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TUYEN BO BAN QUYEN
Tai lidu nay thudc loai sach gido trinh nén cac ngudn thong tin co thé duoc phép
dung nguyén ban hodc trich dung cho cac muc dich vé dao tao va tham khao.
Moi myc dich khic mang tinh 1éch lac hodc sir dung v&i muc dich kinh doanh
thiéu lanh manh s€ bi nghiém cam.



LOI GIOI THIEU

Vai nét vé xudt xir gido trinh:

Gido trinh nay duogc viét theo Ké hoach sé 1241/KH-CDNDL ngay 30 thang
12 nim 2016 ctua Trudng Cao dang nghé Pa Lat vé viéc trién khai xay dung
chuong trinh dao tao theo Luat Gido duc nghé nghiép dé lam tai liéu day nghé
trinh d6 cao dang.

Qua trinh bién soan:

Trén co so tham khao cac gido trinh, tai liéu vé tiéng Anh trong kinh doanh,
gido trinh nay dugc bién soan c6 sy tham gia tich cuc cia céc gido vién c6 kinh
nghiém, ciing voi nhitng ¥ kién doéng gop quy bau cia cac chuyén gia vé linh vuc
hanh chinh, van ban.

Moi quan hé cua tai liéu voi chuwong trinh, mé dun/mon hoc:

Can cr vao chuong trinh dao tao nghé Ké toan Doanh nghiép cung cép cho
ngudi hoc nhiing kién thirc co ban tiéng Anh trong Ké toan, tir d6 nguoi hoc c¢6 thé
van dung nhitng kién thtrc nay dé ung dung trong cong viéc thuc té khi ra truong

Cau triic chung ciia gido trinh Anh van chuyén nganh gom 4 chwong:
Chuong 1: Tong quan vé ké toan
Chuong 2:Béo cao tai chinh va cac chi sd
Chuong 3: Ké toan thué
Chuong 4:Pon dat hang va Thu dién tu
Sau mdi chuong déu c6 cac bai tap cing c¢d kién thire cho ngudi hoc.

Gido trinh dugc bién soan trén co sd cac van ban quy dinh cia Nha nudc va
tham khao nhiéu tai liéu lién quan c6 gia tri. Song chic han qua trinh bién soan
khong tranh khoi nhiing thiéu sét nhat dinh. Ban bién soan mong mudn va thuc su
cam on nhitng ¥ kién nhan xét, danh gia ctia cac chuyén gia, cac thay c6 déng gop
cho viéc chinh sira dé gi4o trinh ngay mot hoan thién hon.

Lam Pong, ngay...... thang...... nam.........
Chu bién
D6 Trinh Hoai Dung
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GIAO TRINH MON HQC ANH VAN CHUYEN NGANH

Tén mon hoc: Anh van chuyén nganh
Ma mén hoc: MH21
- Vi tri, tinh chét ciia mon hoc:

- Vi trf: La mon hoc bat budc ctia nghé Ké toan doanh nghiép

- Tinh chat: Mon hoc Anh vian chuyén nganh 13 mén hoc bat budc thudc chuong
trinh dao tao nghé Ké toan doanh nghiép, dugc giang day sau mon Anh vin cin
ban, Nguyén 1y ké toan, Ké toan doanh nghiép, gitip cho sinh vién c6 thé sir dung
duoc cac thuat ngir chuyén nganh ké toan, doc duoc cac bao cao ké toan bang tiéng
Anh
- Muc tiéu mon hoc:
Vé kién thuc:
- Trinh bay dugc cac thuat ngit chuyén nganh ké toan, bao cao ké toan bang tiéng
Anh
Vé k¥ nang:
- Str dung duoc cac thuat ngit chuyén nganh ké toan bang tiéng anh
- Poc duoc cac bao cao ké toan bang tiéng Anh (bang can ddi ké toan, bao cao két
qua kinh doanh)
Vé nang luc ty chu va trach nhiém:
- C6 kha ning tu nghién clru, tu hoc, tham khao tai liéu lién quan dén mén hoc dé van
dung vao hoat dong hoc tap.
- Van dung duoc cac kién thirc tw nghién ciru, hoc tip va kién thirc, k¥ ning da duoc
hoc dé hoan thién cac k¥ ning lién quan dén mén hoc mot cach khoa hoc, dung quy
dinh.






