of each accounting period?

8) What is a trial balance?

9) What errors occur in bookkeeping?

10) Is it easy to locate an error?

11) Why must the bookkeeper try to avoid errors?

12) What does the bookkeeper have to do if the trial balance does not balance?

6. Перескажите текст А, используя следующие фразы:

The paper reports on…

The paper touches upon…
It is reported that…

Much attention is given to…

The paper points out that…

The paper deals with the problem of…

The paper provides information on…

The paper defines the phenomenon of…

The paper covers such points as…

7. Прочитайте текст В и ответьте на вопросы.

Remember: 
to mean – значить, означать

 
corresponding – соответствующий

 
to add – добавлять

 
at the same time – в то же самое время

 
at first sight – с первого взгляда

 
to seem – казаться

 
totals – общая сумма

Text B

The method of bookkeeping in use is the method of double entry. This method means that each debit entry has a corresponding credit entry, and each credit entry has a corresponding debit entry.

All the items which are recorded in all the accounts on the debit side should equal all the items which are recorded on the credit side of the books. In accounting a trial balance is periodically drawn up to make sure that the two sides of the book “balance”.

A form of a trial balance is made up by listing all the accounts, adding all the debit entries and at the same time adding all the credit entries.

At first sight the balancing of a trial balance may seem correct. This, however, may be wrong. It means that some types of errors were not made, but there are other types of errors which are not seen in the totals of a trial balance.

1) What does the double entry bookkeeping mean?

2) Why is a trial balance drawn up?

3) What errors can lead to serious problems?

Socializing

Asking for Information

1. Прочитайте мини-диалоги и воспроизведите их.

· Excuse me, can you tell me the time?

· Yes, certainly. It’s 4 o’clock.

· Did the mail come today?

· Yes, it did. And this is the letter for you.

· Do you know his address?

· I’m afraid, I don’t.

2. Закончите вопросы и дайте на них ответы.

1) Can you tell me (который час, адрес гостиницы, номер счёта, название книги)?

2) Do you know (номер счёта, как составить пробный баланс, как найти ошибку, где бухгалтерская книга)?

3) Is there (письмо для меня, какое-либо сообщение, ответ от фирмы, новая информация)?

3. Выполните задание.

Вы хотите узнать, который час (ходит ли здесь автобус, есть ли рядом станция метро, название ближайшей гостиницы, как добраться до гостиницы). Начните свой вопрос со слов “Excuse me, …
Revision
1. Заполните пропуски словами из рамки. Некоторые слова могут повторяться.

	value,  entries,  are checked,  item,

errors,  involve,  number,  posted


Double entry systems guarantee that ____ of the data are made properly. However, ____ can appear from a ____ of sources. Sometimes accounts can be ____ wrongly, for example, a cash expense on marketing can be ____ to office expenses. If items are posted to balance sheet accounts instead of the profit and loss accounts, it can ____ serious problems.

It is easy for an ____ on one side of the double entry system to have an error of equal ____ on the other. Such errors are very difficult to see in practice and they can be found only when the books ____ against the original documents.

2. Заполните пропуски предлогами, где необходимо.

1) All transactions are recorded ____ the journal.

2) Each transaction is recorded as a debit ____ one account and a credit ____ another.

3) Account titles and numbers are listed ____ a special page.

4) The accounts are checked ____ accuracy ____ the end ____ the accounting period.

5) The bookkeeper checks the work ____ errors.

6) The bookkeeper should avoid ____ any errors ____ the bookkeeping process.

7) Two numbers were reversed ____ writing and it was the cause ____ the error.

8) All the credits and all the debits were equal ____ each other.

9) Separate accounts are opened ____ each type of expense.

10) The check ____ the accounts showed that each posting ____ the journal was made correctly.

3. Заполните пропуски артиклями, где необходимо.

1) Every time ____ transaction is made it is recorded in ____ journal.

2)  ____ transaction which was recorded in ____ journal is later transferred to ____ ledger account.

3) Each account is given ____ account title.

4)  ____ bookkeeper has to verify ____ accounts for ____ accuracy at ____ end of each accounting period.

5)  ____ debits and ____ credits in ____ ledger should be in ____ balance.

6)  ____ total of ____ debits and ____ total of ____ credits should be equal to each other.

7) In old Rome ____ value of ____ cash paid out to ____ customers was written on ____ right side.

4. Употребите глагол, данный в скобках, в правильной форме.

1) We must (to receive) a visa to go on our business trip.

2) We have (to finish) the work tomorrow.

3) Each account (to give) an account title.

4) Each transaction must (to record) in the journal.

5) In the double entry system each transaction (to record) twice.

6) The transaction (to post) later to the account in the ledger.

7) Every entry (to transfer) to a book of accounts.

8) An account title (to give) to each account.

9) The bookkeeper has (to verify) the accounts for accuracy.

10) How long it (to take) to correct this error?

11) The entry with incorrect information can (to reverse).

Unit 4

Texts: 



Text A
Text B

Grammar: 


Past Participle

Present Perfect

Present Perfect and Past Simple Compared

Word-building: 

Суффиксы –ent, -ant / -ence, -ance

Word study: 


It’s … There is

a number – the number

Socializing: 


Asking for Instructions

Wordlist

	1.

2.

3.

4.

5.

6.

7.
8.
9.

10.

11.

12.

13.

14.
15.
16.
17.

18.

19.
20.

	to require

explanation

frequent

to omit

total

sales journal

receipt
cash receipts journal
purchases journal

cash payments journal

syn. disbursement journal
volume

to maintain

to maintain a journal

number
office supplies
store supplies
on account

syn. on credit

to exist

sundry column
appropriate

	требовать

объяснение

частый

пропускать

сумма

журнал продаж

поступление, выручка

журнал денежных поступлений

журнал покупок

журнал денежных расходов

объём

поддерживать

вести журнал
1. ряд 2. номер 3. число
запасы канц. товаров

складские запасы

в кредит

существовать

колонка «прочие»

соответствующий, подходящий


	21.

22.

23.

24.

25

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.
38.

39.

40.

41.


	to deal with
discount

syn. reduction

at a discount

list price
trade discount

to stipulate

to offer

prompt payment
data

adjustment
to make an adjustment
syn. to adjust

expense account

balance

capital account

previous

to draw money

syn. to withdraw money

use

drawing account

to charge against

invoice number
	иметь дело с чем-либо

скидка

со скидкой

прейскурантная цена

торговая скидка

обусловливать

предлагать

своевременный или досрочный платёж

данные

уточнение, поправка

корректировать, уточнять
счёт расходов

остаток, садьдо

счёт капитала

предыдущий

снимать деньги со счёта

использование

счёт изъятий

относить на счёт, дебетовать счёт
счёт-фактура


Word-Building
	суффиксы -ent, -ant / -ence, -ance



Данные суффиксы употребляются для образования прилагательных и существительных от глаголов:

a) to differ – различаться, different – различный, difference – разница, различие
b) to exist – существовать, existent – существующий, existence – существование

1. Образуйте прилагательные и существительные от следующих глаголов и переведите их на русский язык:
to depend (зависеть) 



to violate (применять насилие)

to excel (превосходить) 


to resist (сопротивляться)

to insist (настаивать) 


to ignore (игнорировать)

2. Закончите предложения, употребив существительные, соответствующие подчёркнутым прилагательным.

1) This is a different version of the text. But the … is not great.

2) It is important to avoid any errors in posting entries. The bookkeepers cannot ignore this…

3) The success of a company is dependent on the results of its operations and this … is very important.

4) There were hundreds of people present at the meeting. Such … was quite unexpected.

Grammar Revision

Past Participle

Past Participle (3-я форма глагола) соответствует русскому причастию прошедшего и настоящего времени, пассивному по значению:

signed document – подписанный документ

settled problem – решённая проблема (уже)

решаемая проблема (ещё)

В предложении Past Participle употребляется чаще всего в качестве определения и стоит в большинстве случаев:

1) после определяемого существительного:

Transactions recorded in the journal will be later posted to the ledger account.

2) реже перед существительным:

The checked documents were grouped according to their dates.

1. Измените предложения, используя Past Participle.

	An enterprise which is owned by one person is called a sole proprietorship.

An enterprise owned by one person is called a sole proprietorship.


1) Transactions which are recorded in the journal are entered in the chronological order.

2) The wages which are owed to the workers are paid at the end of the next month.

3) The contract which was discussed yesterday will be signed at the next meeting.

4) The entries are posted to the accounts which are listed in the chart of accounts.

5) The secretary sent the letters which were signed by the director.

6) The entry shows the amount which was paid for the goods.

2. Переведите на русский язык.

1) She showed the delegation the room reserved for the conference.

2) The problem discussed yesterday at the meeting is very important.

3) Payment for the goods sent by the company was made on time.

4) Journal entries transferred to different accounts will be used later to prepare financial reports.

5) Debits entered in the left-hand column and credits entered in the right-hand column must always balance.

6) The money drawn by the owner for personal use is recorded in the drawing account.

Present Perfect

	to have ( в настоящем времени) + Past Participle



1. Present Perfect употребляется для выражения действия, завершившегося к моменту речи и связанного с настоящим временем. При этом неизвестно или неважно, когда действие произошло. На русский язык глаголы в Present Perfect переводятся прошедшим временем.
I have read this book. – Я прочитала эту книгу.

He has seen this document. – Он видел этот документ.

2. В предложении с глаголом в Present Perfect могут употребляться такие наречия неопределённого времени, как :
ever – когда-либо

never – никогда

already – уже

just – только что

lately – за последнее время

yet – уже; ещё

а также слова и словосочетания, обозначающие незаконченный период времени:

today – сегодня

this week – на этой неделе

this month – в этом месяце

this morning – сегодня утром (до 12 часов дня)

Наречия неопределённого времени ставятся перед 3-й формой глагола, кроме yet. Yet употребляется в конце предложения (вопросительного или отрицательного):
I have already seen him.

3. Отрицательная форма образуется при помощи отрицательной частицы not, которая ставится после вспомогательного глагола have:
I have not (haven’t) seen him today.

He has not (hasn’t) seen it yet.

4. При образовании вопросительной формы вспомогательный глагол have ставится перед подлежащим:
Have you seen him today? – Yes, I have. (No I haven’t)

Has he seen it yet? – Yes, he has. (No, he hasn’t)

3. Составьте предложения.

	I

You

He

She

They

We


	have

has

haven’t

have never

has never

have just

has just
	seen this film.

shown his son’s photo.

heard the news.

received the money.

stayed at this hotel.

sent us their catalogues.

checked it for errors.

discussed this question.


	Have

Has
	you

he

she

they
	looked through the catalogues?

read this book?

written a letter?

checked the entries?

bought postcards?

seen the film?


