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IHEPEIMOBA

[Mocionuk “English for Accountants” mnpu3sHadeHuid At CTYACHTIB HAIPsIMY

071 “O6mik 1 oogaTKyBaHHS .

[TocibHuk BKItOYae y cobi 18 po3maiiiB, 10 OXOIUIIOIOTH IMIMPOKE KOJIO TEM 3
OyXTaJITepCHKOTO OOMIKY: HHUKIM OyXraJaTepchbKoro oOJiKy, OCHOBHa (piHaHCOBa
3BITHICTb, CHCTEMA BUMIPIOBaHHSI Yy OyXTanTepCchbkoMy OOJKY, HampsIMK{
OyXranTepchKoro 001Ky, KopucTyBadi (hiHaHCOBOI 1H(pOpMAITii, OMTOIaTKyBaHHS, BILIUB
npoIieciB miodanizaiii Ha npodecito Oyxranrepa, TOIIO.

TemaTtuka Ta Xapakrtep yuO0BOro marepiaiy, 10 MPEICTABICHUN Yy MOCIOHUKY,
3a0e3meuyoTh  (GOpPMYBaHHS Y CTYICHTIB Npo(eCiOHATHLHOIO CIOBHMKA, BMIHb Ta
HAaBMYOK YHUTAHHS Ta TOBOPIHHS y MeXax Mpo(eciiiHOi TEeMaTHKH, BMIHHS BUIy4YaTH
noTpiOHy 1t poOoTH 1H(OpPMAIlI0, HABHUYOK IMHCHbMOBOTO TMEpEKIaay 3TiTHO 3

MPOrpamor0, CKIaJaHHs aHOTaIlii.

Texkctn migiOpaHi 3 OpUTIHANBHUX Cy4acHUX Jukepen. llepen KoKHUM TEKCTOM
€ aHIVIO-YKPaiHCHKO-POCIMCHKUN CIIOBHUK CHEIialbHUX TepMiHIB. OOCIT JEKCHUKO-
rpaMaTHYHUX BOpaB  3a0esneyye poOOTy B ayIuTopii Ta CaMOCTIHHY poOOTY
ctynentiB. [loCiOHHMK BKIIOUA€ psiJl TpaMaTUYHUX BIIPaB, HAIUICHUX HA MOBTOPEHHS
IIPOTPAMHOTO Marepiay. Takok mMOCIOHMK Mae riocapii OCHOBHHX
OyXranTepchbKUX TEpPMIHIB, CIOBHUK KIIOUOBUX MOHSATH Ta abpeBiatyp. Cxemu Ta
TaOJNUIll MOJETIIYIOTh CHPUUHATTSA JIEKCUYHOTO Marepiany. 3aBIaHHS  IOCIOHHKa

MAarOTh PENPOAYKTUBHUM Ta IPOAYKTUBHUN XapaKTep.



UNIT |
WHAT IS ACCOUNTING?

Grammar: Indefinite Tenses,

Modal verbs

Wordlist
accounting record 0O0JTIKOBHH 3aIUC ydeTHas 3aIUCh
assure 3a0e3nevyBaTu o0ecreynBaTh

available funds

HAsBHI KOIITH

HaJIMIHBIC CPCACTBA

available income

HasIBHUM NPpUOYTOK

peanbHasi NpuObLIb

business decision

JJIOBE PIIIICHHS

ACJI0BOC PCIICHUC

expenditures BUTPATH pacxoibl

interpret MTOSICHIOBATH OOBSCHATH

keep records MIPOBOMTH OOJIIKOBI 3aIMCH | BECTH YYCTHBIC 3aIMCH
owner BJIACHUK BJIAJICIICII

profit npuOyTOK PHUOBLITB, IOXO]T

profit-making
organization

npuOyTKOBa OpraHizallis

NpUObLIbHAS OpraHU3alNs

spend priorities

BHUTpPAYaTH IICPIIOYCPTOBO

pacxoaoBaThb B IIOPAAKE

IICPBOOYCPEAHOCTH
sufficient JIOCTaTHIN JIOCTATOYHBIN
tax OJaTOK Hajor

tax revenue

30MpaHHs TOAATKIB

cOOp HAJIOTOB

transaction

TpaH3aKIIis, OTreparis,
yroja

TpaH3aKIMs, OTIeparus,
clelIKa

I. Read the text and give the definition to the term *accounting’.

Every business manager and owner needs good financial information to make good
business decisions. Orderly records of business financial activities are called
accounting records. Planning, keeping, analyzing and interpreting of financial records
and transactions is called accounting.

