English for Accounting

ABOUT THE BOOK

English or Accounting has been specifically developed or people working in
accounting and finance who need English to communicate in a variety of situations
with colleagues and business partners. In this short course, you will learn the
language related to accounting as well as ways to achieve your goals in meetings,
in presentations, on the telephone, or when making small talk.

English or Accounting consists of six units, each dealing with a different area of
accounting. Every unit begins with a Starter, which consists of a short exercise,
brainstorming, or a quiz. This is followed by dialogues, texts, and authentic
documents along with a variety of exercises that enable you to learn the important
vocabulary and expressions in context. There are also cross-references to the
Partner files at the back of the book. These provide information gap exercises in the
form of role-plays and they give you the opportunity to practice the target language
with a partner in realistic situations.

At the end of every unit there is an Qutput activity, which is connected with the
topic of the unit and provides opportunities for discussion. Throughout the book
there are, did you know?, boxes that give extra information about accounting and
general working life in English-speaking countries. When you have finished this
course, you have the opportunity to test your knowledge of the vocabulary from the
units with the crossword in Test yourself!

At the back of English for Accounting you will find the Answer key, to which you
can refer to check your answers. There is also a Glossary of financial terms and
Transcripts of all the listening extracts.

The Multi CD-ROM contains all the Listening extracts from the book. These can
be played through the audio player on your computer, or through a conventional
CD-player. In order to give yourself extra listening practice, listen to it in your car.
The Interactive exercises let you review your learning by doing extra activities on
your computer; this will be particularly valuable if you are using the book for self-
study. As well as a summary of Useful phrases and vocabulary there is also an A-Z
wordlist with all the key words that appear in English for Accounting. This
includes a column of phonetics and a space or you to write the translations of the
words in your own language.
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1.

Muc luc
UNIT1: INTRODUCTION TO ACCOUNTING (GIOI THIEU NGANH KE TOAN ........ccoooovvrreenee. 15
L1 STARTER ...ttt st s h e et bt e e e e s e e e bt e b e s r e ebe e e e nesan e e e nne e 16
1.2. Here are some jobs and definitions. ill in the gaps in the definitions with words from the box below.
............................................................................................................................................................ 16
1.3. LISTENING ....octtiieiesttetese sttt ettt ettt st sttt s se e sb e e e r e srees e e e e nesaeennesresmeenenreeneens 16
1.4. Here are some mixed-up phrases from the conversation. Re-order them so that they make sense.....17
1.5. 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.............ccocceeueeee 17
1.6. Work with a partner to practice greetings and small talk. Look at the phrases in the box before you
€0 10 the Partner f1Es. .....oouiiiiiiiiieeiee e e st 17
1.7. What do the following abbreviations mean? Check your answers in the article below. .................... 18
1.8.  Use words from each box to make word partnerships. Then match them to the definitions below....18
1.9. The article mentions our basic principles of accounting. Match them to the definitions below. Then
check your answers in the glossary (Page 58)......ceciiriiiiiriiiiiieeeeee e 19
1.10. Discuss with your partners and make out the answer for the following questions.........cc.cccoceervernne 19
1.11. Read this email on creative accounting, and then decide i the statements below are true [v] or false

1.12.

1.13.
1.14.
1.16.

1.17.

1.18.

[AUDIO 12] Listen to the conversation between the Managing Director (Charles) and the financial
Director (Sally). Answer these questions. Make a note o the words and phrases that helped you to
L) PP PPPP 21

Fill in the gaps in the extracts from the CONVErSAtioN. .........ceevverrierieeieeieeneenee et 21
Match these words with their MEANINES .......cccvviriuiriiriireeeeee e 21

In the conversation in exercise 1.11, Sally agrees with Charles. Here are some other ways to agree or
disagree with someone. Put a tick (v) next to the ones which mean agreement and a cross (A) next
to those which mean diSAZIEEMENL. ......cc.eiieiriiriiriiiiie ettt st neee 22

Now use the above expressions to respond to the following statements. Note that more than one
ANSWET 1S POSSIDI. ..ttt ettt sttt st e b e b e sb e e s beesbeesaeesaeesaneeas 22

Do you agree with the speaker? Use the phrases above to agree or disagree and continue the
diSCUSSION WIth @ PATTNET ....ceiutiiiiiiiiiieete ettt ettt e b et e b e sbeesaeesane s et e eaeeenneens 23