4. Прочитайте мини-диалоги и воспроизведите их.
· Is it a good film?

· Yes, I have never seen such a good film.

· Is it your first visit to London?

· Yes, I have never been here before.

· Well, Mr. Taylor, thank you for all you’ve done for me.

· You are always welcome.

· Have you ever been abroad?

· I’ve been to England.

· What about Germany?

· I’ve never been there.

5. Переведите на английский язык.

1) Мы ещё не обсуждали этот вопрос.

2) Вы проверили все записи?

3) Я никогда не был в Париже.

4) Вы просмотрели эти каталоги?

5) – Вы видели этот фильм?

- Да, несколько раз.

6) Я никогда не был здесь раньше.

7) Они подготовили финансовую отчётность.

Present Perfect and Past Simple
Present Perfect и Past Simple обозначают действие, закончившееся до настоящего момента, и переводятся на русский язык глаголом в прошедшем времени. Однако, употребление имеет существенное различие.

Past Simple указывает на факт совершения действия в прошлом и употребляется в повествовании, при описании прошедших событий. Поэтому часто указывается или подразумевается, когда действие имело место.

Present Perfect, хотя и выражает действие, совершившееся в прошлом, оно связано с настоящим временем благодаря наличию результата этого действия в настоящем времени.

6. Употребите глагол, данный в скобках в Present Perfect или Past Simple.

1) The rain (to stop), we may go out now. It (to stop) an hour ago.

2) -Where is the director?

-He just (to leave). He (to leave) 5 minutes ago.

3) -I never (to be) to Great Britain.

-And I (to visit) this country last year.

4) I (to finish) my work already.

5) I (not to write) the letter yet. I had no time.

6) He (to go) on business trip last week but now he (to come) back.

7) He (to sell) his car and now he has to go to the office by bus.

8) I’m looking for the keys to my car. I (to lose) them somewhere.

9) His father (to retire) on pension. He (to go) on pension two years ago.

7. Прочитайте диалог и воспроизведите его.

Bank clerk: 
May I help you?

Customer: 
I’ve lost my credit card and I want to report it.

Bank clerk: 
Can you tell me the number of your card?

Customer: 
Yes, it’s 522400863164.

Bank clerk: 
Fine. Now tell me the name.

Customer: 
It’s my card, and my name is Allen Collins.

Bank clerk: 
Now, please tell me how you lost it.

Customer: 
I think I left it in the shop.

Bank clerk: 
Don’t worry. We’ll stop it.

8. Переведите на английский язык.

1) Вы смотрели вчера «Новости» по телевидению?

2) Куда я положила этот документ? Я не могу найти его.

3) Я приготовила чай. Хотите чашечку?

4) Ты читала какие-нибудь романы этого писателя?

5) Я проверила все записи, но не могу найти ошибку.

6) Проверочный баланс был составлен ещё вчера.

7) Ты сдал экзамены?

8) Почему ты не был на встрече?

Word Study

	It’s – There is




Конструкции It’s и There is имеют существенное различие:

It’s употребляется при выражении времени, расстояния, погоды и т.п.:

It’s 10 o’clock.

It’s very far from here.

It is very cold today.

There is/there are употребляется, когда нужно указать на наличие или отсутствие какого-либо предмета (каких-либо предметов) или лица (лиц) в определённом месте:

There is a document on the table.

There is nobody in the hall.

1. Заполните пропуски, употребив “it’s” или “there is/there are”.

1) What’s the time? ____ 4.30.

2) -It’s cold and stormy today.

-Yes, ____ storms all over the country.

3) It is so difficult to find your way in this town. ____ so many streets here that look very similar.

4)  ____ lunch time.

5)  ____ some people in the room, but ____ very dark here and ____ difficult to see them clearly.

6) We’ve done all we can. ____ nothing we could do now.

7)  ____ three lines on the page of a general journal.

8) Many businesses receive and pay cash in their transactions and ____ common to have a cash receipts and a cash payments journals.

9)  ____ necessary to make adjustments in the figures of the trial balance.

	a number of – the number of




Существительное number меняет значение при употреблении с неопределённым или определённым артиклем:

a number of documents = ряд (несколько) документов

the number of documents = количество документов
2. Переведите на русский язык.

1) Money may take a number of forms.

2) The number of days within which payment is to be made is stipulated in the contract.

3) A number of assets may be given by someone other than (помимо) the owner, and they will be recorded as liabilities.

4) The number of errors found in the entries was great and all of them had to be corrected before posting the entries to the ledger accounts.

5) A number of adjustments must be made in the figures of the trial balance before the data can be used in financial statements.

6) Accounting information is used not only by the managers of all business organizations, but also in a number of cases by others who have financial interest in the business.

3. Переведите на английский язык, используя слово “number”.

1) Я могу предложить вам ряд книг, в которых вы найдёте интересную информацию.

2) В холе несколько человек ждут менеджера.

3) Я положил на стол ряд важных документов, а сейчас не вижу их.

4) Количество новых домов, построенных в нашем городе в этом году, больше, чем в прошлом году.

5) Он дал нам ряд примеров в качестве пояснения к своему предложению.

6) Количество предложений ограничено.

7) Количество предприятий, которые поставляют нам свои товары, значительно выросло. (to increase)
8) В ряде случаев ошибки в проверочном балансе трудно найти.

9) Количество ошибок, которые были найдены в отчёте, было очень большим.

4. Подберите русские эквиваленты к следующим словам:

general, line, type, to group, condensed, version, single, special, to reserve, situation, to show, to ignore, firm, process, to collect, figure, to reflect, commission, final, personal, capital
5. Подберите английские эквиваленты к следующим словам и словосочетаниям:
	1) требовать

2) пропускать, не включать

3) поддерживать

4) вести журнал

5) продавать в кредит

6) существовать

7) иметь дело с чем-л.

8) не обращать внимания

9) обусловливать

10) предлагать

11) корректировать

12) отражать

13) снимать деньги со счёта

14)относить на счёт
	a) to withdraw money

b) to reflect

c) to offer

d) to ignore

e) to exist

f) to maintain a journal

g) to omit

h) to require

i) to maintain

j) to make a sale on account

k) to deal with

l) to stipulate

m) to adjust

n) to charge against


6. Соотнесите слова (А) и их дефиниции (В).

	A
	B

	1) frequent

2) receipt

3) purchases journal

4) cash payments journal

5) cash receipts journal

6) list price

7) capital account

8) prompt payment

9) sales journal

10) to stipulate

11) discount
	a) a specialized accounting journal used in an accounting system to keep track of the sales of items that customers have purchased

b) a journal used to record all cash payments made by a company

c) an offer from the supplier to the purchaser, to reduce the selling price if the payment is made within a certain period of time

d) to put forward, as a necessary condition

e) payment on time

f) a journal used for recording credit purchases such as business supplies, equipment, and others

g) often happening

h) an account in which a firm records expenditure on capital items

i) the selling price of something as stated in a catalogue or price list; often subject to discounts

j) a journal used to record sales of merchandise for cash

k) money received


Work on the Texts

1. Прочитайте текст А и подберите заголовки к каждой части текста.

· Discounts. Adjustments

· Transactions

· Special Journals

· Entries

Text A
Part I

A general journal requires 3 lines on the page: a debit, a credit and a line for the explanation. If the business sells many items daily for cash or makes frequent purchases, the general journal can become full of entries and it will be difficult to use. Common types of entries are grouped into special journals.

A special journal is a condensed version of the general journal in which a single line is used for debits and credits and the explanation is omitted. It still remains true that the total of debits should be equal to the total of credits.

There are different types of special journals. Many businesses use mainly four special journals: sales journal; cash receipts journal; purchases journal and cash payments journal (which is sometimes called a disbursement journal). The reason for using one or all of the special journals is the volume of business transactions.

Many businesses receive and pay out cash in many transactions. Therefore, it is common to have a cash receipts journal and a cash payments journal.

When a firm purchases many items for inventory on credit, a purchases journal is maintained. The entries in the purchases journal are posted to a number of different accounts, such as Accounts Payable, Office Supplies and so on, which are listed in the Chart of Accounts.

If many sales are made “on account”, that is on credit, a sales journal is common. The entries in the sales journal show the invoice number, the account which is debited and the accounts to which the entries will be posted.

Special journals have columns which are reserved for the usual accounts. Sometimes there are situations when no column exists for a transaction. Such a transaction will be entered in the Sundry column. Transactions which are entered in the Sundry column are then posted line by line to the appropriate ledger accounts.

Part II

A bookkeeper deals with several kinds of discounts, or reductions, from the list price of goods. When transactions in which goods are sold or purchased at a discount are entered, the entry shows only the amount which is actually paid or received, and the discount is ignored.

Sellers offer trade discounts to businesses which purchase their goods. If payment is made earlier than stipulated, firms may offer discounts for prompt payment.

All processes that make up a bookkeeper’s job (making journal entries, posting them to ledger accounts, making a trial balance) consist of collecting and recording data. These data which are collected and recorded by the bookkeeper are used in financial statements. But before final financial reports are made it is necessary to make adjustments, that is changes, in the figures of the trial balance. These adjustments reflect all changes that were not recorded in entries and postings. For example, wages, salaries or commissions may be owed but not yet paid and not shown on expense accounts.

Before the accounting cycle starts all over again the books must be closed, that is prepared for the new accounting period. The final stage of closing the accounts is to transfer the balances of these accounts to a new account which is called profit or loss account. In this process the capital account must be adjusted by the amount of profit and loss incurred in the previous period. And it also must be adjusted to reflect money drawn by the owner for personal use. This money is recorded in the drawing account.

The drawing account is the ledger account in which the bookkeeper records money the owner withdraws for personal use. When the accounts are closed the debit balance in the drawing account is charged against capital.

2. Найдите в тексте соответствия русским фразам.

1) …общий журнал может быть переполнен записями.

2) Записи одного типа сгруппированы в отдельные журналы.

3) Пояснение опускается.

4) Одна строка используется как для кредитовых, так и для дебетовых проводок.

5) В основном используются четыре специальных журнала: журнал продаж, журнал денежных поступлений, журнал закупок, журнал денежных расходов.

6) Многие предприятия получают наличные и платят наличными.

7) Иногда для сделки не имеется колонки в специальном журнале.

8) … проводятся строка за строкой…

9) Скидки с прейскурантной цены товара.

10) Скидка за досрочный платёж.

11) Вся работа бухгалтера состоит из сбора и регистрации данных.

12) … который называется счётом прибылей и убытков.

13) В счёт капитала должны быть внесены поправки, касающиеся прибыли и убытков.

14) Деньги, снятые со счёта для личного пользования, регистрируются в счёте изъятий.

