5.1. PERSONAL FINANCE

5@~ VOCABULARY

Task 1.

Match the verbs collocating with the word finance to make synonymous pairs.
require | handle | improve | raise | sortout

JONVNId

1. obtain =~
2. need =~

3. boost = FINANCE
4. keep in order =

5. deal with =

Rewrite the sentences below using the words in brackets and keeping the original
meaning.

My finances are rather tight. (SITUATION)

Buying a new car put a strain on my finances. (BURDENED)

My finances are in a mess. (CONTROL)

I'm broke. (HARD)

I'm short of money. (LACK)

'm rolling in money. (MORE)

They are used to throwing money down the drain. (WASTE)
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BUDGETING SKILLS

| paid through the nose for this car. (EXCESSIVELY)

| live in a world of high finance. (MONEY)

| won't go there for love nor money. (NEVER)

| Task 3./

What does it mean that family finances are healthy or that they look shaky?

| Task 4.

Look at the words related to money people receive at work, and tick those that refer
to your work situation.

remuneration royalties mileage allowance
compensation unemployment benefit travel allowance
salary or wage sickness benefit health insurance
incentives salary rise social security
perks (fringe benefits) allowance pension
commission disability allowance

@< SPEAKING

| Task 1.

Do you have budgeting skills? How do you allocate your household budget? Look at
the table and pie chart presenting Anna’s household budget. Think about your
situation, complete the table below, and draw your own pie chart.

ANNA'S BUDGET
EXPENSES PERCENTAGE OF TOTAL BUDGET (%)
food 31
bills 25
petrol 19
entertainment 13 A
clothes | 6 8
cosmetics 6

TOTAL BUDGET

ANNA’S HOUSEHOLD BUDGET

6%
6% cosmetics
clothes

13% 4 31%
food

19%
petrol

bills

MY BUDGET

EXPENSES
PERCENTAGE OF TOTAL BUDGET

TOTAL BUDGET 100
%

plan your expe
2. A _ penses or do you shop i :
3 Are you a thrifty shopper or a shogahoncap mReHRlL
4 Droe youha bargain hunter? '
. you happen to spl 0] :
5, plurge? And if so, 0 ?
How do you keep track of your money?n what




n
0
=
w
=
Ll
o
o
w
o
-
Z
w

P
He R
I S e
i L
| i

5.2. BUSINESS FINANCE

| SPEAKING

| Task 1.

What does the notion of entrepreneurship refer to? Who is an entrepreneur? Would
you call yourself a person with an entrepreneurial mindset?

| Task 2.

You are going 10 start a new business and you need 10 obtain finance. One way to
access finance for your business is 10 meet potential investors and pitch your
business idea. Your task is to think of a business you might start and then pitch t0
potential investors. Deliver a presentation on your business. Be ready to answer the
questions of your prospective lenders. Use the phrases below.

Useful phrases for delivering presentations:

The subiject/topic of my presentation is
I'm going 1o divide my presentation into______ parts.

Let's begin/start by :
Firstof all, 'l ——— and then I'll go on o

Then
Finally

Moving on now to
Let me turn to
The next issue I'd like to focus on'is
Let's look at
I'd like to draw your attention to

What these figures clearly show is
Just to give you the packground to this
To put this into perspective
Let's consider this issue in more detalil

c
0

D1
29

As an illustration
; ) or Toill : :
A pertinent example of this is ustrate this point

To give you a relevant example

‘IT'g il;r:;% or To summarise

L take%lh éeme o or In conclusion
essage hereis

In other words

To put it more simply

or I'd like to recap

I'm happy to answi
er any queries/questi
Please feel free to ask questions./q s

? LISTENING & VOCABULARY

What are the t ;
ypes of business fi 21
abseut ihe , ‘ nance? Listen to Derek inanci ; :
headi main sources of business finance, and  SianEE: Bovisar taling
ing below. match his definition with the right

hire purchase and leasi
asin
bank overdraft ?

venture capital

loans
grants and soft loans

Definition1
Definition2 ___
Definition3
Definition4

Definition 5

dONVNId SSANISNg
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When starting a business the finance you need may come frﬁm i?teg:glsgr;? g;;::g&l
i i ial advisor and your task is to |
sources. Imagine you are a financia B P bt o
[ i [ trepreneur who decided 1o S S OV
-hoices of finance for David, a young en : : ‘
g:x(;iness selling hand-made gift boxes. Use the notes below at the meeting with David.

INTERNAL SOURCES OF FINANCE FOR START-UPS
1. Personal sources ,
» Savings and other ‘nest-€ggs
» Borrowing from friends and family
» Credit cards
2. Retained profits
3. Share capital - invested by the founder

EXTERNAL SOURCES OF FINANCE FOR START-UPS
4. Loan capital
» Bank loan
» Bank overdraft
5. Share capital - outside investor
6. Business angels
7. Venture capital

Who are business angels? Read the definition below, and fill in the gaps with the
correct form of the words in brackets.

Business angels are 1) (WEALTH), 2) (ENTREPRENEUR) indivier:.alis1
who provide capital in return for a proportion of the company equity. They takg a lgd
3) (PERSON) risk in the expectation of 4) (OWN) part of a growing an
5)_____ (SUCCESS) business.

%%VOCABULARY & WRITING

As a business owner, you will handle money flowing iqto andiqut of your bust:‘:l;viz.
Look at the items below, and complete the table by grouping casn inflows and ou !

from your customers wages o
g?;;zgte of stgck National Insurance contributions

interest on investments Income Tax, Corporation Tax, VAT

[ ses
ividend payments operating expen
?;\clzlgi?)? ofpa 3tlaank loan shareholder investments

purchase of machinery

Cash inflows Cash outflows

Fill in the extract below with the following words.

revenue | profit | sales | income | turnover | expenses

Businesses generate 1) , also referred to as 2)

ggods or services. After deducting total costs known as 4)
with 5) called net 6) in other words.

or 3) from selling
, businesses are left

f%g}wr-muxlez REPORT

Art of Giving is a small business designing and sup
to take on a new order and experienced a cash fl

write a report on the company financial situatio
and phrases below.