UNIT 2: FINANCIAL STATEMENTS AND RATIOS (CAC CHI TIEU VA BAO CAO TAI CHINH)25

STARTER ..ottt e et n b 26
2.2. Match the words with their partners, and the look at the statements again to check..........cc.cccocueeeeens 28
2.3. Compare the financial statements on pages 14 and 15 to ones from your country. Make some notes

2.4.

or a colleague in the U.S., summarizing the major differences in the layout. .........cccccceeveeneericnncne 29

Choose the best way to say these numbers and equations. (Sometimes more than one way is
POSSIDIE.) ettt bbb bt b st et e e e et ebe e b e e b e be e reenree 29
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2.5. Work with a partner to check on some figures. Use the information in your Partner File to make a
PRONE CAIL. ..ottt e b e e st e e bt e e be e e e sabe e e beeesneeesareesreeenneeennee 30
2.6. We often make comparisons when talking about financial statements. Look again at the Statement of
Earnings on page 15 and find the figures or the items below. Which sentences (a-h) can be used to
describe and compare the fIGUIES? ........eeiiiieiiiiiiie et e e s 30
2.7. Write definitions or the fOlloOWING tBIMIS: «...cevueiiieriiriirii et 31
2.8. Some other common ratios are given below. Match the ratios with the formulas (1-7) and the
AESCIIPLIONS (A=2). +eerureerirerarieterteesiree ettt e rteeste e s bee e e sueee s bee e bt e e sseeesabeesbeeeasseesaseesasee s saseesareesareeennseesans 32
2.9. Use words from the descriptions above to complete the sentences. You may need to change the form.
............................................................................................................................................................ 33
2.10. Here are some phrases the accountant used during the meeting in exercise 7. Can you ill in the
INSSINZ WOTAS 7.ttt ettt ettt ettt s e ettt e st e s beeesseeesa bt e sabeesabeeesabeesabeeeabeeeesabeesabeeeneeesnseesneeanne 34
2.11. Look at the financial statements of the company at the start of the unit, and discuss with your partner
whether you have enough information to calculate the working capital and inventory turnover ratios,
if you need more details, write an email to your contact in the company and request the information
FOU TIEEM. 1.t eutieeeiteeeitee et e ettt e sttt e st e ettt e e st e s bt e e bt e e e atee s beeeabe e e be e e embeesabeeeassee e s beeeabe e e neeesareesreeeneeenee 34
3. UNIT3 TAX ACCOUNTING (KE TOAN THUE) ......coiiieierieeeeeseeeeeeeeeeeeeees e e s es e 36
3.1, STARTER .ttt ettt s b et r e s bt e e e e bt e r e s b e e resre e e ne e 36
3.2. Now look at the accountant’s list of definitions. Can you match them to the methods of depreciation
she MentionNed N EXEICTISE 17 ...uuiiiiieriieeeiiieriee ettt et sree s et e e st e et e e sbe e e sareesneeesaeeesareesareeeanareesanes 37
3.3. Prepare a short presentation on depreciation methods. First read the questions below and down your
answers. Then organize your notes and give your preSentation............eeeeveereereeneerneersessreeseeeneeens 38
3.4. An accountant explains the taxation expenses disclosure requirements to a CEO. Listen to the
dialogue and anSWET the QUESTIONS. .....cccutiriiirierieiieree ettt et smee e s 38
3.5. Later in the meeting the CEO asks more questions. Match them to the accountant’s answers (a-g)..38
3.6. Use the words from the box to complete the following CONVErsation. ...........cceveeerieeriieerieeesreerineenns 39
3.7. Now work with a partner to practise explaining and clarifying information. Each o you should
explain a standard procedure from your workplace, and the other asks questions about it. Then swap
partners and explain the procedure you have just heard to another person........ccccceevceeevcieeriereneenne. 39
3.8. Match these expressions with tax to their definitions ..........c.cceevuereiriiieieeieereeeeeee e 40
3.9. Use words from the box to ill in the Zaps........cccceeiiiiiiiiiieeee e 40
3.10. [AUDIO] An accountant from a Swiss parent company, Uta Meier, telephones the Internal Revenue
Service (IRS) in the U.S. to discuss the treatment of certain costs. Listen to the conversation. What is
the result Of the diSCUSSIONT .....c.viiiiiiiiiiecee et e s e esar e e sare e e saneeas 40
3.11. find words from the conversation which mean the following: ...........cccocciviininiiniiniie 41
3.12. Use phrases from the box to ‘soften’ the following Statements. ..........cccceveereerieenieniienicnnienee e 41
3.13. The new head o your finance department wants to know about the taxation system in your country.
He has also heard that the taxation system is closely connected with the financial reporting
requirements. Write a report to him explaining the major points and referring to the relevant laws..42
3.14. Use the clues to complete the CIOSSWOId. .....c..coiiiiiiiiiiiiiiiee e 42
4. UNIT 4: AUDITING.....coit oottt sttt et sr e et e b s r e et e e abe e smeenesreeseennenresneenes 44
4.1 STARTER ...ttt et sttt et st r e st e r e se e s bt e e e r e sbeennenreeseennenreenens 45
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4.2. Put the letters into the correct order to make words used in the conversation that have a similar
meaning to the Words on the TIZht........cociiiiiiiiii e 46