3. Найдите в тексте предложения, в которых говорится, что:
- if a company sells or buys a lot of goods every day, it will be difficult to use the journal;
- every journal has entries of one type;
- cash receipts and payments are registered in special journals;
- the entries of the purchases journal are transferred to several accounts;
- the entries from the Sundry column are transferred to ledger accounts;
- there are different discounts from the list price of goods;
- reduction from the list price is given when payment is made ahead of time;
- certain changes are required in the figures of the trial balance before the final financial statements are made;
- the adjustments show changes that were not recorded in entries and postings;
- all the balances are transferred to the profit and loss account;
- the bookkeeper records money withdrawn for personal use in the drawing account.
4. Выразите согласие или несогласие. Исправьте неверные утверждения.

That’s right. 


It’s true.

That’s wrong. 


It’s false.

1) The general journal is always easy to use.

2) It is not necessary for special journals to have equal totals of debits and credits.

3) Sundry columns are reserved for usual accounts.

4) When many items are purchased, a sales journal is used.

5) A sales journal is used when many sales are made on credit.

6) When cash is received and paid out, a cash receipts journal and a cash payments journal are used.

7) Discounts are offered for all transactions.

8) A special discount is offered for prompt payment.

9) Adjustments are made in financial statements.

10) Adjustments do not reflect changes in entries and postings.

11) If the two columns of the trial balance are equal, it shows the accuracy of the previous entries.

5. Ответьте на вопросы.

1) When can it become difficult to use general journal?

2) How many lines on the page are required for a general journal and for a special journal?

3) What is the purpose of special journals?

4) What rule remains true both for general and special journals?

5) What is a disbursement journal?

6) What journals are maintained for purchases and for sales?

7) Where are the entries from the purchases journal posted?

8) What transactions are entered in the Sundry column?

9) When are trade discounts offered?

10) When is it necessary to make adjustments?

11) What do adjustments in the trial balance reflect?

12) What should be done before the new accounting cycle starts again?

13) Where is the money drawn for the owner’s personal use recorded?

14) What is a drawing account?

6. Кратко перескажите текст А, используя следующие фразы:

The paper reports on…

The paper touches upon…

A careful account is given to…

It is reported that…

Much attention is given to…

The paper points out that…

The paper deals with the problem of…

The paper provides information on…

The paper defines the phenomenon of…

The paper covers such points as…

7. Прочитайте текст В и ответьте на вопросы.

Remember: 
less – меньше
percentage – процент
 

discount allowed – предоставленная скидка
 

discount received – полученная скидка
to encourage – поощрять
Text B

To encourage their customers to pay their accounts promptly a company may offer to accept less money if payment is made within a definite period of time. The amount of the reduction of the sum to be paid is called a cash discount. The term “cash discount” means not only discounts given for prompt payment in cash, but also discounts given for payment by cheque.

A cash discount is usually given as percentage, and the details of the percentage and the period within which payment is to be made are shown on sale documents. A usual period for which a discount is given is one month from the date of the transaction.

There are two different types of discounts. First, discounts may be given to firms to which the company sells goods. Such discounts are called discounts allowed. Also the company may receive cash discounts from firms from which it buys goods. This kind of discount is known as discount received.

1) What is a discount?

2) When is a discount offered?

3) Does the discount depend on the method of payment?

4) How is the discount shown on sale documents?

5) What is the usual period for which a cash discount is offered?

6) What two types of discounts exist in business operations?

Socializing
Asking for Instructions
Необходимость получить указание или совет в английском языке чаще всего выражается в форме вопроса с глаголом shall:

Shall I check these accounts? – Проверить эти счета?

Shall I leave a message in the office? – Оставить записку в офисе?

	Вопросы
	
	Возможные ответы

	Shall I

Shall we
	do smth?
	Yes, (please).

Please, do.

No, thank you.

No, you needn’t.


1. Прочитайте мини-диалоги и воспроизведите их.

· Shall I check these documents?

· Please, do.

· Shall I call you at 8?

· Yes, I’ll be already in the office.

· Shall I help you with the transaction?

· No, thank you. I think I’ll finish it soon.

· Shall I check the balance?

· No, you needn’t.

2. Узнайте, что вы должны делать. Используйте данные ниже глаголы:
to check, to lend, to enter, to transfer, to prepare, to pay, to make adjustments, to withdraw money, to offer

Revision
1. Заполните пропуски словами из рамки.

	journal,  customers,  accounts receivable,  is recorded,  column,  amount,  discount,  cash,  posted



Any time a cash sale is made to ____, the transaction ____ in the cash receipts _____. In each case the credit entry is recorded in the ____. This account has to be ____ daily because each customer’s account must be reduced by the ____ of the payments made.

If the customer pays within the discount period he has the right to a ____ of some percentage. The effect of this discount is reflected in a reduction in the amount of ____ received.

2. Заполните пропуски предлогами, где необходимо.

1) Did you buy it ____ credit or ____ cash?

2) The book is full ____ interesting stories.

3) A single line is used ____ debits and credits ____ a special journal.

4) The entries ____ a journal are posted ____ different accounts.

5) Columns ____ special journals are reserved ____ usual accounts.

6) Transactions which are entered ____ the sundry column are then posted line ____ line ____ the appropriate ledger accounts.

7) Bookkeepers deal ____ discounts ____ the list price of goods.

8) These goods are sold ____ a discount.

9) Adjustments are made ____ the figures ____ the trial balance.

3. Заполните пропуски артиклями, где необходимо.

1) Once ____ month the bookkeeper has to verify that ____ requirements of ____ double-entry accounting are met.

2) If ____ debit column and ____ credit column of ____ trial balance agree, we can say that ____ trial balance is in ____ balance.

3) Every credit sale is recorded in ____ sales journal.

4) In many businesses a lot of sales are made on ____ credit rather than for ____ cash.

5)  ____ sales journal records all ____ sales made during ____ day.

6) As ____ volume of ____ business transactions of ____ organization increases, ____ need to have various special journals becomes clear.

7)  ____ business transactions that are not recorded in any of ____ four special journals are recorded in ____ general journal.

4. Употребите правильную форму глагола, данного в скобках.

A
1. I’m afraid I (to lose) my umbrella.

· When you last (to use) it?

· It (to be) yesterday.

2. You (to see) today’s newspaper?

· Not yet.

3. You (to finish) checking the accounts?

· No, not yet. I (to do) about half.

4. You (to be) here before?

· Yes, I (to spend) my holidays here last year.

· You (to have) a good time?

· Yes, I did.

5. You (to pay) the bill?

· Yes, I (to pay) it while you (to be) away.

6. The goods already (to arrive).

· When exactly they (to arrive)?

7. The operations of the company (to result) in a large profit this year.

B

1) Some pages (to cut) from this copy.

2) Financial statements (to prepare) after the journal entries (to transfer) to appropriate accounts.

3) Bookkeepers (to make) adjustments in the figures of the trial balance.

4) Accounts (to adjust) by the amount of profit and loss incurred in the previous period.

5) Bookkeepers (to post) the entries to a number of different accounts.

6) The check of the accounts shows that all entries from the journal (to post) to the ledger accounts.

7) When the last purchase of the product (to make)?

8) When many items for inventory (to purchases) on credit, a purchases journal (to use).

9) The money which (to draw) by the owners for personal use (to record) in the drawing account.

10) Last year a profit of two million pounds (to make) in the first six months.

5. Дайте развёрнутые ответы на вопросы.

1) What does the bookkeeper’s work consist of?

2) How does a page in a special journal differ from a page in a general journal?

3) Why is it necessary to have different types of special journals?

4) Why is it necessary to make adjustments in the figures of the trial balance?

5) What does the bookkeeper have to do when the owner draws money for his personal use?

PART II

UNIT I
BOOKKEEPING

1. Pay attention to the correct pronunciation of the international words from the text below. Give their Russian equivalents without a dictionary. Remember that many English words in the same form can be translated as different parts of speech. 

limit, process, figure, inventory, finance, financial, business, deposit, check, register, bank, method, focus, person, profession, position, corporation, title, clerk, technician, term, general, interest, real, really, perspective, local, college, bachelor, company, activity, basic, career

2. Translate the following noun combinations:

_____________________________________________________________________________

Примечание:  Цепочки существительных в английском языке могут состоять из двух и более слов. При переводе цепочки существительных необходимо учитывать, что основным в ней является последнее слово (отвечает на вопрос кто? что?). Предшествующие слова определяют его и могут переводиться разными способами  -  прилагательным, существительным в родительном падеже, существительным с предлогом, а также целым выражением в свободной форме, передающим смысл определения.

Пример:
price policy – 1) ценовая политика, 2) политика ценообразования


output delivery instructions – инструкция по доставке продукции



manager risk – риск финансовых потерь, вызванных неспособностью 





   управляющего эффективно реализовать инвестиционную


   стратегию фонда

_____________________________________________________________________________

construction firm name, business owner, company capital, dollar sign, record keeper, checkbook register, bean counters, government control, part-time job, classroom activities, real life feel, finance department, loan application, goods and services balance, project analysis, company income tax, development credit, bank account, customer transaction

3. Translate the following word combinations from the text:

world of figures, day-to-day transactions, financial statements and reports, a record in a checkbook register, single sided transactions, the position of a bookkeeper, the multitude of transactions, to move up in a company, to keep business’s books in order, to make a living, a bachelor’s degree, to give a real life feel, basic needs

Grammar Revision: Participle (Причастие)

Participle I  -  V4 (V + ing)
developing

Participle II  -  1) правильные глаголы  -  V + ed 
developed

2) неправильные глаголы- V3 

written
Функции причастия:

I. Часть сказуемого
1) Participle I - во временах группы Continuous и Perfect-Continuous
2) Participle II – во временах группы Perfect и в Passive Voice
Примеры:

1) They were recording these transactions yesterday from 2 till 6 p.m.

    Они регистрировали эти сделки вчера с 14 до 18.

    The bookkeeper has been working with deposits for 2 hours.

    Помощник бухгалтера работает с депозитами 2 часа.

2) Не will have prepared his report by the end of the week.

    Он подготовит отчет к концу недели.

    The office was closed yesterday.

    Вчера офис был закрыт.
II. Определение (какой?)
    The man speaking on the phone is our bookkeeper.

    Человек, разговаривающий по телефону, наш помощник бухгалтера.

    An educated person can obtain quick promotion.
    Образованный человек может быстро сделать карьеру.

III.  Обстоятельство (что делая? при каких обстоятельствах?)
    Speaking on the phone the manager specified each point of the contract.

    Разговаривая по телефону, менеджер уточнил пункты контракта.

    When discussed the problem can be solved.

    Когда проблема обсуждена, ее можно решить.

    (Проблему можно решить после ее обсуждения).