plying gifts. The company decided
ow crisis. Read what happened, and
n. In your writing, follow the structure

Art of Giving is a small but
staff (including the owner).
itself to save on costs. It t
of Giving does not have a

profitable gift designer and supplier with three full-time
It ou.tsources production, but supplies the raw materials
he? finishes an((jj packages the final product on site. Art
: ny loans or overdrafts. It has a long-ter

of small gift shops and visitor centres. Art of Giving suddenlg;éJ w?nr;actgsrg)? (?r:jgﬁg
supply bespoke wall plaques for a chain of stores. The contract promises to double
the turnoyer. The team takes on an additional employee and works flat out to meet
the deadlines. !Jnfortunately, an impending cash flow crisis resulting from a fall in

orders from existing customers goes unnoticed, and is combined with a jump in

raw mater_ia! costs. To make matters worse, new clients keep changing their mind

about dgmgns. A misunderstanding means the first run of goods is rejected, causing

a delay in payment and increased production costs. Art of Giving orders a,dditional

ir:ez:ter:iagls to make up for the shortfall. By the time the order is complete, the business
nning an expensive overdraft. Profit margins have been s imi
and it has lost several of it - e fortunos of the

_ _ s existing customers. A downturn in the fortunes of the
retail chain means that it doesn't place any further orders.

181
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9-1 VOCABULARY

Report structure:

1. Introduction

2. Findings

3. Results Imagine you have your ;
e informationabot Osl:cr);l own business. Mark is a stakeholder seeki . .

_ i y usiness. Match his questions wi , ing financial
5. Recommendations as. ons with your business performance

liquidity and i
y gearing | shareholder return | financial efficiency | b
Useful report phrases: 1. Is your business making a profit? profitability

2. Is your busi -
INTRODUCTION Iness making the be i
; : . e o . 3. : st use of its
The aim of this report is to examme/lnvestlgate/compare/dtscuss/analyse/present/ 4 Eggtur tt)usmess able to meet its short-term rg:gtu Sr 3\?}? ?
providefintroduce . returns are owners gaining from their investmen?[rilnt ?sy ]l;a" e
e business?

The report aims 10
ask 2.

This report is intended to
Do you know an : :
y financial ratios? What do they show? Match the formulas bel
) as below

This report outlines
FINDINGS with the correct name.

Asurveyof revealed that 1. divi
It was found that o C:}fgirt'?a?iir share
The results show that 3. dividend yield (%
The analysis indicates that 3 acidissitetn o)
It is clear from customer feedback that 5. gearing (%)
Customer feedback has shown a need for

RESULTS

Consequently
As a result
It resulted in/led to
This would help us to
The company would benefit in the following way Long-tarm liabiities

CONCLUSIONS Capital x 100
In conclusion Hiaiemplayed
To sum up
To conclude B Current asset
For the reason given above Current liabiliti

; ] t
Summing up the results/Based on the resullts, it can be concluded that liailities

RECOMMENDATIONS Divid
| think it would be a good idea to _ _Dividend per share
It is therefore recommended that
Having considered the options in guestion 5 _
It would be advisable to
In the short/long-term, we suggest you
One possible solution to this problem/issue/matter isto
The solution requires

SOILVH TVIONVNIH

) PO

Current asset — stocks
Current liabilities

x 100

Share price

should - Total dividends pa]d

Number of ordinary shares in issue




INTERNATIONAL TRADE TRANSACTIONS

CD1

b | ISTENING & VOCABULARY

)l Task 1.
SU gusinesses which import or export goods nee
issues when making transactions in foreign curr

of an export department, an

d to bear in mind a number of key
encies. Listen to Monika, @ manager

d write the key points she mentioned in this regard.

Listen to the recording once again, and provide synonyms of the words/phrases

below.

sensitive to fluctuations =~ factors =

economic climate =~ set prices =

on a daily basis =~ components =
reflect =

keep track of =
circumstances =

| Task 3.

Can you think about any forei
personal or business finance?

Read about different risks considered while handling international trade operations,
and fill in the gaps below with the correct form of the words in brackets.

As an exporter of goods or services you will need to be aware of and consider insuring

against the risks of:

» loss of or damage to goods in transit

» non-payment for your goods or services

» the costof 1) — — (RETURN) to your premises any goods that a buyer abroad
refuses to accept

political or economic 2)
a new customer’s credit3) — — (WORTHY)

>
»
» currency 4) — (FLUCTUATE)
» a fault that causes an end-customer to sue

gn exchange fluctuations that could influence your

_____(STABLE)in the buyer’'s country

1~
L

If you are an importer, you may need to take into account:
» possiple loss of or damage to goods in transit |
» supplier problems, including 5) (FAIL) to suppl
: ::}ans.port delays and potential hold-ups at ports PeY
‘ e risk of §) (PERFORM) or health and safet
» import duties v propiems

> 7) (STORE) of goods in b
onde
» currency fluctuations G WRTEIUEDS

VOCABULARY & SPEAKING

People and busi ,

C!irecF:)t and indlijrzgf fﬁfastigsygixe SihAn eia BIALHen anihe mese 2epe)
| - . Fill in the extract bel ‘ ' g

letters of the words were given to help you. RSB EAIT R

Direct taxation is 1) |
» Income Tax

on income, wealth and profit. Direct taxes include:

» National 2) | contributions
» Corporation Tax
» Capital 3) g tax

Indirect taxes ar i
e levied on spendin
Faxeeihclids: P g by consumers on goods and services. Indirect

» VAT

» Excise 4) d
» Car tax

» Betting tax
» TV licence

on fuel and alcohol

S3IXVL
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[ Task 2.

What is the tax system in
Which forms of taxes do citizens pay

Poland? Which forms of taxes can businesses choose?
2 Use the phrases below.