4.3. find the sentence on the right which is closest in meaning to the sentence on the let.........c..cccceeue.e. 46

4.4. Here is the follow-up conversation between Claude and Janet, but the sentences are in the wrong

order. Re-arrange them so that the conversation Makes SENSE. ......cueerveerireerieeeiereriieesieeesieeeseree s 47
4.5. Work with a partner to practise making a telephone call. Use phrases from the box below............... 48
4.6. Two colleagues from an auditing firm are discussing the latest financial scandal................cccccoeen.e. 48

4.7. Auditors often have to write or present reports on the financial information they have audited. This is
especially important or enterprises with branches or subsidiaries in foreign countries. Look at the

following sentences and decide which graph or chart goes best with the description. ...........c.cccee... 49
4.8. Now choose the option which makes MOSE SENSE.......c.cervvirrirriiirieiieeee e 49
4.9. Work with a partner to practise describing graphs or trends. Use phrases from exercise 4.7 ............. 50

4.10. Now write a report on some Figures From your company or From one oF your clients. Explain the
movement From one year to the next, giving the cause and the result. Here are some phrases which

IEZNE REIP. 1ot sae e sttt e b e s bbb e b e b saeesaeenae 50
UNIT 5 MANAGEMENT ACCOUNTING .....oociiiiiieiiiiiniirciccee ettt 52
5.1 STARTER ...ttt et sttt s h e e e et s bt et e e e se e sbe et e s b e sre e e e neseee e e ne e 52

5.2. Make a list o what the CFO needs to supply. How do you think he should present this information?
What kind of reports or documents would be most effective? Find words in the dialogue above to
COMPIELE the tADIE. .....eiiiiiiiiiiiie ettt e sb e e b e sbeesmeesaeesaneeas 53

5.3. Look at the Statement o Cash flows on the next page. Are the following statements true [V Jor alse
L30T 2 ettt h e e ARt h R A £ b b ek b e R e bbb e Rttt e b e R ettt be et etenas 53

5.4. Match these words from the Statement o Cash Flows with their meanings...........cccccoeveviiiienienenne. 55

5.5. Work with a partner. Look at the Statement of Cash Flows again. One of you explains in your own
words where the money has come from. The other explains where it has gone. Together write a brief

TEPOIT O YOUT IMANAZET .. uuvvrrrieteiiiiirirtteee st iebrrttree s s e s e arteeeessesbbaseseeesssaabbbeeseessssasbassbasaeeeesssasnnres 55
5.6. Here are some expressions with cash. Match the sentences with the pictures. ..........cccccevveereerieennens 55
6.1. Who do you think says the sentences below? Match the directors and the sentences............c..c........ 56
6.2. Listen to the last part of the meeting again and complete the gaps. .....c.ccceeveereerieeriericnienreeeeeee 56

5.8. Use word from each to make useful word partnership. Then match them to the definitions below, ..57

5.9. Here are some useful phrases or meetings. Write the number in the correct box. Can you add any
more phrases from the conversation in XErCiSE/7 .......coouereereeriieriieriieriieeere e et see e 57

5.10. Now try to use phrases from above in a meeting role-play. Work with a partner to discuss next year’s

DUAZEL. ¢ttt ettt sttt et sttt et e bt e s b e b e e e be e e ae e ea et e e e e re e be e b e e re e reenree s 58

The fUuture Of ACCOUNTINE .....eeruviriiiiieteee ettt ettt e s bt e s bt e s bt e s ae e sme et sanesareeaneebeeneeen 58
UNIT6 INVESTMENT (DAU TU KINH DOANH).......oooovueeeiereeeeeseeeeeseeseseessssessessss s sessassseesaesenns 59
STARTER ...ttt sttt st et r st b e e she et e n e s bt e ae s et eneenenreeneenrenrees 59
6.2. Use words from the conversation to complete the table...........c.ccociriiiiiiiiiniinie 60

6.3. Here is another email. This time the CFO of a British company is writing to the Italian subsidiary.
WHhat 1S ROCCO™S JODT ..ttt ettt ettt sbe e she e s sme e saeesaeeeaneeas 61
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6.4.