4. Translate the sentences with Participles I, II from English into Russian paying attention to their functions. 
Participle I

1) While you are getting your education, look for part-time jobs.

2) The accountants keep the multitude of transactions flowing smoothly.

3) Seeing things firsthand you can choose the profession.

4) You’ll work in the firm dealing with day-to-day transactions.

5) Yesterday from 6 till 7 bookkeepers were recording deposits.

6) The managers discussing the transaction were very busy.

7) Using the term “bean counter” accountants sometimes joke among themselves.  

8) They will be dealing with this transaction for the whole day. 

Participle II

1) All transactions are recorded properly.

2) The bookkeepers have made a financial report this week.

3) There’s also the term “bean counter” applied to accountants in general.

4) When registered deposits undergo reconciliation with the bank. 

5) The financial statement was discussed at the meeting.

6) The accountant analyzed a financial situation, when a bookkeeper had finished his report.

7) The method used in the firm helped to get profit in time.

8) The accountant found mistakes made by accounting clerks.

COMPLEX FORMS OF PARTICIPLE (Сложные формы причастия)
	форма
	active
	passive

	non-perfect
	choosing

выбирающий

выбирая


	being chosen
выбираемый

будучи выбран

	perfect
	having chosen
выбрав

	having been chosen

т.к. был выбран


5.  Translate the sentences:

a) 1. Recording transactions a bookkeeper collects a financial information.

                2. Having recorded transactions the bookkeeper created a financial report.

                3. Being recorded the transactions are registered in the journal.

                4. Having been recorded the transactions were analyzed by the accountant.

            b) 1. Using this term they joke among themselves.

                2. Having used this term they laughed at the joke.

                3. Being used this term is a simple joke.

                4. Having been used this term became popular among bookkeepers.

c) 1. Keeping the register updated a bookkeeper reconciles with the bank each month.

    2. Having chosen the bookkeeping profession, he found the job in a large corporation.

    3. Being educated you can move up in a company.

    4. Having analyzed the information the accountant created a financial statement.

    5. The students wanted to know much talking to a bookkeeper.

    6. Having been registered by a bookkeeper the record keeping is in order.

    7. Being interested in the bookkeeping profession he decided to get a bachelor’s degree

    8. Having been educated she could become an accountant.

ABSOLUTE PARTICIPLE CONSTRUCTION (Независимый причастный оборот)

Независимый причастный – это причастный оборот со своим собственным подлежащим.

Независимый причастный оборот начинается с подлежащего, за которым следует причастие I (II), и отделяется от основной части предложения запятой. Причастие в нём переводится как сказуемое. 

Независимый причастный оборот может употребляться перед основной частью предложения (переводится придаточным предложением с союзами так как, когда, если, после того как) или после неё (переводится самостоятельным предложением с союзами причём, при этом, а, и).

Примеры:
An accountant having appeared in the office, we began to check up the records for the previous month.


Бухгалтер появился в офисе, и мы начали проверять записи за предыдущий месяц.

Когда бухгалтер появился в офисе, мы начали проверять записи за предыдущий месяц.

Не examined several transactions, the latest being recorded last week.
Он изучил несколько сделок, причем последняя была зарегистрирована на прошлой неделе.

6. Read Text C. Agree or disagree with the statements. Define: “true” or “false”. 
1) Bookkeeping is the process of recording and analysis of the financial transactions of a business.

2) Accounting is a simple recording of financial data.

3) The work of a bookkeeper is needed in all business firms.

4) A bookkeeper records such transactions as sales, payments of bills, and use of inventory.

5) Bookkeepers only make financial reports.

6) Most business owners are not focused on growing their business.

7) Deposits and checks are recorded in a checkbook register.

8) Accounting is a recording, reporting and analysis of financial transactions.

9) A checkbook register is a journal containing double sided transactions.
10) A bookkeeper is an accounting clerk often called “an accounting technician”.
Text C

The Bookkeeping Profession

Having chosen the bookkeeping profession, you should understand that the world of figures is not limited to the process of accounting. If dealing with day-to-day transactions is all you wish to do, then maybe bookkeeping is for you.

What is it?

A bookkeeper is the person who records the daily transactions. It includes any sales, payment of bills, and use of inventory. A bookkeeper dealing with financial documents, all records should be screened. This almost sounds like an accounting, but bookkeepers do not only create financial statements and reports. Their job is to record all transactions. They are the record keepers for the business. Bookkeeping is the process of recording transactions. Accounting is the recording, reporting and analysis of financial transactions of a business.

Having been registered by a bookkeeper the record keeping can be as simple as just recording deposits and checks in a checkbook register (single sided transactions). Some small businesses just need this simple process. A bookkeeper keeps the register updated and reconciles with the bank each month. This is a steady job as most business owners that use this method are more focused on growing their business.

Many people could consider bookkeeping a boring job. But if you are a person who likes things orderly and precise, this might be the profession for you. Bookkeeping is keeping a business’s books in order, the bookkeeper making sure all transactions are recorded and recorded properly. They keep the finances running smoothly month-to-month.

You’ll usually find the position of bookkeeper in small businesses. In large corporations the need for bookkeepers is still present, but instead of “bookkeeper” you will find the titles “accounting clerk” and “accounting technician” used more often. These positions are usually working alongside the accountant daily to keep the multitude of transactions flowing smoothly. 

You’ll also hear the term “bean counter” used to describe a bookkeeper and sometimes applied to accountants in general. Some will take this as a derogatory term, but many others joke among themselves using this term. In a sense they are bean counters. The beans just happen to be dollar signs.

Education and Experience

So, if you are interested in this profession what do you do? Start off by talking to a bookkeeper. Find out what they do on the job and what they like and dislike about it. Maybe even visit them while they are on the job. Seeing things firsthand really puts it all into perspective.

If you are still interested, enter a local college. A bachelor’s degree will help you get the necessary knowledge of bookkeeping. You might find a bachelor’s degree more than you need for bookkeeping, but it does not hurt. Being educated you would enter on a professional career. So, if you want to move up in a company and become an accountant, the bachelor’s degree is needed. In firms or companies young specialists even having the bachelor’s degree often work at first as bookkeepers to get an experience.

While you are getting your education, look for part-time jobs in the bookkeeping field to get experience and give you real life feel for the classroom and the classroom activities make much more sense. 

Money?

Is being a bookkeeper worth it? Can you make a living? The answer is yes. You won’t be a millionaire, but you will be able to meet your basic needs.

 Do you like order and numbers? Choose the bookkeeping profession. It might be just the job for you.

7. Read the statements below and choose the one that best expresses the central idea of the text.

1) The world of figures is not limited to the process of accounting.

2)  The job of a bookkeeper is to record all transactions and keep a business’s books in order.

3) Business owners are focused on growing their business.

4) To become an accountant a bachelor’s degree is needed.

8. Match the parts of the sentences.

1) A bookkeeping profession
a) a bachelor’s degree is needed

2) The job of a bookkeeper 
b) talk to a bookkeeper

3) Sales and payments of bills 


  c) is done by an accountant

4) You can find the position of a bookkeeper 
d) is a simple joke

5) The term “bean counter” 
e) you will make a living

6) If you are interested in bookkeeping 
f) in small businesses

7) To become an accountant 
g) is dealing with daily transactions

8) If you work as a bookkeeper 


   h) because I like order and numbers

9) I have chosen a bookkeeping profession

   i) is to record all transactions

10) A systematic analysis of financial transactions 
   j) are daily transactions.

9. Find in Text C the sentences with Participles I, II and translate them. Pay attention to the sentences with Absolute Participle Construction.

10. Fill in the gaps in the sentences using the words and word combinations from the box:
1) The job of a bookkeeper is not only to create  ___  ___and  ___, but also to record  ___ .

2) Having kept the register  ___  a bookkeeper  ___  with the bank every month.

3) You can find the  ___  of a bookkeeper in small business firms.

4) In large companies bookkeepers are called  ___  and  ___ .

5) A  ___  ___  is needed to become an accountant in a large company.

6) The term  ___  ___  is sometimes a simple joke among bookkeepers and accountants.

7) ___  ___  is one of the daily transactions.

8) To become a bookkeeper you should get a necessary  ___.

9) A  ___  job can help students to get an  ___.

10) The bookkeeping profession enables to  ___  ___ .

_____________________________________________________________________________

part-time, accounting clerk, make a living, position, bean counter, updated, bachelor’s degree, financial statements, reconciles, accounting technician, experience, payment of bills, transactions, education, reports

_____________________________________________________________________________

11. Match the words with the appropriate definitions:
1. bookkeeping 



a) the action or process of selling goods

      2.   accounting 



b) business or trade operation

      3.   transaction 



c) a person who has something as his property

      4.   financial statement 


d) a sum of money paid into a bank

      5.   sale 




e) a person who has the first university degree

      6.   inventory 



f) recording, reporting and analysis of  transactions
for making economic decisions
      7.   owner 




g) a process of recording transactions

      8.   bachelor 



h) to bring checks in correspondence with bank 
accounts

      9.   reconcile                                            i) a document presenting a financial information 
                                                                          of an enterprise

      10. deposit 



j) a list of assets

12. Translate Text C using a dictionary.

UNIT II
THE DIFFERENCE

BETWEEN A BOOKKEEPER AND AN ACCOUNTANT

1. Pay attention to the correct pronunciation of the international words from the text below. Give their Russian equivalents without a dictionary. Remember that many English words in the same form can be translated as different parts of speech. 

individual, service, correct, cycle, department, data, transaction, journal, report, order, credit, traditionally, normally, package, record, debit, column, corresponding, function, primarily, audit

system, monitor, interpret, result, mechanical, subjective, design, information, manner, finally, basis, present, management, type, typically, contract, controller, phase, prestigious, specialize

2. Find in the dictionary all meanings of the following international words paying attention to their synonyms:
 monitor, correct, regiment, order, correspond, corresponding, design, individual, amount
3. Translate the following noun combinations:

purchase check, account balance, business management, bank service, service bureau, software package, system analysis problems, transaction file, department store, department store bank, contract basis, contract change, system administrator, monitor display, company director, firm assets, credit guarantee, cycle start, business partner, purchase amount, property owner

4. Translate the following word combinations from the text:

a financial service, to enter data, in monthly cycles, to make adjustments, purchase orders and checks, a bookkeeping software package, the record of each transaction, a corresponding account, to check each other, to design a system, to benefit business, too burdensome, a financial statement, in such a way, is responsible for the result, to make decisions, in a particular area 
Grammar Revision: Passive Voice (Страдательный залог)

Simple:               to be (в личной форме) + Participle II

Пример:              The office is closed at 6 p.m. every day.

                             Офис закрывается ежедневно в 6 часов вечера.

Continuous:       to be (в личной форме) + being + Participle II

Пример:              Look! The office is being closed.