Useful phrases for describing the tax system in Poland:

taxable income
progressive taxation of an individual’s income

flat rate
file an annual tax return
transfer the tax to relevant tax authorities

tax-free amount
social security contributions
Tax Ordinance Act of 1997 with amendments

harmonised tax law
Examples of direct taxes in Poland:

PIT (personal income tax)
CIT (corporate income tax)
tax on civil law transactions
real property tax

forest tax

inheritance and donation tax

Examples of indirect taxes in Poland:

VAT
excise duty
gambling tax

Look up the following terms ina

tax return tax burden
tax refund tax bracket tax evasion

dictionary, and answer the questions below.
tax haven tax avoidance

1. What does a tax return report?

2. When can you claim a tax refund?
3. Which phrase refers to a category of income subjectto a particular tax rate?

4. |s Monaco, Liechtenstein or Cyprus a tax haven?
5. How can you minimise your tax burden?

Provide the definition of insurance using the words/phrases below.
financial compensation provide protection indemnify
loss or damage insurer premium

incur a loss insured party cover

W e L ST ! I []e I ce

employers’ liability insurance cover
motor insurance
Erofessional indemnity insurance
uildings and contents i

_ ' S insurance oods i iti

ﬁqulpment insurance greditsirlwnslzrre;?ls:t neHenee
_ e

: fealth insurance for the owner-manager travel insurance
ife and health insurance for employees

You represent ins

meetiﬂgyourclti:;t :rrwnsl_lranc‘e company selling motor insurance. Today, you are

oihs ot o e;es?eJd in buying a motor insurance policy. Presem‘ 0 ffer
, and answer his/her questions. Use the notes below SRS

Who is covered?

you & anyone permitted to drive your car

What is insured?

your vehicle for an agreed value & any equipment that comes with it
COMPREHENSIVE STANDARD insurance |

» loss of dalllage to your car accidenta I I m rth

» up to the agreed value

directors’ and officers’ liability i

tors’ & ility insuran
public liability insurance ! -
product liability insurance

CONDITIONS

We decide whether to:

> repair your car

> cover the reasonable cost of i
repairs

> pay the agreed value °
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SPEAKING & LISTENING

Who are auditors, and what are their responsibilitie
below, add your own ideas, and discuss them with a partner.

s? Complete the collocations

~___anaudit of the financial statements
_____the accuracy of financial records

accounting books
at the company policy on record keeping

- D < 0

cp1

Listen to Joshu
questions below.

1. What does an auditor do?
5 \What role do GAAP principles play in the auditor's work?!
3. How does the auditors’ opinion influence financial reporting?

4. How do auditors form their opinions?
5. Why are financial statements audited?

What is the difference between an internal and external audi
using the phrases below.

INTERNAL AUDIT

» conducted by a company
, financial operations and records monitored

» financial statements verified
» control problems identified

EXTERNAL AUDIT

» conducted by independent accountants

» records verified according 10 GAAP principles
» accuracy of accounting records checked

a. an auditor talking about the role of auditors, and answer the

t? Answer the question

i Note that the US and UK hav
GCommission (SEC) and UK GAAP
are moving to the International Financial Reporting
Standards Board (IASB).

published by the Financial Reporting Council (FRC). Nowaday

e their own GAAP: US GAAP adopted by the US Securities and Exchangé
s, many countries

Standards (IFRS) established by the International Accounting

5.3. CAREERS IN FINANCE

. LISTENING & SPEAKING
D1

Marek is a student wh i
0 has just graduated in fi
a career advis Reagactpes: Infinance. He arranged a visit wi
SFATIlALES C\;;Jr!:tt’[he _Unlverslty of Kent. Listen to Rob talking agbout c;j;}gr,gevglth BOD'
pleting finance-related studies can take up and answer the‘ qtop?ons
' lestions

below.
1. W
hat are CIMA, ACCA, CIPFA, ICAEW and ICAS qualifications?

2. What is the difference b [
f etween retail bankin i
3. What professions does the insurance field %;ggcorporate R Rl

4. Apart from accounta '
ncy, banking and i :
can graduates take up? g and insurance, what finance-related careers

ECI:MC?A : (i\r;artereq Institute of Management Accountants

i Chsa(;flatlon of .Chartered Certified Accountants

ALY Instite;ed Institute of Public Finance and Accountancy

o ute of Chartered Accountants in England and Wal
nstitute of Chartered Accountants of Scotland .

Look at th i ,
Charterede professions below and describe their work responsibilities
accountant | stockbroker | company secretary | SOliCito;-

Ca i p2
. N you provide at least 2 examples for each category below
I9 4 chartered accountancy firms ~ |

high-street banks

building societies

S103dSO0Hd H33HVvO



| READING & VOCABULARY

Is it possible to get into accountancy with a humanities degree? Read the story of Aisha
who managed to do s0, and fill in the gaps below with the correct preposition. Did you
experience a similar situation, or did your career perhaps start in a different way?

My journey began at A Level where | decided against economics despite my interest.

| went 1) ___ to study English and American literature at Kent pbecause it was
something | enjoyed and | had no plan 2) terms of career after my degree.
| went to the CES (Careers

Journalism and teaching didn’t appeal 3) _——— me so
and Employability Service) at the end of my second year to get some advice. When

accountancy was suggested | was surprised as | had always thought accountancy
was limited 4) —  finance and business degrees. instead | discovered that
accountancy firms are often keen to hear 5) — — BA students as they like the
variety of insightand creativity they bring. With this6) ___mind| spent my summer
looking at vacancies and then at the start of my third year | began applying. Getting
p; PR accountancy isn't straightforward. For the Big Four and medium-sized firms

the process is typically:

Online Application
Online Tests

Phone Interview
Assessment Centre
Final Interview

v v v v Y

The most common stage for failure is the second stage; the online tests are usually

a timed numerical test and then there is either a non-verbal reasoning test or an
d the tests before | took them and | was informed

8y -tray exercise. | practise

swiftly that | would have a telephone interview. After the phone interview | found

9)___ lhad been successful and | was invited 10) — - an Assessment Centre at
tually quite fun. The people

the London offices for PWC. Assessment Centres are ac
[though | was the only BA student there were people

histead 1) ——— business/finance subjects. After
ted to a partner interview, the final stage of the

process. | prepared for this 12) researching the company, looking 13)
practice videos on the CES website and keeping track of financial news via BBC
news and the Financial Times. The interview itself was straightforward with a brief
chat 14) why | was lookingto do accountancy and then some more competency
questions. | heard 15) _ the next day with the wonderful news that | had been
successful. Accountancy is accessible to BA students as long as you do your
research and understand what the job involves. It isn't the easiest of jobs at the start
as you typically do a three-year qualification such as the ACA or CTA, but after this
you are fully qualified as a chartered accountant. After that the world is your oyster!