6.5.
6.6.
6.7.
6.8.

6.9.

[AUDIO ]The CFO of a European corporation is talking about differences in accounting practices in
other countries. Listen and match each comment he makes with a point from his list. (The first one

has Deen dONE fOr YOUL) c..eiiiiiiiiieiieiee ettt s s st st e eaeeene e 62
Put the following words into the table below according to their stress pattern. .........ccoccevveerveerivernenne 62
You are going to hear to extracts from a PreSentation..........c.eeveeerrreeriereriieesireessreeesereesreessreeesneeesanes 63
Here are some useful phrases or giving a presentation. Match the parts so that they make sense......63

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

Complete the puzzle to find the hidden WOrd............cccooiiiiiniiiiiiie e 64

6.10. Work with a partner. Use the role cards in the Partner ile to have a meeting about investing abroad.
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CHUONG TRINH MON HQC: ANH VAN CHUYEN NGANH KE TOAN
Ma s6 mon hoc: MH 10
Tho1 gian cua mon hoc: 60h (Ly thuyét: 40h; Thyc hanh: 20h)
I. VI TRI, TINH CHAT CUA MON HOC:

- Vi tri: La mdt trong nhimg mén hoc chuyén nganh duoc bd tri giang day sau khi da
hoc xong Anh van can ban va cac mon hoc chung.

- Tinh chét: Tiéng Anh chuyén nganh ké todn gitip nguoi hoc tiép can dugc voi nhing
van dé chung khi su dung tiéng Anh trong nganh ké todn, cung cdp cdc tir chuyén
nganh ké toan nhu tén céc tai khoan, cdc mau so sach, bao cdo tai chinh ..... bang tiéng
Anh. Bén canh d6 con bo xung céc cau tric ngit phap va k¥ ning giao tiép, doc hiéu,
dich va lap mot s6 biéu mau ké todn.

II. MUC TIEU MON HOQC:
- Kién thirc:
+ Str dung duoc nhimg thuét ngit chuyén nganh lién quan dén tai chinh va ké todn.

+ Str dung mot sd cau tric ngir phép hay ding trong tiéng Anh chuyén nganh nhu: thé
bi dong, ménh dé quan hé, cAu mong woc, cAu diéu kién, tinh tir so sanh, lién tir, ciu
muc dich, gioi tur..

- Ky nang:

Doc, hiéu va dich dugc mot s6 tai lidu lién quan dén chuyén nganh tai chinh va ké todn
tu Tiéng Anh sang Tiéng Viét.

- Thai do:

Ngudi hoc ¢6 thdi do hoc tip nghiém tic, cd gang tiép thu kién thirc hiéu qua nhét dé
sau nay van dung kién thtitc da hoc vao dich tai li¢u chuyén nganh nham nang cao
chuy€n mon trong cong viéc.

III. NOI DUNG MON HOQC:
1. Néi dung tong qudt va phan phéi thoi gian:

S Tho1 gian (gio)
T Tén chuong myc Téng| Ly | Thyc | Kiém
so | thuyét | hanh | tra
1 Introduction to accounting 8 6 2
Starter
Vocabulary
Listening comprehension
Word study
Writing
Speaking

Reading comprehension

Practice
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2

Financial statements and ratios
Starter

Vocabulary

Listening comprehension
Speaking

Writing

Reading comprehension

Word- study

Tax accounting

Starter

Vocabulary

Listening comprehension
Speaking

Writing

Reading comprehension
Word- study

10

Auditing

Starter

Vocabulary

Listening comprehension
Speaking

Writing

Reading comprehension
Word- study

11

Management accounting
Starter

Vocabulary

Listening comprehension
Speaking

Writing

Reading comprehension
Word- study

11

Investment
Starter
Vocabulary

11
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Listening comprehension
Speaking

Writing

Reading comprehension
Word- study

Tong cong 60 40 16 4

*S6 gio kiém tra dwoc tinh vao gio thwe hanh
2. Néi dung chi tiét:
Unit 1: Introduction to accounting
Muc tiéu:
- Phét 4m chuan va nghe duogc céc thuit ngi lién quan dén nganh ké todn.
- Poc, hiéu va dich duoc tai liéu lién quan dén nganh ké todn.