                            Смотрите! Офис закрывается.
Perfect:                to have (в личной форме) + been + Participle II
Пример:               We are late! The office has been closed.

                             Мы опоздали! Офис закрылся.

5. Translate the sentences with Passive Voice:

1. Accounting clerks are usually supervised by an accountant.

2. The accountant prepares adjusting entries to record expenses which were not entered by the bookkeeper.

3. Wages earned by the employees have been processed this week.

4. A financial record of business transactions should be involved in a bookkeeper’s duties.

5.  Bookkeeping can be considered as the part of accounting process.

6.  In this company bookkeeping and accounting tasks are being performed by a single   person.

7. A mistake was made by the bookkeeper, when he entered the record of  this transaction to the debit column.

8. Two entries can be used to check each other.

9.  A financial statement will have been presented by the 1-st of April.

10. The current world of business and accounting is based on the computer and information revolution.

6. Change Active into Passive:

1. An accounting cycle includes the analysis and classification of transactions.

2. The bookkeepers made entries in purchase and sales journals in chronological order.

3. In small companies the bookkeeper may perform the entire bookkeeping process.

4. Due to the financial statements the business management has made a decision.

5. The information revolution is now transforming the global economy.

6. Accountants must supply business managers with accurate and useful information.

7. Computer science provided special programs for an accounting process.

8. The owner of the company will introduce a new accountant to the Heads of  the Departments.

9. Several steps represent an accounting cycle.

10.  The accountants have done a complex work for the company.

7. Read Text C. Determine which statements are referred to Accounting, and which of them - to Bookkeeping:
1. It is regarded as the systematic analysis of information about economic affairs of an organization.

2. It is a mechanical process.

3. It provides the maintenance of files of data, the interpretation of these data, and the preparation of reports.

4. Its cycle consists of entering transactions into the journals and making adjustments.

5. It can be used by the organization’s managers to help them plan and control the organization’s operations.

6. It can be single-entry and double-entry.

7. It can be used by owners or regulatory bodies to help them make decisions.

8. It is less mechanical in nature.

9. It is used by governmental bodies to determine how much tax the organization must pay.

10. Its function is recording transactions in the journal and posting to the ledger.

Text C
Am I an Accountant or a Bookkeeper? What is the difference?

There are the important differences between an Accountant and a Bookkeeper and AAT (Accounting Technician), as well as differences and similarities between accounting and bookkeeping.

This is a common question of individuals performing day-to-day financial services for a company. 

Most people, even accountants, don't know the answer to this question. 

And, in most cases the answer doesn't matter. But, in those cases where someone wants to be technically correct the answer lies in what services a person performs. If a person is doing bookkeeping, he is a bookkeeper. If he is doing accounting, he is an accountant. 

What is bookkeeping?

There are eight steps in the bookkeeping cycle. A bookkeeper is a person that performs one or more of these steps or sometimes called AAT (accounting technicians). In large companies, for instance, the bookkeeping cycle can be divided into departments such as Accounts Receivable, Accounts Payable, or Payroll. While most often these people are referred to as "clerks", they may also be considered bookkeepers as they are "keeping the books" for a company. In small companies, the bookkeeper may perform the entire bookkeeping process, or might just enter data to give to the "accountant".

All bookkeeping steps are mechanical in nature. Bookkeeping is a regimented process usually occurring in monthly cycles consisting of entering transactions into the journals, making adjustments, and preparing reports. The Accounts Receivable Clerk is assigned to enter all sales on account, and all payments from the customers. The Accounts Payable Clerk's responsibility would be to enter purchase orders and checks. Again, in a small company, both duties are often performed by the same person.

      Traditionally, the records were kept in a book, hence the name bookkeeping. Nowadays, bookkeeping is normally performed using a bookkeeping software package, but the names of the books (daybook, cashbook, journal, and ledger) are still used.

There are two types of bookkeeping: single-entry and double-entry. In single entry bookkeeping, the record of each transaction is carried to either the debit or credit column of a single account. In double-entry bookkeeping, two entries of each transaction are carried to the ledger: one to the debit side, and one to the credit side, of the corresponding account. 

A bookkeeper's function is primarily one of recording transactions in the journal and posting to the ledger, and is sometimes referred to as an accounts clerk.

     What is accounting?

Someone has to set up the bookkeeping system, monitor it, and interpret the results. These processes are called "Accounting." The accounting process is much less mechanical and more subjective. It begins with designing a system that will benefit the business, by capturing the financial information in a useful manner without being too burdensome to the bookkeeper. The accountant monitors the system to ensure it's doing what it's supposed to do. And finally, on a monthly basis usually, the accountant presents the financial statements to the business management in such a way that decisions can be made.

Since accounting requires an understanding of the bookkeeping process, accountants typically supervise the bookkeepers. In a large corporation there may be several, possibly even thousands of accountants. One will be designated as the "Controller" who oversees the entire accounting and bookkeeping system.

In a small business one person (a contract accountant or full charge bookkeeper) will perform all the phases of accounting and bookkeeping for a company. "Accountant" is considered to be a more prestigious title. An accountant is the person who is finally responsible for the result of the whole work. Accountants often specialize in a particular area of accounting such as taxes, auditing, or management.

8. Choose the best title to the text.

1. Bookkeeping as a part of accounting process.

2. The differences between bookkeeping and accounting.

3. Accounting requires an understanding of bookkeeping.

4. An accounting cycle and two types of bookkeeping.

9. Match the parts of the sentences.

1. Bookkeeping steps 


a) the knowledge of  bookkeeping

2. In small business 


b). including entering transactions into the journals

3. Bookkeeping is a process 

c) of a bookkeeping process

4. Entries of each transactions 

d) one person is responsible for the accounting

5. A contract accountant 

e) with taxes or auditing

6. AAT perform one or two steps 
f) supervised by the accountants 

7. Accountants can work 

g) is widely used nowadays

8. The bookkeepers are typically 
h) are carried to the ledger

9. A bookkeeping software package 
i) are mostly mechanical in nature

10. Accounting requires 


j) can perform all phases of accounting

10. Find in the text the sentences with Passive Voice and translate them.
11. Fill in the gaps in the sentences using the words and word combinations from the box:
1. Capital markets rely on the useful and accurate  ___  ___ .

2. One of the most  ___  ___  of accounting is to communicate information between producers and users.

3. Accounting information can be developed for any kind of  ___ .

4. ___  ___  deals with the economic operations of entire nations.

5. ___  is a chief accountant who oversees the entire accounting and bookkeeping system.

6. There are  ___  and similarities between accounting and bookkeeping.

7. A person entering all sales, payments, purchase checks and orders is  ___ .

8. Accountant  ___  a bookkeeping system.

9. ___  can use an accounting information to determine the price to be paid.

10. A bookkeeper enters  ___  to give to an accountant.

_____________________________________________________________________________

monitor, differences, customers, international accounting, a bookkeeper, important purposes, organization, a controller, accounting information, data

_____________________________________________________________________________

12. Match the words with the appropriate definitions:
1. order 



a) a thing bought or the action of buying smth
2. purchase 



b) a book in which a firm records its 

financial transactions

3. single-entry 


c) a dealership or a financial transaction in a

company
4. double-entry 


d) professional functions and obligations
5. daybook 



e) using only one column(debit or credit) in

a ledger

6. cashbook 



f) an accounts clerk responsible for the whole 

financial dealership

7. ledger 



g) a formal written instruction that allows the
                                                     holder to be supplied with goods 

8. service 



h) using both columns(debit and credit) in a 

                                                           ledger

9. duties 



i) a journal of daily transactions
10. a full charge bookkeeper 

j) a journal of receipts and expenditure

13. Translate Text C using a dictionary.

UNIT III

ACCOUNTING

1. Pay attention to the correct pronunciation of the international words from the text below. Give their Russian equivalents without a dictionary. Remember that many English words in the same form can be translated as different parts of speech. 
professional, public, private, sphere, balance, period, standard, uniformity, presentation, informative, summarize, efficiency, measure, consensus, series, classify, identify, document, chronological, dividend, partnership, list, date, calendar, capital, category, minus, principle
2. Translate the following noun combinations:

management levels, equity issue, cost efficiency measures, tax management, a purchase order, sales journal, purchase journal, cash receipt journal, disbursement journal, ledger accounts, math error, cash flow,  income statement,  net income, dividend information, ownership equity, company expenses, deposit account
3. Translate the following word combinations from the text:

a persistent demand, a body of rules, various users, levels of management, the preparation of financial statements and report, a corporate ladder, mergers and acquisitions, a series of activities, a reporting period, an accounting cycle, a recognizable event, an appropriate journal, a trial balance, adjusting entries, balance sheet, assets and liabilities, retained earnings, gains and losses, to make sure, a sole proprietorship, net assets, equity accounts

Grammar Revision: The Infinitive (Инфинитив)

FORMS OF INFINITIVE (Формы инфинитива)

	Группа времен
	Active Voice
	Passive Voice

	Simple
	to do делать 

(вообще)
	to be done быть сделанным (вообще)

	Continuous
	to be doing делать

(в определенный момент)
	_

	Perfect
	to have done сделать (уже)
	to have been done 

быть сделанным 

(до определенного момента)


Функции инфинитива

I. Подлежащее
       To choose a profession properly is very important.

       Правильный выбор профессии очень важен.

II. Определение
       Here are the managers to choose new clerks for the office.

       Вот менеджеры, которые будут отбирать новых сотрудников для офиса.

III. Обстоятельство цели
            To choose a profession you should have a clear idea of it.

            Чтобы выбрать профессию, вы должны иметь о ней ясное представление.

            Часто используется выражение in order to -  для того чтобы.

            In order to choose a profession you should have a clear idea of it.

4. Translate the sentences with Infinitive:

1. There is a body of rules established in accounting to make financial data more informative.
2. To avoid double counting is important for saving a working time of the accountants.

3. To avoid double counting accountants prepare reversing journal entries.
4. A balance sheet to have been presented by the 1-st of April is prepared.
5. The accountants worked hard to have prepared a balance sheet promptly.
6. Managers discussed possible decisions to be made next month.
7. Managers were delighted to be making a proper decision.

8. This accountant is quite experienced to control the entire work.
9. The Controller says to have been working in that company before his new appointment.
10. In order to make sure that debits equal credits the trial balance is prepared.
INFINITIVE CONSTRUCTIONS (Инфинитивные обороты)
COMPLEX SUBJECT (Сложное подлежащее):

подлежащее  +  сказуемое +  инфинитив
Примеры:

Не is known to work in a big company.

Известно, что он работает в крупной компании.

The work proved to be useful.

Работа оказалась полезной.