| met were all very nice and a
who were doing science degrees i
the Assessment Centre | was invi

\ JUC b=

?nvestment analyst insurance brok

insurance underwriter chartered eoun

financial analyst stoc:kt:)r?)k;l ceountant
r

e : I(;aorlr(gl,/ing out primary research on financial institutions
i AT
g after institutional, corporate or private clients’ investment portfolios

as well as buying and sellin
Pt g shares on the stock exchange to give the maximum

=~ researching financial information i
o aboutcompanies and givi iSi i
fundpm\?ngtlgers to help them manage investment portfolios gving s nformation
operationslsg Igr?aﬁl(lfnlts as part of an audit team as well as reviewing their busin
et Cia records to establish the validity of the company’s accou teSS
arranginginsurance forclients i i o
memebedioh. ol ok , calculating the risks they face and suggesting
~ deciding if an i i
iding if an insurance proposal is an acceptable risk and what premium

should be paid, preparin ici i
clients preparing policies as well as dealing with insurance brokers and

Use a business dicti i ;
dictionary, and look up the meaning of the following words: mergers

?r?kergge firm _ white knight

rlii l? :; sfg]sa;r(r:]% nTsurance and real estate  commercial transactions
fiok asceoer hostiltlalor friendly takeover
insurance policy sti?s;glziltrading

Mergers & acquisitions Broking Und iti
erwriting

ONILIHMHIANN ® DONIMOYHE ‘VYBIN
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5.4. ACCOUNTING

&°. SPEAKING & VOCABULARY

argument for any opinion you give.

accounting or cooking the books?

i sentences below.
Can you name the examples of financial statements? Complete the

[ [ ts are:

in financial accounting statemen _ |

B rflld account (or statement) for_ the repo(;tmg period
12I 'I\he shzet for the business at the end of t.he reporting perio

3. A cash statement for the reporting period

Accounting information is commum_cat{ﬁd
using financial staten_wents. What is ts??
purpose of producing financial statemenis:
Complete the sentences below.

There are two main purposes of financial
statements: .

1. Toreporton ____ofa business
2. To show how the business

L
5 N
E___

. GRAMMAR: ARTICLES

Read the extract about two basic financial statements. and fill in the text with the
correct article a, the or (-).

1) balance sheet shows at 2) particular point in time what resources
are owned by a business (assets) and what it owes to other parties (liabilities). It
also shows how much has been invested in 3) business and what the sources
of that investment finance were. It is often helpful to think of a balance sheet as

4) snap-shot of the business — a picture of the financial position of the business
at a specific point.

By 5) contrast, the profit and loss account provides a perspective on a longer
time-period. If 6) balance sheet is a digital snap-shot of the business, then
think of the profit and loss account as the DVD of the business activities. The story
of what 7) financial transactions took place in a particular period — and (most
importantly) what 8) overall result of those transactions was.

Look at the phrases used in accounting, and fill in the gaps below with the correct
article, if necessary.

1. assets and liabilities

2. double entry accounting
3. cooking books

4. beingin black

5. breaking even

." @J I
r-’ LISTENING & READING
Iy
g1
4

You probably recognise aloe as a plant. And what about aloe in accounting? Listen

to Professor Potter talking about ALOE to his students, and decipher the acronym.
What has ALOE to do with accounting?

A
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the words below.

liabilities | assets | owner’s equity | operating costs

a

i dditional
have $30,000 to purchase inventory, $15,000 to purchase shelving, andana

d, and
$10,000 in the bank for beginning 1) — | had $20,000 of my own money save

: king at this correctly, then my 2)
P $35,Q0?r:\:g:;;:1; ;igﬁhg !$r1ns,i8(())0 ingshelves | bought and installed f{ltt:
arerthe $30’(.)00 Igh that is in the bank for beginning operatigns. That mfaanz Tg‘( o
i e C(?00 | borrowed $35,000 to get the store gomg, SO thgt s wha o ié
assfetS, are _$5§3 T:he $20,000 is what | personally invested in the business, s:o .
M habl\i;:ty. ssets eq,ual $55,000, and the sum ofmy4) and owner’s equity
myuegl;—&':g oog a?30’:h sides of the accounting equation are equal. So, | balance.
eq ,000.

' READING & VOCABULARY

What are the rules in the accounting industry? What does th
stand for? Look at the text below, and find out.

i accounting
th ‘therel Leb TG igdhis el o naT;‘_ lss,t San!:P’I :r?(()jul‘da;rer:l 32u that GAAP
! t vou wonder why, don't your Fif ; ; iinlas:
.Superhﬁ;anlq b(jﬂcykname. My full name is Generally Accepted Accoungpfhzcrjlrlo F;welp
is actually re?!efs to a specific set of guidelines that have beep estad Idcompanies
- ?almfraded companies create theirfinancial statements. F’_uthW'tfa ‘e 1 S el
i ]C:{panies that have made stock in their organisation available for sale
are CO

| Task 2.

1S

e abbreviation GAAP

going concern principle
matching principle ‘
economic entity assumption
time period assumptior_l .
revenue recognition principle

monetary unit assumption
conservatism

cost principle

full disclosure principle
materiality principle

from

i te
1. The means that any activities of a business must be kept separa
. the activities of the business owner.

2. The means that only activities that can be expressed in monetary units
can be included in accounting records.

3. The means that business activities can be reported in distinct time
intervals. These intervals may be in weeks, months, quarters, or in a fiscal year.
Whatever the time period is, it must be identified in the financial statement dates.

4. The refers to the historical cost of an item that is reported on the financial
statements. Historical cost is the amount of money that was paid for an item
when purchased and is not changed to account for inflation.

5. The means that all information that is relative to the business be reported
either in the content of the financial statements or in the notes to the financial
statements.

6. The refers to the intent of a business to continue operations into the
foreseeable future and not to liquidate the business.