Chapter 1: Introduction to accounting
Make a list of all the different types of job you know about in accounting

accountant

Jobsin
! -

bookkeeper

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

specializing < studying ¢ for inspecting its accounts ¢ processing the records ¢
giving administrative support * to  inspect its accounts

Trainee accountants

Accountants who are ! for professional examinations

Bookkeepers

Administrative staff responsible for 2 of a Dbusiness’s financial
activities

Tax accountant

An accountant 3 in a company’s tax affairs

Back-office manager

Person in charge of the staff responsible for to the  Finance

department

Internal auditors

Employees of a company who are responsible
External auditors

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

AUDIO



2 Michael Rogers, a CPA (Certified Public Accountant) from the US is
meeting Paul Martens, the CFO (Chief Financial Officer) of a company in
Belgium. Listen to Michael’s conversation with Mr. Martens’ secretary. Are
there any jobs mentioned which are not included in the activities on the
previous page?

AUDIO

3. Now listen to the meeting. What is the reason for the meeting?

4 Here are some mixed-up phrases from the conversation. Re-order them so
that they make sense.

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

2. have Did you a flight nice?

3. coffee Would some you like?

4. keep Sorry you to waiting.

5 come Please in seat take and a.

6 call finishing He’s just phone

7 to nice you meet It’s.

5. Now fill in the gaps with a suitable word from the box.
bad ¢ absolutely ¢ very ¢ know e start « fill « fairly

1. You’re right.

2. Would you like to by telling me a little about your
experience?

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

4. And then I’'ll you in on our group.

5.Your C.Vis impressive.

6. But that’s not a thing.

7. We're international here now.

Listen again to the meeting and check your answer

6. Make two lists. In the first, write down topics, which would be safe to talk
about with a foreign business partner. In the second, write down unsafe
topics. Compare with a partner.



Safe topics Unsafe topics

7. Work with a partner to practice greetings and small talk. Look at the
phrases in the box before you go to the Partner Files.

Partner A:

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

Partner B:

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

Useful Phases



Meeting people

Helto. Mr/Ms ....I’'m ....

It’s nice to meet vou.

- (It’s) Nice to meet you. too.
Mav 1 introduce vou to ... ?
I’d like to introduce vou to ....
Have you met... ?

Offering hospitality

Can 1 take vour coat?

Please come in and take a seat.

Can 1 get vou a cup of coffee/tea?
Would vou like something to drink?
-Yes. nlease./Yes. that would be ereat.
- No, thank you. / No, thanks.

8. What do the following abbreviations mean? Check your answers in the

article below.
GAAP « IFRS * IAS « IASC



International accounting

International companies can choose how
they present financial information to
outside parties. The rules and regulations
between countries vary significantly.
Accountants worldwide are familiar with
the  words  ‘Generally  Accepted
Accounting Principles (GAAP)’. Some of

the basic principles are:
e the going concern
principle
e the prudence principle
e the matching principle
e the consistency principle.

The development of these principles has
greatly differed between countries. For
example, in most English-speaking
countries it is often accepted practice to

offset unrealized gains

from unrealized losses, or to re-
value long term assets upwards,
provided sufficient proof of the
current value can be shown. This
means that accounts can have very
different values, depending on
whether the company chooses to
follow local accounting standards,
International Financial Reporting
Standards (IFRS) — formerly the

International

Standards (IAS) - or U.S. GAAP.

Accounting

Whether the company can choose
is governed by the laws of the
country where it is registered. For
example, the U.S.A. and Japan
currently allow publicly- traded

companies to prepare their
financial statements using the
standards of the International

Accounting Standards Committee
(IASC), but they must also include

reconciliation to domestic GAAP.



9. Use words from each box to make word partnerships. Then match
them to the definitions below,

outside * accepted ¢ English-speaking ¢ local accounting * publicly-traded
company ¢ practice  standards * parties * countries
1. A firm that sells its shares to anyone who wants to buy them.

2. For example, Australia, the U.K., and the U.S.A.

3. The way that most people do something.

4. The rules and regulations which state how accountants operate in a
particular place.

5. People or groups who are not involved with the company.

10.The article mentions four basic principles of accounting. Match them
to the definitions below.

1.

This principle is concerned with the timing of the recognition of transactions
in the accounts. Items are recorded when the income or expense arises, and
are not dependent on the movement of cash.