В качестве сказуемого в этом обороте могут использоваться только определенные глаголы:
1) в Passive Voice – to report (сообщать), to say (говорить), to know (знать), to suppose (предполагать), to state (утверждать), to expect (ожидать), to consider (рассматривать), to believe (полагать), to think (думать) , to find (находить) 

2) в Active Voice – to seem, to appear (здесь: по-видимому), to happen (случается), to prove (здесь: оказывается), to be likely (вероятно), to be unlikely (вряд ли)
COMPLEX OBJECT (Сложное дополнение):

1) подлежащее + сказуемое + существительное (в объектном падеже) + инфинитив

(Active Voice) 
/местоимение/

Пример:

We supposed them to work in the office.

Мы полагали, что они работают в офисе.

Глаголы, используемые в качестве сказуемого в этом обороте:

to know, to want, to suppose, to expect, to consider, to think, to find, to believe.

После глаголов, выражающих чувства, восприятие (to see, to hear, to feel, to watch и др.), частица to перед инфинитивом опускается:

We saw them work in the office.

Мы видели, что они работают в офисе.

2) for + существительное + инфинитив
/местоимение/
Пример:

For people to work better they should be interested in the results of their labor.

Чтобы люди работали лучше, они должны быть заинтересованы в результатах своего труда.

5. Translate the sentences with Infinitive Constructions:

1. The accounting information is known to help managers in making proper decisions.

2. Premium is expected to be given to the best officials of the department at the end of the year.

3. Cost efficiency measures proved to be useful for the development of the company.

4. The practice of accounting is likely to arise for many thousands of years ago.

5. Accountants are believed to be involved in different levels of management.
6. For the accountants to work well they should know GAAP guide user.

7. The Chief Accountant informed the employees, that the Management wants them to work better.

8. Accounting is considered to be the systematic development and analysis of information about the economic affairs of an organization.

9. For the employees to improve their professional knowledge they should be regularly trained.

10. A new Chief Accountant is said to be introduced to other officials.

6. Read Text C. Agree or disagree with the statements. Define: “true” or “false”. 

1. Accounting is the process by which assets, liabilities, equity, income and expenses are monitored over a certain period of time. 
2. The accounting process begins with the record of a transaction and ends with the preparation of a balance sheet. 
3. General standards used in presentation and reporting of financial information make them more relevant and informative.
4. The income statement is prepared from net income and dividend information.
5. Entries are not necessarily made in chronological order.

6.  A standard balance sheet has four parts: assets, liabilities, ownership equity and expenses.
7. Accounting summarizes and interprets financial activities.

8. Accountants can’t be involved in the management of a company.

9. Net worth equals assets minus liabilities.
10. Accountants do not participate in cost efficiency measures.
Text C

The Accounting Profession

Accountants are business professionals serving the role of contributing to the success of business. Choosing to be an accountant can be a smart choice because of the persistent demand in both public and private spheres.

What is accounting and what do accountants really do?

It is the process by which assets, liabilities, equity, income and expenses are monitored over a certain period of time. Accounting is also a body of rules, conventions and general standards established for uniformity in presentation and reporting of financial information to make them more relevant and informative. Accounting entails capturing financial activities, summarize and interpret them for its various users.

Accountants are involved in different levels of management. From simple recording of transactions to preparation of financial statements and report, to business analysis and even to controllership, accounting professionals play an important part in a company. They participate in cost efficiency measures, consensus of mergers and acquisitions, total quality management, development of information systems and tax management.

The accounting process is a series of activities that begins with a transaction and ends with the closing of the books. Because this process is repeated each reporting period, it is referred to as the accounting cycle and includes these major steps:
1. Identify the transaction or other recognizable event.

2. Prepare the transaction's source document such as a purchase order or invoice.

3. Analyze and classify the transaction.

4. Record the transaction by making entries in the appropriate journal, such as the sales journal, purchase journal, cash receipt or disbursement journal, or the general journal. Such entries are made in chronological order.

5. Post general journal entries to the ledger accounts.

6. Prepare the trial balance to make sure that debits equal credits. 

7. Correct any discrepancies in the trial balance. If the columns are not in balance, look for math errors, posting errors, and recording errors. 

8. Prepare adjusting entries to record accrued, deferred, and estimated amounts.

9. Post adjusting entries to the ledger accounts.

10. Prepare the adjusted trial balance. This step is similar to the preparation of the unadjusted trial balance, but this time the adjusting entries are included. Correct any errors that may be found.
11. Prepare the financial statements:
· Income statement: prepared from the revenue, expenses, gains, and losses

· Balance sheet: prepared from the assets, liabilities, and equity accounts

· Statement of retained earnings: prepared from net income and dividend information
· Cash flow statement: derived from the other financial statements

12. Prepare closing journal entries that close temporary accounts such as revenues, 


expenses, gains and losses. 

13. Post-closing entries to the ledger accounts.

14. Prepare the after-closing trial balance to make sure that debits equal credits. 

15. Prepare reversing journal entries (optional) to avoid double counting the amount, when the transaction occurs in the next period. 

An important point of accounting is the preparation of a balance sheet. In financial accounting, a balance sheet or statement of financial position is a summary of the financial balances of a sole proprietorship, a business partnership or a company. Assets, liabilities and ownership equity are listed as of a specific date, such as the end of its financial year. Of the four basic financial statements, the balance sheet is the only statement which applies to a single point in time of a business' calendar year.

A standard company balance sheet has three parts: assets, liabilities and ownership equity. The main categories of assets are usually listed first, and typically in order of liquidity. Assets are followed by the liabilities. The difference between the assets and the liabilities is known as equity or the net assets or the net worth or capital of the company and according to the accounting equation, net worth must equal assets minus liabilities.

Today, accounting is called “the language of business”. The body of rules that governs financial accounting is called Generally Accepted Accounting Principles, or GAAP.

7. Read the statements below and choose the one that best expresses the central idea of the text.

1. The accounting profession is demanded both in public and private spheres.

2. A balance sheet is an important point of an accounting process.

3. Accounting is the process including a number of steps by which assets, liabilities, equity, income and expenses are monitored over a certain period of time.

4.  In their work accountants keep within the body of rules that governs financial accounting.

8. Match the parts of the sentences.
1. Invoice, as well as a purchase order 

a) adjusting entries are prepared

2. To make sure that debits equal credits 
b) are the parts of a balance sheet
3. Assets and liabilities 



c) are made in chronological order

4. The records of transactions 


d) in order of liquidity

5. To record estimated amounts 

e) is called a balance sheet

6. Net worth is the difference 


f) is the transaction's source document
7. Assets are listed 



g) prepare the after closing trial balance

8. A summary of the financial balances 
h) are the sources of an income statement
9. Gains and losses 



i) serves to a business success 

10.  The accounting profession 


j) between assets and liabilities

9. Find in the text the sentences with Infinitive and Infinitive Constructions and translate them.

10. Fill in the gaps in the sentences using the words and word combinations from the box:
1. Accountants  ___  in total quality management.
2. Assets  ___  by the liabilities in a balance sheet.
3. The accounting process begins with the  ___  of a transaction.
4. The statement of retained earnings is prepared from  ___  and dividend information.
5. Math errors can cause  ___  in financial statements.
6. Accounting is a body of rules for  ___  in reporting of financial information.
7. Accounting information can be performed for any kind of  ___  .

8. A standard balance sheet has  ___  parts.

9. Net worth is also called  ___  or equity or the capital of the company.

10. GAAP is the body of rules  ___  the financial accounting.

_______________________________________________________________________

discrepancies, organization, participate, three, net income, are followed, governing, uniformity, net assets, the identification

_______________________________________________________________________

11.  Match the words with the appropriate definitions:
1. invoice 


a) the state of owning things of value that can easily be

changed into cash

2. liquidity 


b) a sum withdrawn from an account

3. acquisition 

c) ownership, right of property

4. disbursement 

d) a debt, a financial obligation

5. debit


e) a written document containing a short 

specification and a price of goods

6. credit 


f)  payment, expenditure

7. income 


g) a property owned by a company, that has value and can
be used or sold to pay debts
8. proprietorship 

h) a purchase or a process of buying

9. assets 


i) a sum recorded in receipts of a firm or a loan in a bank
10. liabilities 


j) receipts, profit, revenue

12. Translate Text C using a dictionary.

UNIT IV

AUDIT

1.  Pay attention to the correct pronunciation of the international words from the text below. Give their Russian equivalents without a dictionary. Remember that many English words in the same form can be translated as different parts of speech. 

auditor, organization, project, product, concept, energy, conservation, goal, material, numerical, factor, associate, subject, safe, security, mission, objective, competent, accurate, examination, fact, legal, form, conductor.
2. Translate the following noun combinations:

project management, quality management, energy conservation, on a test basis, subject area, information systems performance, government agency, performance audit, mission objectives, security audit, informational systems audit, consultant auditor, staff augmentation

3. Translate the following word combinations from the text:

to express an opinion, to provide an assessment, statistical sampling, material misstatement, a vital part, environmental concerns, nonprofit organizations, an increasing need, in satisfying mission objectives, to issue an auditor’s report, manufacturing of any article, checking for adherence, governing bodies, third parties, external users, the fairness of financial statements 

Grammar Revision: Modal Verbs (Модальные глаголы)

Наиболее часто употребляемые модальные глаголы: сan - могу, можешь, может, можете и т.д. (способность); may - могу, можешь, может, можете и т.д. (возможность); must - должен, должна, должны ( долженствование);
should неизменяемая форма – (вам) следует (долженствование или совет).
Другие модальные глаголы: ought to – (вам) следует (совет), need (to) – (нужно, надо).

Modal verbs can, may, must and their equivalents

	Modal Verbs
	Equivalents

	can
	be able + to…

	may
	be allowed + to…

	must
	be + to…
have + to…


	Present Simple
	Past Simple
	Future Simple
только от эквивалентов

	сan

или от эквивалента:

am/is/are able + to…
	could
или от эквивалента:

was(were)able + to
	will be able + to…

	may
или от эквивалента:
am/is/are allowed + to…
	might
или от эквивалента:

was(were)allowed + to
	will be allowed + to…

	must

или от эквивалентов:

am/is/are + to…

have/has + to…
	от эквивалентов:

was (were + to…

had + to
	will be + to…

will have + to…




4. Translate the sentences with modal verbs and their equivalents:

1. Internal audit can be understood as internal control of financial and non-financial data within a company.

2. An auditor has to ascertain the validity and reliability of information.

3. Analysis of the data may be performed hourly, daily, weekly or monthly.

4. The work should be done on a test basis.

5. An auditor was to express an opinion on company affairs.

6. Audit is to prevent errors or fraud.

7. Audit professionals will be able to specialize in different kinds of audit.

8. Auditors must be competent and objective persons.

9. They will have to issue an auditor’s report.

10. Managers and accountants of the company could present financial statements to audit professionals.

5. Read Text C. Agree or disagree with the statements. Define: “true” or “false”. 

1. Audit is a part of accounting.

2. Auditing includes only financial subject areas.

3. To prevent errors and fraud is not the aim of auditing.

4. A need for audit professionals is now decreasing in non-profit organizations.

5. Generally accepted audit standards are established by governing bodies.
6. The standards of consultant and external auditors are the same.