7. The refers to the manner in which a business reports income and expenses.
This principle requires that businesses use the accrual form of accounting
and match business income to business expenses in a given time period. For
example, a sales expense should be recorded in the same accounting period
that sales income was made.

8. The addresses the manner in which revenue, or income, is recognised.
This standard requires that revenue be reported on the income statement in the
period in which it is earned.

9. The refers to the measure of importance of a misstatement in accounting
records. For example, if the price of an asset is understated by $10.00, will that
misstatement have enough effect on the financial statements to matter? This is
a gray area in accounting standards that requires professional judgment to be
used.

10. The last principle that makes me up is . It is the principle that calls for
potential expenses and liabilities to be recognised immediately if you are unsure

whether they will actually occur or not, but potential revenue not to be recognised
until it is actually received.

Match the verbs collocating with the phrase accounting standards to make synonymous
pairs.

maintain | achieve | apply | set | improve

establish =

. raise =

use = ACCOUNTING STANDARDS
sustain =

meet =

o wN =



FINANCIAL SKILLS & VOCABULARY

Analyse a sample document below,
profit and 108S account or balance s

BUSINESS NAME
__asof DATE

Fixed assets
Intangible assets
Tangible assets
Investments

Current assets
Stock

Debtors
Trade debtors
Prepayments and accrued income

heet. Fill in the gap below with the right name.

Cash at bank and in hand
Creditors: amounts falling due within oné year
Bank loans and overdrafts

Trade creditors
Other creditors including tax and social security

Accruals and deferred income
Net current assets

Total assets less current liabilities

Creditors: amounts falling due after more than one year

Bank loan
Net assets

Capital and reserves
Called up share capital
Profit and loss account

Shareholders’ funds

| Task 2.

What does a balance sheet coO
gaps with the correct word. Th

One word might be used more than once.

e first letters of the words were given to help you.

A balance sheet shows:
y fixed)a_— —— long-term possessions
y current2)a _——— short-term possessions

and decide whether it is a cash flow statement,

ntain? Read the explanatory notes below, and fill in the

b
o1

What is the relati '
onship betweenab
Y — a allance sheet and profit and loss :
ager of the accounting department, and answeff»hEengOunt_? e
! uestion.

S e business
» long-term 4 ; . owes and must re i
Y )| — including owner’s or shareholderspsg[;irt]atre shortterm

Fixed assets include:
» 9)t assets-e ildi
- e.g. buildings, land i
G _ _ . , machiner i
own at their depreciated or resale value wheyé Z%rgl%u’)tﬁgsééflxtures anaitings

> 6) i assets
- e.g. goodwill, intell :
trad : , Intellectual pro
emarks and website domain names) and Ior?g-ga?gyinr\lfgeziné&fh il
nts

Current assets a
: re short-
can include: term assets whose value can fluctuate from day to day and

» stock

> 7Y w in progress

» money owed by customers

» cashin8) h or at the bank
» short-term investments

» prepayments - e.g. advance rents

Current liabilities
are amounts owin ithi
» money owed to suppliers g and due within one year. These include:

: ;)h;)rttern:j Ioangt,hoverdrafts or other finance
ue within t -
2 e he year — VAT, PAYE (Pay As You Earn) and National
g(—jterm liabilities include: e
» creditors due after one .
year — the amo id i
s _ unts due to be i [
> capitalnaenxclje‘?(;,)?.g' bank or directors’ loans, finance aé?e%%deg{sloans ST
- share capital and retained profits, after dividends (if y
; our

business is a limi
. ited company), or propri P
are an unincorporated businesé) proprietors capital invested in business (if you

LISTENING & VOCABULARY




| Task 2.

Eill in the definitions with the terms below.

of key items on a profit and loss account

profit before tax
operating profit
distribution and administration expenses

gross profit

cost of sales
revenue

finance expenses

al value of sales made to customers.

1. shows the tot

o, arethe direct costs of generating the recorded revenues, €.9. the cost of
raw materials.

3. isthe difference between revenue and cost of sales.

4 are operating costs and expenses that are not directly related to producing

the goods or services.
records how much profit has been made in total from the trading activities

of the business, also known as earnings before interest and tax (EBIT)
6. include interest paid on bank and other borrowings, 1ess interest income

received on cash balances.
4 is calculated as operating profit less finance expenses.

|

el
'/@"”

5.5. BANKING

VOCABULARY & SPEAKING

What type '
ypes of bank accounts do you know? Complete the phrases below

cu__ _ntaccount (UK) orc i
: _ _ _king account
_ _ositaccount (UK) orsa _ _ _ gs account (U(SL;S)

What machine do
you use to get money usin i Com
: e g aplastic card? e
below. The first letters of the words were gi\;en F?O EZTDL\?(;?J' it tFsmn Ehees

Ev i
- ery weczl)«t,r:ev:msir?;v money from a/an 1) A It stands for an 2) A t
_3) ’ e people use to describe it are the following:
4)c P
B¢ d

Fill i
Il in the sentences below with one correct word

1. ;
5 @lﬁ;body holding a bank account is an account
i foreapplyl-ng for credit you have to fill in the credit
4 | work igf:r;tln?( credit every bank checks our credit
5. | decided toan as:n . Every day | give out and take in money
8 Can | Use'a cor e & acco;Jorlt W|tt|1 the?bank recommended by my éolleague
my loan? Is i ; "
g. E\?;n < buyelzs borrow money in tze formI?JfltaacCeptal:)Ie as a security?
X ry month my bank sends me a i
a showing h .
9. | g;gﬁ?;oa;?n hOtV]v much money | have taken outgof ﬁw much money [ putinto my
e ol uch this month. M : '
10. | . My bank account
1| 3;'2 Z?gc?:;?]rig 3 ne‘:v PC. My bank account is ilr‘l‘3 the
12. Which b an to send money from one bank a
ank do you pay to your bank for its services? eeount fo another.

form.

SLINNODJV MNVE



0
i
Q
>
o
m
7]
o
=
¥4
z
<
0

Match the words to make correct phrases.

standing

accrued

instalment
bank

. facility

. treasury
money

. repayment

. company

10. foreign

11. joint

12. risk

13. online

What banking services do you us
thought about switching to another one?