- Nghiém tic, ciing hop tic vé6i gido vién dé hoan thanh bai hoc.

Noi1 dung:

Starter Thoi gian: 0,25 gio
1.1  Vocabulary. Thoi gian: 0,25 gio
1.2 Listen to conversation. Thoi gian: 0,50 gio
1.3 Listen to a short talk. Thoi gian: 0,50 gio
1.4  Re-order the mixed words to make sentences. Thoi gian: 0,25 gio
1.5 Write topics. Thoi gian: 0,25 gio
1.6  Practice speaking. Thoi gian: 0,25 gio
1.7  Reading comprehension. Thoi gian: 0,50 gio
1.8  Use the words in the box to make word partnerships. Thoi gian: 0,25 gio
1.9  Match an article with an appropriate definition. Thoi gian: 0,25 gio
1.10 Practice making a short talk. Thoi gian: 0,50 gio
1.11 Read the text and decide true/false. Thoi gian: 0,25 gio
1.12 Practice listening to a conversation. Thoi gian: 0,25 gio
1.13  Fill the gaps. Thoi gian: 0,25 gio
1.14 Word meaning. Thoi gian: 0,25 gio

1.15 Use the terms: Liabilities, debt or account payables. Thoi gian: 0,25 gio

Bai tap thuc hanh: Read and fill the gaps with the professional accounting words

Listening to short conversation in accounting and answer the
questions Thoi gian: 2,00 gio

Unit 2: Financial statements and ratios

Muc tiéu:
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- St dung duoc cdc thuat ngit lién quan dén cic bdo cdo tai chinh va céc ty 18 ting
trudng

- Phat am chuan va nghe dugc cac thuat ngir lien quan dén bdo cdo tai chinh nhu tén
céc chi tiéu trong bdo cdo, cac ty 1€ trong bdo cdo

- Boc, hiéu va dich dugc céc tai li€u lién quan dén cic bdo cdo tai chinh ké todn

- Nghiém tic, cing hop tic véi gido vién dé hoan thanh bai hoc.

Noi dung:

Starter Thoi gian: 0,25 gio
2.1  Vocabulary (in a Balance Sheet). Thoi gian: 0,25 gio
2.2 Match the words with their partners. Thoi gian: 0,25 gio
2.3  Compare the financial statement. Thoi gian: 0,25 gio
2.4 The best ways to say the numbers and equations. Thoi gian: 0,25 gio
2.5 Practice making conversation. Thoi gian: 0,50 gio
2.6 Use common phrases in statements of earnings. Thoi gian: 0,25 gio
2.7  Write definitions for the terms. Thoi gian: 0,25 gio

2.8  Common ratios often seen in financial statements.  Thoi gian: 0,50 gio
2.9  C(lassify part speeches (verbs to nouns and versus.) Thoi gian: 0,25 gio

2.10 Fill the gaps then listen and check answers. Thoi gian: 0,25 gio
2.11 Write an email. Thoi gian: 0,50 gio
2.12 Listen and fill the gaps. Thoi gian: 0,25 gio

Bai tap thuc hanh: Read and translate financial statements into Vietnamese

Listen and answer questions Thoi gian: 2,00 gio
Test 1 Thoi gian: 1,00 gio

Unit 3: Tax accounting

Muc tiéu:

- Str dung duoc nhimng thuit ngi lién quan dén ké todn thué

- Phét 4m chuan va nghe duogc céc tir chuyén nganh vé thué

- Poc, hiéu va dich dugc tai liéu lién quan dén thué

- Nghiém tic, cing hop tic véi gido vién dé hoan thanh bai hoc.

No1 dung:

Starter Thoi gian: 0,50 gio
3.1 Learn vocabulary. Thoi gian: 0,50 gio
3.2 Terms’ definitions. Thoi gian: 0,50 gio
3.3 Organize notes to make presentation. Thoi gian: 0,50 gio
3.4 Listen to dialogues Thoi gian: 0,50 gio
3.5 Match questions with their answers. Thoi gian: 0,50gio
3.6 Complete conversations. Thoi gian: 0,50 gio
3.7 Work with partners. Thoi gian: 0,50 gio
3.8 Match definitions with expressions of tax. Thoi gian: 0,50 gio

10
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3.9 Fill the gaps in sentences.
3.10 Listen and fill the gaps.
3.11 Find the suitable words.
3.12 Word study-soften words.
3.13 Write a report.