7. An audit is an evaluation of a person, organization, system, process, enterprise, project or product.

8. An audit is performed by independent persons.

9. There are different kinds of audit.

10. The consultant auditor may work only as part of the audit team.
Text C

AUDIT

The general definition of an audit is an evaluation of a person, organization, system, process, enterprise, project or product. The term most commonly refers to audits in accounting, but similar concepts can also exist in project management, quality management, and energy conservation.

Audits in accounting

Audits should be performed to ascertain the validity and reliability of information; also to provide an assessment of a system's internal control. The goal of an audit is to express an opinion on the person / organization / system (etc) in question, under evaluation based on work done on a test basis.

Due to practical constraints, an audit must seek to provide only reasonable assurance that the statements are free from material error. Hence, statistical sampling can be adopted in audits. In the case of financial audits, a set of financial statements are said to be true and fair when they are free of material misstatements - a concept influenced by both quantitative (numerical) and qualitative factors.

Auditing is a vital part of accounting. Traditionally, audits were mainly associated with gaining information about financial systems and the financial records of a company or a business (see financial audit). However, recent auditing has begun to include non-financial subject areas, such as safety, security, information systems performance, and environmental concerns. With nonprofit organizations and government agencies, there has been an increasing need for performance audits, examining their success in satisfying mission objectives. As a result, there are now audit professionals who specialize in security audits, information systems audits, and environmental audits.

In financial accounting, an audit is an independent assessment of the fairness by which a company's financial statements are presented by its management. It is performed by competent, independent and objective person(s) known as auditors or accountants, who then issue an auditor's report based on the results of the audit.

In cost accounting, it is a process for verifying the cost of manufacturing or producing of any article, on the basis of accounts measuring the use of material, labor or other items of cost. In simple words the term, cost audit, means a systematic and accurate verification of the cost accounts and records, and checking for adherence to the cost accounting objectives. According to the Institute of Cost and Management Accountants, a cost audit is "an examination of cost accounting records and verification of facts to ascertain that the cost of the product has been arrived at, in accordance with principles of cost accounting."

An audit has to adhere to generally accepted standards established by governing bodies. These standards assure third parties or external users that they are able to rely upon the auditor's opinion on the fairness of financial statements, or other subjects on which the auditor expresses an opinion.

The Definition for Auditing and Assurance Standard (AAS) 1 by ICAI - "Auditing is the independent examination of financial information of any entity, whether profit oriented or not, and irrespective of its size or legal form, when such an examination is conducted with a view to expressing an opinion thereon."

Consultant auditors are external personnel contracted by the firm to perform an audit following the firm's auditing standards. This differs from the external auditor, who follows their own auditing standards. The level of independence is therefore somewhere between the internal auditor and the external auditor. The consultant auditor may work independently, or as part of the audit team that includes internal auditors. Consultant auditors are used when the firm lacks sufficient expertise to audit certain areas, or simply for staff augmentation when staff are not available. Quality auditors may be consultants or employed by the organization.

6. Read the statements below and choose the one that best expresses the central idea of the text.

1. The definitions of audit.

2. Audit standards.

3. Audit as a vital part of accounting.

4. Audit in different subject areas of accounting.

7. Match the parts of the sentences.

1. Audit is to provide assurance 


a) with financial information

2. An auditor should ascertain 


b) is called a cost audit

3. Audit is often associated 



c) on a contract basis

4. Audit professionals can specialize 

d) on financial and non-financial data

5. The results of the audit 



e) the reliability of information

6. A process for verifying the cost of articles 
f) quality auditors

7. Auditors should always follow 


g) in security and environmental audit

8. Auditing process includes 


h) accepted standards

9. An organization may employ 


i) monitoring of financial data

10. Consultant auditors work 


j) are presented in auditor’s report

8. Find in Text C the sentences with modal verbs and their equivalents and translate them.

9. Fill in the gaps in the sentences using the words and word combinations from the box:
1. Audit is used to check whether a company’s  ___  ___  is handled correctly.

2. Internal controls are functioning to prevent  ___  or  ___ . 
3. Statistical  ___  can be adopted in audits.
4. In financial accounting audit is an independent assessment of a company's  ___  ___  presented by its management. 
5. In  ___  ___  audit is performed on the basis of accounts measuring the use of material, labor or other items of cost.
6. Governing bodies  ___  audit standards.
7. Due to adherence to accepted standards customers can rely upon the  ___  ___  on the fairness of financial statements.
8.  The examination of financial information of any entity should be  ___ .
9. Consultant auditors, as well as quality auditors refer to external  ___  contracted by the firm.
10. Consultant auditors are used to audit certain areas, or for  ___  ___ .
                cost accounting, auditor’s opinion, errors, financial information, establish, personnel, 

                financial statements, sampling, stuff augmentation, fraud, independent

            _______________________________________________________________________

10.  Match the words with the appropriate definitions:
1. assessment 

a) a selective monitoring

2. evaluation 

b) to supply, to deliver, to make available for use

3. enterprise 


c) running a business or a factory, a plant, a firm 

4. entity 


d) inner, inside

5. to provide 


e) outer, outside

6. external 


f) an increase, an expansion of smth

7. internal 


g) an estimation and calculation of the amount, quality and

value of smth

8. augmentation 

h) the determination that smth is true by means of facts

9. sampling 


i) any object or thing, an item or question 

10. verification 

j) an amount fixed for payment

11. Translate Text C using a dictionary.

ТЕРМИНОЛОГИЧЕСКИЙ СЛОВАРЬ

                                                            A
abroad




за границей 

absolute liability


неограниченная ответственность
account 



подсчет, счет; считать
accountant



бухгалтер
account for 
 


отвечать за, объяснять
accounting 
 


бухгалтерское дело, бухгалтерский учет и контроль

accounting technician (AAT) 
помощник бухгалтера
accounting clerk 


помощник бухгалтера
accounting equation 


бухгалтерская сбалансированность дебета и кредита
accounts receivable


счета к получению, счета дебиторов
accounts payable 


счета к оплате, счета кредиторов

accrue 




накапливать(ся)
activities 



деятельность, действия

acquisition 



приобретение, овладение
adaptation 



адаптация, перераспределение, переделка
adhere 




следовать правилам
adjusting entry 


корректирующая запись
adjustment 



урегулирование, установление суммы
assistant



помощник
advertise



рекламировать
advertising



рекламирование, реклама
after-closing 



заключительный, контрольный
agency




представительство, посредничество

agent  




посредник
agreement 



соглашение, договор

amount 



количество, сумма
analyst




аналитик
annual




ежегодный
Annual Report


ежегодный отчет
applicant



кандидат на должность, претендент
application



заявление
apply 




применять; относиться

articles 



потребительские товары
ascertain 



устанавливать, выяснять

assessment 



оценка
asset




имущество
assets and liabilities 


активы и пассивы
associate 



партнер; объединять(ся), связывать(ся)
association



общество, ассоциация
auditor 



ревизор, контролер
augmentation 



увеличение, рост
authority 



власть, полномочие
B
balance sheet 



бухгалтерский баланс
benefit




выгода, польза, прибыль; приносить прибыль
bean
(разг.) монета
bill 
счёт, документ, вексель
billing 
выписывание счёта, выручка
bill of lading
 


квитанция, регистрирующая торговый груз
board of directors 


совет директоров
body of rules 



свод правил, инструкция
bond 




облигация, долговое обязательство
bookkeeper 



бухгалтер, помощник бухгалтера, счетовод
bookkeeping 



бухгалтерия, счетоводство, ведение бухгалтерских книг

borrower 



заемщик
brand 
 



сорт, марка

brand-loyal  



отдающий предпочтение отдельной марке товара

burdensome 



обременительный
bureaucracy 
 


бюрократия, чиновник

bureaucratic 
 

 
бюрократический

business consultant 
 
 
консультант по бизнесу
business partnership 


деловое сотрудничество, партнерство
buyer 
 



соискатель
bylaws 
 


инструкция, регламент

С
capital 
surplus



 прибавочный капитал
capture 



фиксировать, записывать
career 




карьера, занятие, профессия
cash 




наличные деньги
cash register



касса, кассовый аппарат
catch on (caught)


становиться популярным
certificate  



свидетельство, сертификат

chain movement 


тенденция к объединению

chain of command 
  

порядок подчинения
chain of distribution 


способ (система) распределения

channel of distribution 

система распределения

charge 
 



нагрузка, обязанности, цена, (мн.ч.) расходы;

назначать, запрашивать цену

charitable 



благотворительный

charter 



патент

chartered 
 


запатентованный

checkbook 



чековая книжка
checking account 
 

чековый счет

claim 
 



право, требование

close 




сводить, суммировать

closing 



сводный, итоговый

concept 



понятие, концепция
commission 



комиссионные, комиссионное вознаграждение

common stock 


обыкновенные акции

compete 

 

конкурировать, соревноваться

competent 

 

компетентный

competition 
 


соревнование, конкуренция

competitiveness 
 

соперничество, конкурентоспособность

comptroller (controller) 