When choosing a business account,
considered. Look at the examples below

running a business.

Co~NoOO RN

» facilities — e.g. automatic money transfers, d

banking

overdraft charges — particular
monthly fees

additional account ¢
additional services — €.g. sma

vy v v ¥ ¥

a) laundering
b) order

¢) bonds

d) fees

e) solvency
f) assessment
g) due

h) period

i) balance
j) interest
k) currency
l) account
m) banking

e? Are you satisfied with your bank or have you

different services and costs should be

_and discuss whether they are crucial when

ebit and credit cards or telephone

interest rates — particularly if you're usually in credit
fy if you're often overdrawn

harges — e.g. for statements, cheques and cash payments
ll-business advice

o)

=
LISTENING & VOCABULARY
CD2

How can you benefit from usi [
| _ using online banking? 1 the 5
in the gaps with the correct preposition. S Sl € )

Online banking allows you to:
» check your balances and vi
view statement '
» move money 1) accounts = oniine
» make payments 2) suppliers

> set 3) regular pa
yments such as salaries
» order chequebooks and statements

» download account information to analyse 4)

What t '
ypes of plastic payment cards are available on the market? Which of them do

0] 5 [ i

your computer

charge cards | purchasin -
debit cards 4 gcards | creditcards | prepaid cards | travel cards |

1)
» allow purchases up to a specified limit

» offer an interest-free period

> allow a minimum re
_ _ ‘repayment each month, but charge i
: Ln;#[) no interest if the bill is paid in full by the specﬁ‘iec;l tdeatr'?eSt on fhe batance
e issued to employees, with an approved spending limit

ONDINVYE INITNO

SAHVO INIWAVd



A letter of credit is an 3)

that a buyer, like Evan, can request from his bank
that guarantees that the bank will make a payment for goods purchased once the
: t be paid off in full each month conditions found in the letter are 4) For example, in order for payment to be
allow a period of credit, but must b€ p received, the seller may have to produce certain shipping 5) as proof that the
can be issued 10 emp“_)yee.s it goods have been shipped to Evan. Export credit is a line of credit given to an importer
allow you to set spending fimits by a bank in the exporter’s country. For example, Evan's bank may give Evan a line of
may charge an annual fee credit in China to 6) his import of goods from a Chinese manufacturer.
Evan’s bank can also help with foreign exchange. Foreign exchange 7)
are issued in coniunCﬂO"hW“hei business current account exchange of one country’s currency 8)
might be cheaper than chequ

y

have less flexibility than other cards

to the
the currency of another. For example,
Evan may be importing goods from a member of the European Union. The foreign

manufacturer doesn’'t want to be paid in dollars, but 9) wants to be paid in
euros. Evan’s bank can exchange the amount of dollars in Evan’s bank account to

the 10) number of euros to complete the transaction.
. 1. a) ensure b) secure c) deliver d) provide
! ble businesses to manage and monitor e‘.pendlngenSes 2. a; obtain bg gain c; gather d; gllocate
» enable rovided preloaded to employees to pay (?xpt srave] s 3. a) mean b) instrument ¢) value d) offer
foard vai‘Ijable in different currencies as an altt_arna_twrta‘cgstS management fees, and 4. a) obtained b) achieved c) met d) made
e a“ come with fees and charges such as 1Ssuing ’ 5. a) documents  b) papers ¢) pieces d) bills
G gction or ATM withdrawal fees 6. a) gain b) familiarise C) guarantee d) facilitate
¥ ans 7. a) responds b) refers c) relocates d) retains
; ‘ 8. a) at b) with c) for d) over
5) ) ing business travel expenses when travelling 9. a) regardless b) nevertheless c) instead d) indeed
» offer a convenient way Of paythger business credit or charge cards : 10. a) requisite b) demanded c) required d) necessary
R PR I \gf ; ?Jscﬁ as travel insurance or currency facilities '
r additional benemts S
ofe
6) ; ic-sector bodies Refer back to the text in Task 1, and fill in the following collocations with the correct
: iq businesses or public-s , ress !

» aregenoraly rgsvgiaéoc%ﬁpanies such as Barclaycard and American Exp verp.
R auisioc & aalzarwork and the need for purchase orders 1. money
» cut down on pap 2, trade financing

3. a payment

4, goods

READING & VOCABULARY 5. a line of credit
6.

dollars to euros

[ ' iness and needs
mport-export business e
i ur who has started an 1r Business Bn ik
amation: leg;:"?k?rrwegnz??ervires Read the text below, and choose the C
internationa ses.

e i ices that he can
e 9 ‘ banks can 1) —— Evan with the same bar_\kln% sel:}/r:ce s, and
mtemamonalh&?netown bank. Evan can deposit money in Z ltie:es gf S his
bl also 2) __ loans an L

counts. Evan can - bl

"‘°'?ey market ’a(?nternational pank can also provide sqme spemahsi o ol
e I EVE{n S;)ort business may need. An international bank can p

’s import-ex ; o
fEi:Z:cing IDsuch as lending, letters of credit and export

&)
<
X
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<
m
—
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o
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5.6. MARKET TRENDS

257

“4“. VOGABULARY & SPEAKING

| Task 1.

F) w :- 5 l wW
y W

. b | -
= '~ | MARKET

b

The market can be

open up

competitive boom
booming pick up, rally
thriving slump
sluggish be up or down
steady expand, grow
rising shrink
depressed collapse
shrinking

Fill in the sentences below with the correct prepaosition.
1. Is there a market

designer clothes in Poland?

2. Our new device came the Russian market just a month ago.

3. Do you offer products the market price?

4. Can you name a few companies the upper end of the market?

5. My company is now launching its new cosmetics line the market.

6. Recently, there has been a growing demand luxury watches.

7. Chinese companies saturated the market their cheap products.

8. My logistics company is attempting to sew the TSL market in Poland.

9. According to recent figures, there has been an upturn the market recently.
10. Which measures do you use to adjust your production demand?

. READING

What are financial, capital and money markets, and how do they work? Read the
notes below, and find out. Then, fill in the gaps with the following items traded there.