2.

When preparing accounts, one must assume that the enterprise will still be
viable in the years to come. Practically all-accounting items are affected by
this assumption, such as the carrying value of fixed assets and inventories,
and the ability to repay debts and other obligations.

3.

What value should be given to the numbers in the accounts? It is normal to
act pessimistically, so that profits and assets are not overstated, and expenses
and liabilities realistically valued.

4,




Accounts should be produced using the same principles from one year to the
next. Deviations from this principle must be noted, and the effects on the
accounts shown.

11. Do you know of any differences in the application of these principles
between countries? What should a visiting accountant know about the
principles in your country?

Make notes, and prepare to brief someone else in the class.

12. Read this email on creative accounting, and then decide if the
statements below are true or false
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Subject: Creative accounting
From: Rupert Greene <r.greene@intep.de=
To: Javier Estrada <j.estrada@intep.es>

Hi Javier

At our meeting yesterday you asked me to send you some background info on creative
accounting, and in particular off-balance-sheet accounting.

Basically there's quite a bit of flexibility in the way we can interpret the standards and
principles of accounting. For example, we may want to report bigger profits so that we can
attract investors on the capital markets. On the other hand, smaller profits may be better
s0 that we pay less tax. The problem is that the line between truthful and misleading
representation of figures is sometimes very thin, and this is where people get into trouble.

.

Off-balance-sheet accounting |s seen by some as one type of creative accounting. (People
have been arguing about it for years, thoughl) The key point to remember is that the
accounting treatment of legitimate business transactions can vary greatly. For example,
many companies are involved in leasing for business reasons, and the question for the
accountants is how to present the financial implications of such leases in the accounts. In
theory, the idea Is that leasing an asset (instead of buying it) allows the company to
exclude the liability from its accounts.

Hope this helps - give me a call if you have any more questions.

Best wishes

e

Rupert

1 Accountants agree that creative accounting is a good thing.



2 Off-balance-sheet accounting is one way of creative accounting - there are

others.

3 Creative accounting is sometimes used to try and attract more investors.

4 Accountants are allowed some flexibility in the way they present accounts.

5 Leasing is actually illegal.

6 Big profits mean paying less tax.

7 When a company leases an asset, the accountant doesn’t have to include it

in the accounts.
AUDIO

13.Listen to the conversation between the Managing Director (Charles)

and the Financial Director (Sally). Answer these questions. Make a note

of the words and phrases that helped you to answer.

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

2 What are the consequences of the
debt problem?
3 Why do they need a solution to the
problem soon?

4 How does Charles suggest they
deal with it?

5 Has Charles made a final decision about what to do?

6 Do we know whether Sally agrees with Charles’s suggestion?

Fill in the gaps in the extracts from the conversation.

Charles

Sally

The shareholders are getting nervous, and the markets don’t like our

level of g . We’re getting more and more
questions about whether we can s our
d 2, in the I

t 3.

It’s getting harder to attract new investments. So I wanted to speak to

you about what we can do. We’re investing a s
4

amount in our new factory in Germany so we need to

C u w
5

a solution soon. The new factory is very important, and we’re
looking at leasing the assets.

You’re thinking that if we | the a ® we can




Charles
Sally

exclude these 1

Exactly.

7 from the balance sheet?

You know that the auditors will look very closely at these

transactions? The  accounting s
if you like, mean that finance leases must be d
If we are effectively

8, or principles

9

10

Now listen again and check your answers.

14 Match these words with their meanings.

1

debt

lease

gearing

liahilities

contract

transaction

shareholder

a

an agreement between two or more parties, often written
the opposite of assets

buying or selling something

someone who owns parts of a company

money that is owed

an agreement where the owner of something allows someone
else to use it for a specific time for a sum of money

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

15. Use liability, liabilities, debt, or debts to complete the sentences below



1. He’ll have paid his off by next

year.

2. Look at the assets and on the

balance sheet if you want to know how the company’s doing.
3. Many developing countries are burdened by heavy
4. We need to look at the long-term
before we think about any
major new purchases.
5. The partnership has limited status
6 Current are those which are paid off within a year.