3.14 Read comprehension.

Thoi gian:
Thoi gian:
Thoi gian:
Thoi gian:
Thoi gian:
Thoi gian:

0,50 gio
0,50 gio
0,50 gio
0,50 gio
0,50 gio
0,50 gio

Bai tap thuc hanh: Translate the Text about tax accounting into Vietnamese

Listen and fill appropriate terms in the blanks

Unit 4: Auditing

Muc tiéu:

Thoi gian:

- Str dung duoc nhimg thuét ngi lién quan dén Ké toan kiém todn

3,00 gic

- Phét 4m chuan va nghe dugc céc thuat ngir trong nganh ké toan kiém todn

- Poc hiéu va dich duoc tai liéu lién quan dén ké todn ki€m todn.

- Nghiém tic, cing hop tic véi gido vién dé hoan thanh bai hoc.

No1 dung:
Starter

4.1 Decide true/false.
4.2 Vocabulary.
4.3 Match words with their meanings.

4.4 Rearrange sentences in a conversation.

4.5 Practice making a phone call.

4.6 Listen and answer the questions.
4.7 Graphs and descriptions.

4.8 Word study.

4.9 Practice describing a graph or trend.
4.10 Listen and read comprehension.

Bai tap thuc hanh: Reading comprehension

Listening comprehension

Test 2

Thoi gian:
Thoi gian:
Thoi gian:
Thoi gian:
Thoi gian:
Thoi gian:
Thoi gian:
Thoi gian:
Thoi gian:
Thoi gian:
Thoi gian:

Thoi gian:
Thoi gian:

Unit 5: Management accounting

Muc tiéu:

- Str dung duoc cdc thuat ngit lién quan dén ké todn quan tri.

0,25 gio

0,50 gio
0,25 gio
0,50 gio
0,50 gio
0,50 gio
1,00 gio
1,00 gio
0,50 gio
1,00 gio
1,00 gio

3,00 gio
1,00 gio

- Phét am chuan, nghe, doc, hiéu nhing tir chuyén nganh trong ké todn quan tri.

11
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- Nghiém tic, cing hop tic véi gido vién dé hoan thanh bai hoc.

No1 dung:

Starter Thoi gian: 0,25 gio
5.1 Vocabulary (listening.) Thoi gian: 0,25 gio
5.2 Complete the tables Thoi gian: 0,25 gio
5.3 Read the Cash Flow and state true or false. Thoi gian: 1,00 gio
5.4 Match terms with their meanings. Thoi gian: 0,25 gio
5.5 Write a report (group work). Thoi gian: 1,00 gio
5.6 Match sentences with pictures. Thoi gian: 0,25 gio
5.7 Listen and check. Thoi gian: 1,00 gio
5.8 Word usage. Thoi gian: 0,25 gio
5.9 Common phrases used in management accounting. Thoi gian: 0,50 gio
5.10 Practice making conversations. Thoi gian: 1,00 gio
5.11 Read comprehension. Thoi gian: 0,50 gio

Bai tap thuc hanh:Make a statement of Cash Flow

Present the statement of Cash Flow. Thoi gian: 3,00 gio
Test 3 Thoi gian: 1,00 gio

Unit 6: Investment
Muc tiéu:
- Str dung duoc cdc thuat ngir lién quan dén vén dau tu
- Nghe, phét 4m chuan, doc, hiéu va dich duoc cic tir chuyén nganh vé dau tu.

- Nghiém tic, cing hop tic véi gido vién dé hoan thanh bai hoc.

Noi dung:

Starter. Thoi gian: 0,25 gio
6.1 Vocabulary. Thoi gian: 0,50 gio
6.2 Use the words to complete sentences. Thoi gian: 0,50 gio
6.3 Read email and decide true/false. Thoi gian: 0,75 gio
6.4 Listen and match. Thoi gian: 0,50 gio
6.5 Discuss about a cross border investment failed. Thoi gian: 1,00 gio
6.6 Listen and fill the gaps. Thoi gian: 0,50 gio
6.7 Match the parts of a sentence. Thoi gian: 0,50 gio
6.8 Familiarize short presentation on a project. Thoi gian: 1,00 gio
6.9 Word study. Thoi gian: 0,50 gio
6.10 Read comprehension. Thoi gian: 1,00 gio

Bai tap thuc hanh: Prepare a conversation with a medium-sized upon looking for
investment from abroad. Thoi gian: 3,00 gio

12
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Test 4 Thoi gian: 1,00 gio
IV. PIEU KIEN THUC HIEN CHUONG TRINH
- Trang thiét bi giang day:
+ Vat liéu giang day: Phan, bang, but, tip ghi.
+ Thiét bi giang day: mdy cassette, microphone, mdy chiéu.