1. corporate bonds, municipal bonds, and US Treasury bonds

2. equities (or stocks), bonds, and currencies

3. negotiable certificates of deposit (CDs), bankers’ acceptances, commercial
paper, and municipal notes

4. financial securities

5. shares of publicly traded companies and mutual funds

FINANCIAL MARKETS

In the broad sense of the term, financial markets are any marketplace where buyers
and sellers participate in the trade of assets, such as 1) . Financial markets
usually have transparent pricing, basic regulations and governing bodies, costs and
fees, and market forces determining the prices of securities that trade.

CAPITAL MARKETS

A capital market is a market where individuals and institutions trade 2) . When
companies and firms in the public and private sectors want to sell ownership or raise
capital in their institutions, they can do it through the capital markets. A few of the
most common capital markets are the following:

1. Stock markets

If you have an individual retirement account, a 401(k), or another type of investment
account, you almost certainly are invested in some fashion in the stock market.
Exchanges, such as the New York Stock Exchange, NASDAQ, and London Stock
Exchange, are a few of the biggest. These markets and exchanges allow investors to
buy and sell 3) - They are one of the most vital areas of the market economy
because they provide companies with access to raise funds and investors with
apiece of ownership in the company.

205




2. Bond markets
Have you ever loaned money to a friend or famil

and paid someone back the amount you bor
large companies or government institutions need to do this, they participate in

bond offerings. A bond is @ debt instrument in which an investor loans money 10
a corporate or government entity which borrows the funds for a specific period of
time at a predetermined interest rate. This money being borrowed is used to build
parks, repair roads, build schools, or simply expand operations. These markets
where bonds are bought and sold are often referred to as the debt or fixed-income

market. The main categories of bonds are 4)

MONEY MARKETS

Although there are ce
markets, they are usua
of time than just a few days. W
or a company doesn't need a lo
markets. The money market is a

instruments with high liquidity and very short mat
Money market securities consist of items such as 5) _Much like the cash in your

purse or bilifold, these money market investments are also called cash investments
because of their short maturities and ability to convert funds to cash quickly.

y on the Forex

Have you heard about or tried Forex? How do people make mone

market?

y member? How about taken a loan
rowed, plus a little interest? When

rtainly exceptions, when people invest in the stock and bond
lly planning on leaving their money invested for longer periods
hen someone needs instant access to their money
ng-term loan, they are better served in the money
segment of the financial market in which financial
urities (less than a year) are traded.

BUSINESS & FINANCIAL SKILLS

rd trends, and put them under

Look at the verbs used to describe upward or downwa
the right category in the table below.

increase expand drop surge
diminish decrease go down contract
improve fall shrink accrue
abate deepen reduce dwindle
recover slump mount up rise
decline inflate deteriorate hit

go up rocket soar grow

upP

DOWN

Which phras
phrases below would you use to describe the following graphs?

top out
stabilize
bottom out
level off

1.4

dramatic ~
large =
significant =
considerable ~
Marked =

even out

stay at the same level
reach a peak

reach a low point

2 A

gradual =~
progressive =
steady =
slight =
enormous ~

remain stable
reach a maximum
remain constant
hit bottom

3. ‘r

Look at th jecti
e adjectives below, and form correct adverbs out of them

exponential =
massive =
substantial =
rapid =~

sharp =~



| Task 4.

Fill in the sentences below with the correct preposition.

1. This year’s figures show a decrease __ 25%.
2. Companies have reported a decrease sales.
3. There was a huge rise unemployment.
4. Poland is enjoining the biggest increase entrepreneurial activity for years.
5. Recent economic changes have brought @ decrease in the number of
dissatisfied citizens.
6. This year saw an increase in the number _____ Interns in our company.
7 The unemployment rate has risen ___ 3%. [t was 12% a year ago. Now, it's
15%.
8. Inflation now stands 5%.
9. Did your company achieve an increase profits last year?
10. Has inflation risen —— 5%? Yes, it's 5% now.
11. The increase ___ our sales is around 4%.
12. Have you reported any increase this year? Yes, there has been an increase
3%.
13. The new regulations led _____ a slight increase in the number of satisfied
employees.
14. Poland has experienced an increase unemployment.
15. The prices of these T-shirts fluctuate 25 and 32 Polish zlotys.
16. ____ the last three months of the year, weé reported a marked increase in our
sales figures.

17. Has the unemployment rate stabilized 5%?7?

Look at the graph below showing the sales figures (number of units sold) of two
companies, A and B, over the last five years, and present the graph using the phrases
from previous tasks and the phrases below.

350 . Somparty .
Company B

300
250
200
150 |
100
50

0 oo 2012 2013 2014

The graph shows, indi :
: ; icates, ill
It is clear from the graph JStrates, reveals, represents

It can be seen from the
raph
lA\s the graph shows r
S can be seen from the
graph
From the graph, it is clear

Q@%@LWRITING: INFORMAL EMAIL

You work in a
sales department f
or Compa :
analyse data and : pany A and your main res e
Setormenees T er(;vgioemrggu!ar reports to your manager on the E;?}S;;Zﬂ';vglsi to
" ' g on a maternity | - sales
your tasks to a colle . y ieave soon and
eague her you need
gue. Write him/her an email presenting your reSngnggﬁzgate
= f ilities,

giving instructions on ¢ ili
n ompiling sales reports ishi '
work. In your writing, use the phrases belog\?v FEl T TS, Geost 1Ak

Useful phrases for informal email writing:

Dear
Hi/Hello

| hope you're well.
Glad to hear that

This time I'm writing to
As you know

As you've heard

By the way, do you know how to ]
Oh, and another thing is

I'm sure youll manageto
I hope you will

I wish you good luck.
Good luck with your work.

If you happen to hav
e any pro ’
Hope to hear from you sgoi. Alemsieg frefo smallicall e

Best wishes
All the best
Love

Monika (closing the email with your first name)
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2 | ISTENING & VOCABULARY

Listen to a piece of news about the car
car sales.

Read the piece of news you have just listened to, and re
with their synonyms.