ревизор, инспектор
computer industry 
 

производство компьютеров

consumer 



потребитель
contribute 



вносить вклад, способствовать

controller 



ревизор, инспектор

convention 



договоренность, соглашение
cooperation 



сотрудничество
cooperative 



кооператив

coordinate 



согласовывать, действовать согласованно
corporate finance 


корпоративные финансы 


corporation 



корпорация, объединение
cost 




цена, стоимость; стоить
cost efficiency 


экономическая эффективность
count 




считать
credit 




кредит, кредитовать

creditor



кредитор

credit reference letter


рекомендательное, кредитное письмо
credit terms 



условия кредитования

crisis 




кризис

currency 



валюта, деньги
customer 



заказчик, покупатель, клиент
D
data 
данные, факты 
data processing 


обработка информации

deal 




заниматься (чем-либо), торговать,

иметь дело (с чем-либо, кем-либо)

debt 




долг

debt funding 



консолидирование долга
decrease



уменьшать(ся)
deferred 



отсроченный
degree 




степень
delivery 



доставка

department 



отдел, отделение
department store 


универсальный магазин
deposit 



депозит, вклад

development
развитие, разработка
digit 




цифра, однозначное часто
disbursement 



выплата, расходы, издержки
discount 



скидка, учет векселей

discount house 


магазин, продающий товар со скидкой
discrepancy 



разница, расхождение
display 



выставка, показ, демонстрация
distribute 



распределять
distribution 


 
распределение

diversified



разнообразный

dividend 



дивиденд, доля
draft 
 



чек, тратта

E
economics 



экономика

efficient 



эффективный, рациональный, квалифицированный
eligiblе 



подходящий

employment agency


агентство по найму
energy conservation 


экономия энергии
enter 




входить, вносить запись
enterprise 



предприятие, предпринимательство
entry 




запись

equal 




равный; равняться
equipment 



оборудование

equity funding 


акционерный способ образования денежного фонда
expand 



расширять
expense 



затрата, статья расходов
experience 



опыт
expertise 



компетентность, экспертиза

export 
 



экспорт, экспортировать, вывозить
equity 




акция, доля капитала

estimate 



оценивать, приблизительно подсчитывать

estimated 



предполагаемый
evaluation 



оценка
extensive 



обширный
F
face value 



номинальная стоимость
federal 



федеральный
file 




папка, файл
finance 



финансы, денежные отношения; финансировать

financial 



финансовый 

financial statement


финансовый отчет
financing



финансирование

finding 



открытие, полученные сведения

figure 
цифра
fire 




увольнять

fiscal year 



финансовый (бюджетный) год
flow 




движение, поток
foreign exchange


обмен иностранной валюты
franchise 



привилегия; льгота

full charge 



штатный (о должности)
G
gain 




прибыль, выгода; получать, извлекать
general partnership


общее партнерство
general journal 


главный журнал учета  

global company 


международная компания

goods 




товар, товары, имущество

gross 




крупный, целый, брутто

gross income 



валовой доход

guarantee 



гарантия, залог

H
have an interest in a business

иметь долю в коммерческом предприятии 
head buyer 
 


начальник отдела снабжения 
hire 
 



нанимать, снимать, брать напрокат 
hire-purchase 
 


покупка в рассрочку

home industry 


отечественная промышленность
I
import  



импорт, импортировать, ввозить

invoice 



счет-фактура; выписать счет-фактуру
income 



доход, приход

income statement 


отчет о доходах и расходах
income tax 
 


подоходный налог

incorporate 
 


объединять, оформлять как юридическое лицо
increase 



увеличивать(ся)
indirect channel 


непрямой способ распределения
individual 



личный; человек, физическое лицо
industry 



промышленность

inflow 
 



приход, доход

innovation 



нововведение, новаторство

installation  
введение в должность; установка, оборудование, размещение

institution
 


создание, учреждение, организация

insurance 
 


страхование, страховой полис

interest 



доля, имущественное право, банковский процент

internal control 


внутрихозяйственный контроль, внутренняя проверка
international exchange 

международный обмен
international money 
международная валюта
internationalized 
интернационализированный, объявленный открытым для международного пользования 
interview 
деловая встреча, интервью, опрашивать
inventory 
инвентаризация, проводить инвентаризацию, инвентаризационная опись, ведомость

inventory control
инвентаризационный контроль

invest 
вкладывать деньги, инвестировать
investment 
капиталовложение
issue 
выпуск; выпускать, пускать в обращение

J
joint account 
общий счет в банке

joint bonds 
совместные (долговые) обязательства

joint venture 
совместное предприятие 
L
ledger 
главная книга, гроссбух
legal 
юридический, правовой, законный

legal tender
законное платежное средство

lending 
кредит, ссуда, заём
letter of credit 
аккредитив, кредитное письмо

liability  
ответственность, (мн.) денежные обязательства

liability for damages
ответственность за убытки

liable
несущий ответственность, подлежащий чему-либо

liable to income-tax 
облагаемый подоходным налогом

limited liability
ограниченная ответственность 
line
партия товаров, серия изделий
loan 
ссуда, заём
loan certificate 
долговая расписка

loan holder
кредитор по закладной

loan-society
касса взаимопомощи
loss 
убыток
loss leader
товар, продаваемый с убытком с целью привлечения покупателей 
M
manage
управлять, руководить

management
управление, дирекция, администрация
manager
руководитель, менеджер

manufacture
производить
manufacturer
предприниматель, производитель 
marke t



рынок, рыночные отношения
marketing 
торговля, предмет торговли 
marketing research
исследование рынка

market place
рыночная площадь

market price
рыночная цена
market-value
рыночная стоимость

market-rate 
биржевый курс

merchant 
торговый, коммерческий

merchant law
торговое право
merger 
слияние, объединение

misstatement 
неправильная (ложная) запись
model
модель, образец

modification
модификация, видоизменение, изменение

monetary
денежный, валютный 

multinational corporation
международное объединение
N
negotiable
продаваемый, оборотный
negotiable securities 
оборотные ценные бумаги
negotiable instrument 
оборотный документ 

negotiable copy
оборотный экземпляр
negotiate
вести переговоры, торговать
negotiate a loan 
получить заём 

negotiate a sale 
заключить сделку на продажу товаpa
net
чистый, нетто
net assets, net worth
стоимость имущества за вычетом обязательств

net cash
наличными без скидки

net cost 
чистая стоимость

net proceeds
чистая выручка
net surplus 
нераспределенная прибыль
nonprofit
некоммерческий, не ставящий целью извлечение прибыли 
note




долговая расписка, простой вексель, банкнота, авизо

notes in circulation
банкноты в обращении
notes payable 
векселя к платежу
notes receivable
векселя к получению
O
off-even price
цена, не доходящая до круглой суммы

officer  
должностное лицо
operation
действие, торговая или финансовая операция, сделка

operations on the stock 
биржевые операции
order
порядок, последовательность, распоряжение, приказ       
order payable at sight
вексель на предъявителя

outflow 
отток (денег)
own 
владеть

owner 
владелец

ownership 
собственность, имущество
P
packaging 
упаковка
paper work
канцелярская работа, проверка документов
partnership
сотрудничество, товарищество, компания
patent 
 патент
pay 
платить
paycheck
платежный чек
payment 
платёж, выплата

payroll 
заработная плата
perform 
выполнять, проводить; представлять
personnel 
персонал, кадры
personnel office
отдел кадров
plant
завод, фабрика
policy
политика, страховой полис

portfolio
портфель ценных бумаг 
position
должность

post 
переносить запись, записывать
predict  
предсказывать, предвидеть
preferred debt
долг, погашенный в первую очередь

place an order
заказать, разместить заказ

preferred dividend 
дивиденд по привилегированным акциям
preferred share (stock) 
привилегированная акция, акция с фиксированным дивидендом

preference 
льготная таможенная пошлина

pressure
давление, затруднительные обстоятельства
price emphasis
продажа товара за счет низкой цены

price leader
производитель, продающий товар по самой низкой цен
prime cost 
себестоимость

prime rate
наименьший процент на ссуду, устанавливаемый банком

procedure
процедура
product 
продукт, изделие

production
производство, продукция, производительность

production of commodities 
производство предметов потребления

product planning
планирование производства

profit 
прибыль, доход
profit and loss statement
отчет по прибыли и убыткам
profit and loss account 
счет прибылей и убытков
profitable 
доходный, прибыльный, рентабельный
profitable rate of exchange
выгодный курс валют
promote
содействовать 

promote trade 
содействовать развитию торговли
promote an undertaking 
учредить предприятие
promoter’s shares (stocks) 
учредительские акции
promotion 
содействие, основание (акционерного общества и т. п.), содействие в продаже
promotion man 
посредник, агент
property 
собственность
proprietorship
право собственности.

prospective
ожидаемый, предполагаемый
provide 
обеспечивать
purchase
покупка
purchase order
заказ, требование на приобретение
Q
quote a price
назначать цену 

quality management 


управление качеством
R
raise
увеличение, прибавка (к заплате)

ratio analysis
анализ коэффициентов

receipt
расписка в получении, квитанция, (мн.) денежные поступления, до​ход

receipt and expenditure
приход и расход
receptionist
секретарь, ведущий прием посетителей
reconcile 
согласовывать
record  
запись, учет, данные, (мн.) документация;      записывать, протоколировать

red tape
волокита, канцелярская прово​лочка, бюрократизм

region
область, район, зона, сфера

register 
запись, реестр, журнал; регистрировать

relevant 
значимый, важный

reliability 
достоверность
report
отчет, доклад, сообщение; сообщать, делать отчет
reporting period 
отчетный период
research
исследование, изучение; исследовать

Research and Development
отдел исследования и развития производства

resources  
ресурсы, запасы, средства
resume
резюме, итоги, выводы

retailer
розничный торговец, лавочник

retailing
продажа в розницу
retained earnings 
нераспределенная прибыль
Return of Investment Ratio 
коэффициент возвращения инвестиций
revenue 
доход, выручка

reversing 
обратный (счет), проверочный
right
право, привилегия
S
safe deposit box 
сейф для хранения депозитов
salary
жалованье, оклад
sale
продажа, распродажа no сниженным ценам
sales check 
торговый чек
sales clerk 
продавец, торговый служащий
savings account
сберегательный счет 
services
услуги
security analysis 
изучение финансовой деятельности компании
screen 
тщательно проверять
share
доля, акция
short-term loan 
краткосрочный заём
sign 
знак, подписывать

signature 
подпись
silent partner
партнер, не имеющий права голоса
single line retailer
розничный торговец, продающий один вид товара
source document 
подлинный документ

sole proprietorship 
единоличное владение
span of control
сфера подчинения
staff position
штатная должность
statement 
официальный отчет, ведомость

statistical sampling 
статистическая выборка
statute  
законодательный акт, устав

stock 
акция, ассортимент; запасать, снабжать
stockbroker 
биржевой  маклер

stockholder 
акционер

subordinate 
подчиненный

sue 
возбуждать дело

superior
начальник, старший

supervise
наблюдать, заведовать

supply and demand
спрос и предложение
Т
tax 
налог 
terminal
конец, граница, вывод, терминал

traffic
транспорт, грузооборот
transaction
сделка
transmission
передача, пересылка

trend
направление, тенденция
trial balance 
пробный баланс
U
union
объединение, союз, профессиональный союз

unit cost
себестоимость отдельного товара

unilimited liability
неограниченная юридическая ответственность

update 
корректировать, обновлять

use 
использовать, употреблять
utility services
коммунальные услуги
V
validity 



обоснованность
vending machine


торговый автомат
verify 




проверять, контролировать, подтверждать
volume
объем, количество, масса
vote
голосовать, принимать решение; выделять средства, ассигновать
W
warehousing
складирование, хранение
wholesaler
оптовый торговец

wholesaling
оптовая торговля
Учебное издание

Копейкина Ирина Ивановна

Тапехина Татьяна Евгеньевна

Английский язык для бакалавров 
учётно-финансового факультета
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