+ Tai liéu: gido trinh Anh van chuyén nganh ké toan, bang dia, Tir dién Anh-
Viét, tir dién chuyén nghanh (thuat ngir chuyén nghanh)

+ Phong hoc 1y thuyét.

V.PHUONG PHAP VA NOI DUNG PANH GIA:
- Kiém tra céc noi dung sau:

+ Nguyén ly ké todn

+ Béo cdo tai chinh va cdc chi ti€u bdo cdo

+ Ké toan thué.

+ Ké toan kiém todn.

+ Ké todn quan tri.

+ Ké todn dau tu

- Banh gia trong qua trinh hoc: Kiém tra theo hinh thirc : Viét: Dich sang tiéng Viét
lam bai tap vé tir vung lién quan dén bai dich.

- Déanh gia cudi mon hoc: Kiém tra theo hinh thirc: Viét: Dich sang tiéng Viét, 1am bai
tap vé tir vung lién quan dén bai dich

VI. HUONG DAN CHUONG TRINH:

1. Pham vi ap dung chwong trinh: Chuong trinh Anh van chuyén nganh ké todn dugc
st dung dé giang day cho trinh do Cao dang ngh€. Tong thoi gian thyc hién mén hoc la
: 60 gio, gido vién giang céc tict 1y thuyét két hop véi cdc bai tap thuc hanh dan xen.

2. Huémg dn mét sé diém chinh vé phuong phap giang day mén hoc:
- Hinh thttc giang day chinh ctia mon hoc: Ly thuyét trén 16p két hop voi thao luan nhém.

- Gido vién trudc khi giang day can phai cin ct vao ndi dung cia tirng bai hoc chuan
bi day du cac dicu kién thuc hi€n bai hoc d€ dam bao chat luong giang day

- Ngoai viéc giang day 1y thuyét va thyc hanh tai lop, gido vién cén huong dan nguoi
hoc tu hoc thém ¢ nha nhu doc va nghe céc tu liéu lién quan dén van dé da hoc trén 16p
dé bo xung va mo rong von tir vung ciing nhu phét trién k§ nang gido tiép tiéng Anh
chuyén nganh sau nay.

3. Nhirng trong tim chwong trinh can chi y: Nhitng ndi dung di hoc thong qua 4
van dé:

- Vocabulary

- Dialogue

13



English for Accounting

- Reading comprehension
4. Tai liéu cin tham khao:

- English for Accounting written by Evan Frendo & Sean Mahoney — Oxford
University- Parks Road, Oxford OX1 3PW

- English for Finance and Accounting of Hanoi University of Techniques,

- English for Finance and Accounting of Hanoi Ecnomics University.
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UN!TI: INTRODUCTION TO ACCOUNTING (GIOI THIEU NGANH KE
TOAN

Gi6i thi¢u

K¢é todn 1a ngdn ngit ctia kinh doanh. Day 12 hé thong ghi chép, tong hop
va phan tich cdc giao dich tai chinh ctiia mot thyc thé kinh té ctia. Hiéu qua giao
tiép thong tin nay 1a chia khoa cho su thanh cong cua mdi doanh nghiép. Nhing
ngudi dwa vao thong tin tai chinh bao gdbm ngudi st dung ndi bd, chang han nhu
céc nha quan 1y ciia mdt cong ty va nguoi lao dong va ngudi st dung bén ngoai,
ching han nhu ngan hang, nha dau tu, cdc co quan chinh phu, cdc nha phan tich
tai chinh, va céc cong doan lao dong. Nhiitng ngudi st dung phu thudc vao dir li¢u

duoc cung cap bdi cac ke toan dé tra 161 céc loai sau day cta cdc cau hdi:

K¢é toan c6 rat nhiéu nganh nho, nhu: ké todn tai chinh, ké toan ngan hang,
ké todn thué, ké todn kiém todn, ngoai ra con c6 mot sb nganh ké todn lién quan
tryc tiép dén san xuét kinh doanh nhu: ké toan chi phi, gid thanh, ké todn cong ng,
ké toan tién luowngv.v... Chinh vi ban chat va muc do can thiét cia cong viéc ma
ké todn tr¢ thanh mot trong nhimng van dé quan trong trong viéc hach todn, to
chtrc, kiém sodt va lanh dao mot t6 chirc, doanh nghiép kinh doanh va ngay ca nha
nudc va cic td chirc quic té. Trong bai hoc nay nguoi hoc s€ lam quen voi nhing
thuat ngit chi tién coéng viéc ké todn phd bién, tir d6 phat trién giao tiép chuyén
mon mot cach tu tin chinh xac va chuyén nghiép trong méi truong lam viéc quoc

te.
Muc tiéu

Sau khi hoan thanh bai hoc nay nguoi hoc can dat duoc :

- Nim ving cach phat am, y nghia , ngir canh va su dyng cdc thuat ngir lién

quan dén ké todn trong giao tlep, doc tai li¢u va dich thuat;
- Pat duoc kién thirc nhit dinh vé nganh ké t an cling nhu cac ngheé ké tlan;
- Céc nglyén tac trlhg nghé ké t[ an;
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Noi dung
1.1. STARTER

1.1.1. Make a list of all the different types of job you know about in
accounting.

accountant

1.2. Here are some jobs and definitions. ill 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 " or professional examinations
Bookkeepers

Administrative staff responsible or ? of a business’s financial activities
Tax accountant

An accountant ’ in a company’s tax affairs

Back-office manager

Person in charge of the staff responsible or * 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

5

1.3. LISTENING

1.3.1. [AUDIO 2] Michael Rogers, a CPA (Certified Public Accountant) from
the US is meeting Paul Martens, the CO (Chie 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?

1.3.2. [AUDIO 3]Now listen to the meeting. What is the reason or the
meeting?

16



English for Accounting

1.4.

1.5.

1.6.

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

in Mr. moment Martens you with will be a.
have Did you a light nice?

coffee Would some you like?

keep Sorry you to waiting.

come Please in seat take and a.

call finishing He’s just phone a.

to nice you meet It’s.

NN AW -

1.4.1. Now fill in the gaps with a suitable word from the box.

bad e absolutely ¢ very ® know e start © fill  fairly

I. You're

2. Would you like to
your experience?

3. I guess you

right.

by telling me a little about

that I studied economics in

New York.
4. And then I’ll you in on our group.
5. Your C.V.is impressive.
6. But that’s not a thing.
7. We're international here now.

1.4.2. Listen again to the meeting and check your answers.

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.

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

USEUL PHRASES
Meeting people

Hello, Mr/Ms ....I'm ....

It’s nice to meet you.

Offering hospitality
Can I take your coat?

Please come in and take a seat.

- (It’s) Nice to meet you, too.
May I introduce you to ... ?

I’d like to introduce you to

Have you met... ?

Can I get you a cup of coffee/tea?
Would you like something to drink?
-Yes, please. / Yes, that would be great.

- No, thank you. / No, thanks.
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1.7. What do the following abbreviations mean? Check your answers in the article

below.
GAAP « IRS * 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 Principle
(C.AAP)* Some of the basic principles are:

the going concern principle
the prudence principle

the matching principle

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 value, depending on whether the company
chooses to follow local accounting standards. International
Financial Reporting Standards (IFRS)- formerly the International
Accounting Standards (IAS) - or U.S. GAAP. Whether the company
can choose is governed by the laws of the country where it 1s
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 a reconciliation to
domestic GAAP

1.8. 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.
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1.9. The article mentions our basic principles of accounting. Match them to the
definitions below. Then check your answers in the glossary (page 58).

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.

1

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.

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.

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.

1.10. Discuss with your partners and make out the answer for the following
questions

Do you know of any differences in the application o these principles between
countries?

What should a visiting accountant know about the principles in your country?
Make notes, and prepare to brie someone else in the class.
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1.11. Read this email on creative accounting, and then decide i the statements below
are true [v] or false [x]

& T o @ =

Delete Reply Reply all forward Print
Subject: Creative accounting

From: Rupert Greene <r.greene @intep.de>

To: Javier Estrada

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 so
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 is seen by some as one type of creative accounting. (People
have been arguing about it for years, though!) 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 help — give me a call if you have any more questions.
Best wishes
Rupert

TH

Cregtive accounting is sometimes used to try and attract more investors.
Accountants are allowed ﬁome flexibility in the way they present accounts.
- 3 I P 3 I 3 a '.«;1 Bl -
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