Vehicle Finance Drives Strong Car Sales

ctober last year the Society of Motor Manufacturers
t year-on-year increase in new registrations. At the
close of 2014 a total of 2 48 million cars had been sold in the UK; an increase of 10
per cent which far exceeds the growth of the UK economy as a whole.

The sales figures are supported by strong underlying manufacturing performance
as more than 1.5 million vehicles were produced in the UK last year - the highest
number since 2007. That equates to one car being made in the UK every 20 seconds.

industry in the UK, and describe the trend in

place the italicised words

UK car sales are buoyant. In O
(SMMT) reported a 9.5 per cen

buoyant = exceed =~
report =~ growth =~
increase = sales figures =
close = equate =~

Upward and downward market trends
respectively. Complete the table below

right category.

are referred to as the bull and bear market
by putting the following phrases under the

gains among blue chip companies

rising prices

pessimism selling shares

bearish investors bullish investors

investor confidence falling prices
optimism

earning profits

Bull market Bear market

BUSINESS & FINANCIAL SKILLS

How

Wf_ii\p(\:hég?tt\j/vee?np;iie&tsec-iata graphically? Look at different forms below, and decide
single line graph

multiple line graph

paired bar chart

percentage bar chart

stacked bar chart

pie chart

flow chart

bubble diagram

Look at th
e phrases below, and provide their meaning in English

vertical axis =

horizontal axis = broken line ~

shaded area =

curve =
solid line = unshaded area =
dotted line ~ coloured segment ~

Draw a graph showi
- ing changes in i : -
time. Descri i Ci your job satisfaction ove ;
ribe your graph using the vocabulary you praciiseggl aaw ‘?ﬁic;gi? S
’ i section.

4
level of job satisfaction

Py
s

time frame
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5.7. ECONOMIC CLIMATE

SPEAKING & VOCABULARY

| Task 1.

How do people kno at a o
you think of any economic indicato

oing well or the opposite? Can

- ny is d
w that a country’s economy the state of the economy?

rs used to gauge

e the economy. Decide whether they refer to

jecti re used to describ : ion i table below.
The af:i;echvesez(;‘g\\/"é iourse of action, and tick the correct option in the ta
a positive or n

ECONOMY positive negative

booming
buoyant
ailing

flagging

1
1 READING & SPEAKING

Read some b
below in the correct gramma

eed | retain | bring | join
my in the European Union be
d economy and is a member

tical form. |
| enjoy | contribute

sell | run | rank | exc o
t econo
The UK has the 2nd larges
: The UK is the seventh largest wprl
which 1) ___ together the Finance e rians
economies in the world — UK, US, Japan, ltaly, .

discuss economic policy.

of the G7, a group

loped
ini f the seven largest deve
Ministers O e e 1]

» In 2011, the UK2) ____ 3% to global output and 4% of global trade in goods and
services.

» In terms of per capita income, the UK is 3) in the top fifteen nations and
it also has one of the highest levels of human development as measured by the
United Nations index.

» Britain 4) economic growth from 1992 through to 2008 but in 2009 the
economy suffered a recession. Real GDP fell by five per cent in 2009 and started
a weak recovery during 2010-12.

» Over a quarter of the UK's GDP comes from 5)
(exports).

» The value of imports 6)
with other countries.

» The UK is the largest exporter of creative services in the world.

» The UKis inside the European Union and is a founder member of the World Trade
Organisation.

» The UK 8) its own currency having decided not to 9) ___ the single
currency area (or eurozone).

Search the official websites of such international organisations as the World Bank
Group (WB Group) or the Organisation for Economic Co-operation and Development
(OECD), and find reports presenting an economic outlook for Poland. Based on Task 1.
describe the Polish economy. Remember to use relevant collocations you formed
above and the phrases below.

goods and services overseas

exports; this means the UK 7) a trade deficit

Useful phrases for describing the Polish economy:

the largest economy in Central Europe
accession to the EU in 2004
catch up with other EU countries
access to EU structural funds
improve economic performance
GDP growth increased/declined
GDP per capita

unemployment rate

recovery of economic activity
aging society

public debt

budget deficit

red tape

brain drain

foreign trade and FDI
rising/falling business confidence
(poorly) developed infrastructure
booming ICT sector

(strong) talent pool

start-up ecosystem




D L ISTENING & SPEAKING
erP Ml Task 1.

Listen to Professor Jenkins talking about the economy from the macroperspective,
and describe the role of households, businesses, government and the international

sector in economic activity.

| Task 2./

How would you describe the economic climate in Poland? Is it conducive o doing
business and attracting investors?

D5 GRAMMAR: QUESTIONS & QUESTION TAGS

:

Fill in the gaps below, and form correct questions using the following words.

where | who | why | how often | how far | how big | which | whose | what
| how long

is China becoming the largest economic power in the world?
____country has the highest rank of economic freedom?
______has Poland pursued a policy of economic liberalisation?
has Greece undergone an economic downturn?
___canlfind statistics on our economic performance?
___ didthe government announce with reference t0 the tax system reforms?
do you pay income tax in Poland?
initiated a heated debate on our poor economic performance’?
__ responsibility is to shore up public finances?
region is the most conducive to entrepreneurship in Poland?
is our budget deficit compared with other transition economies?

—
SomNOOAEGN

1.

12. __ does the Prime Minister travel on business?

13, is our pension system sO weak?

14, doesittaketo enact business-friendly reforms for entrepreneurs?
15. _____countries suffered from the global economic meltdown?

| Task 2.

Add question tags to the sentences below.

1. Qur government cooperates with China,
2 The Prime Minister is on business Now,
3. We never compete with our trading partners,
4. The country suffered from a recession,
5. We used to be in close cooperation with Norwegians,

6. The investors g

are becomin .

7 g more and mo ]

The government hasn't changed our tax s;(;tg]rtr? r;eestted " BhreaLinry

8. We don’t use ou
o r full economic ,
9. The oil prices need to drop, potential,

:? I\ﬁ;,s reljor_mulate our investment policy
: can't find new business partners fr(l)m Latvia

12. We undertook
, closer cooperati : :
13. I'm late for the sitting, peration with the Swedish government last year

14. Yo
u keep abreast of the latest economic information

15. Th
€ economy has undergone major changes recently
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