7 The company’s in to the tune of 10 million.

Now listen and check your answers

10



16 In the conversation in exercise 11, Sally agrees with Charles. Here are
some other ways to agree or disagree with someone. Put a tick (v V) next to
the ones which mean agreement, and a cross (X) next to those which mean

disagreement.
1 You’ve got a point there. 5 It’s just not on.
2 I see what you mean. 6 Fair enough.
3 Me neither. 7 Point taken
4 No way.

17 Now use the above expressions to respond to the following statements. Note
that more than one answer is possible.

1 ‘I think we should work fewer hours. | mean, almost everyone else in this company now works

35-hour weeks, and look at us!” ?

2 ‘Canyou come in next weekend? ‘What again? !

3 ‘I'd like you to prepare the figures for next week’s presentation. But this time could you make

sure that you put our current client’s name on the slides.” * ’

4 “‘We need to finish this by next Wednesday. How about if we postpone the department party?

There’s no other way.” *
5 ‘Have you had a look at this? It's a disaster, a catastrophe!” ‘Hang on, it can’t be that bad.

Ah, :

6 ‘Look, we really need to convince the boss that some of the transactions have been wrongly

booked. | don’t want problems later.” ’

7 ‘They want us to take a pay cut this year." ‘Are you kidding?

Do you agree with the speaker? Use the phrases above to agree or disagree and
continue the discussion with a partner.

11



It's time the world moved to the same

Off-balance-sheet accounting should accounting principles - everyone
be made illegal. should use U.S. GAAP.

Creative accounting is
a good thing.

Becoming an accountant
CPA

The body which represents the interests of accountants in the U.S. is the American
Institute of Certified Public Accountants (AICPA). To become a CPA, the
applicant must meet the requirements of the state where he/she wishes to practise,
as established by the law of that state and administered by the state boards of
accountancy.

To qualify for certification, the applicant must:

1 study accountancy at a college or university

> pass the CPA examination, which consists of four sections:

- Business Law and Professional Responsibilities

« Auditing

« Accounting and Reporting-Taxation, Managerial, and Governmental
and Not-for-Profit Organizations

- Financial Accounting and Reporting - Business Enterprises
3 have professional work experience in public accounting.
Most states require a qualified CPA to carry out regular professional
training.
Chartered Accountant

The major accounting body in the U.K. is the Institute of Chartered Accountants
in England and Wales (ICAEW).

To become a Chartered Accountant, the applicant must:

12



1 have sufficient school or university education

apply for a training contract with a recognized company, which will give him/her
three years’ work experience

3 pass the ICAEW’s exams on:
Accounting

Audit and Assurance

Business Finance

Business Management

Financial Reporting

Taxation

as well as prove his/her knowledge on Commercial and Company Law, and then
with further exams on:

Business Environment

Business Life Cycle

Advanced Case Study
Over To You

How does the process of becoming an accountant in your country compare to those

described above?

Describe the general accounting rules and practices in your country. What
standards are used to prepare financial information? How is off-balance-sheet
accounting treated in your country? How is leasing reported in accounts?

13



Chapter 2:Financial statements and ratios

Statement of Financial
Position, Notes, Annual |
Report, Budget... J

of Cash Flows, Statement

of Earnings... Market
. - Capitalization,
4 Discounted Cash
Management Accounts, . F lows...
L

Investments, Statement of
Shareholders’ Equity...
4

The man in the picture is thinking about
different types of financial statements.
Which ones are you familiar with?

Can you explain what they are used for?

1 Here are two typical examples of the disclosures required under U.S. law. In
the U.K. one would be called a Balance Sheet, and the other a Profit and Lost
Statement In the U.S. they have other names. Which is which?

Statement of Financial Position

At December 31 (In millions) 2005
Assets

Cash and equivalents $ 18,278
Investment securities 61,890
Current receivables 6,870
Inventories 3,281
Financing receivables 113,871
Insurance receivables 2,187
Other receivables 1,009
Property, plant and equipment — net 44 875
Investments 18,320
Intangible assets 17,998
All other assets 62,755
Total assets $ 351,334
Liabilities and equity

Short-term borrowings 92,736
Accounts payable 10,209
Progress collections 3,897
Dividends payable 1,102
All other current costs and expenses accrued 8,293
Long-term borrowings 70,354
Insurance liabilities, reserves and annuity benefits 84,283
All other liabilities 33,763
Deferred income taxes 14,198
Total Liabilities 318,835

14