Transactions include buying and selling of goods and services, acquiring insurance,
using supplies. Transactions may be recorded by hand or they may be recorded in a
computer system. Of course, the trend today is to use computers since the process is
often repetitive and complex, and computers greatly simplify the task.

After the transactions have been recorded, they are usually classified into groups that
have common characteristics. For example, all purchases are grouped together, as are
all sales transactions. A businessman is thus able to obtain needed information about
purchases, sales, and other transactions that occur over a given period of time. The
methods used to record and summarize accounting data into reports are called an
accounting system. Systems that use computers enable an organization to get
financial reports daily if they so desire. One purpose of accounting is to help
managers to evaluate the financial condition and the operating performance of the firm
so that they may make better decisions. Another is to report financial information
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to people outside the firm such as owners, creditors, suppliers, employees, and the
government (for tax purposes).

Both large and small profit-making organizations use accounting information to make
decisions. Managers and owners use accounting information to decide if the profits are
sufficient. Should selling prices be increased or decreased? How many workers should
be employed? Should different or additional products be sold? Should the size of a
business be increased or decreased? Non-profit organizations, such as churches, social
clubs, and city governments must keep expenditures within available income.
Direction of non-profit organizations must decide on spending priorities to stay within
the funds available'. City government must plan carefully to assure that tax rates are
sufficient to provide adequate tax revenues®. At the same time, city governments keep
financial records to restrict expenditures to priority items.> Thus, non-profit
organizations also need accounting information as the basis for making decisions.

Inaccurate accounting records often contribute to business failure.* Failure to
understand accounting information can result in poor business decisions. Accounting
training helps business owners and managers to avoid business failure.

NOTES

1. to stay within the funds available - ocraBaTscst B pamkax HaJIMIHBIX CPEICTB

2. to provide adequate tax revenues - obecrieuuBaTh COOTBETCTBYIOIIHNE COOPBI
HAJIOTOB

3. to restrict expenditures to priority items - orpaHHYUBATH PacX0/ibl B COOTBETCTBUU C
PUOPUTETHOCTHIO

4. contribute to business failure - npuBoUTH K OAHKPOTCTBY MPEATPHUITHS

I1. Answer the following questions:

. How are orderly records of business” financial activities called?
. What is accounting?

. What is called an accounting system?

. Who uses accounting information?

. What are the purposes of accounting?

. Why do they use this information?

. What can failure to understand accounting information result in?
. What helps managers to avoid business failure?

coO~NO OTS WN —

I11. Find six pairs of opposites.

failure fall
decrease increase
poor non-profit
profit-making success
earn spend

rise rich

Make up your own sentences using these words.



V. Put a word or word combination in the correct place to complete the
following sentences.

financial records, business failure, accounting, information,
keep expenditures, terms, system, transactions

1. Owners use accounting ... to decide if the profits are sufficient.

2. Non-profit organizations must ... within available income.

3. Planning, keeping, analyzing and interpreting ... is called accounting.

4. Accounting training helps business owners to avoid ... .

5. ... 1s often referred as the language of business.

6. A lot of accounting ... are used in all phrases of business.

7. ... include buying and selling of goods and services, acquiring insurance ...,
using supplies.

8. The methods used to record and summarize accounting data into reports are
called an accounting ...

V. Look back at the text and choose the correct words to go together.

to contribute to / in business failure

to result to / in poor business decisions

to use accounting information to / for make decisions

the size of / in a business

to keep expenditures within / throughout available income
to decide on / about spending priorities

to stay within / among the funds available

VI. Read the text without a dictionary and answer the question: “How is
accounting used in everyday life?”

Accounting in everyday life

Wage earners must prepare and submit personal income tax reports. Many states and
cities require that wage earners submit similar tax reports. Everyone must plan ways to
balance expenses with available income. Persons who know basic accounting
principles and concepts are better able to plan and keep adequate personal records.

Some persons use knowledge of accounting as a means of earning a living. Almost all
persons use knowledge of accounting in personal financial activities.

VI1I. Read the text and find out its main idea.

Accounting is often referred to as the language of business. Everyone in business must
be able to use this language. Typists use accounting terms in typing financial
statements and other accounting reports. Sales clerks or general office clerks prepare
basic accounting papers. Secretaries use basic accounting language in taking dictation
and preparing correspondence. These workers do their jobs better if they have some
accounting knowledge and can use accounting terms. Many common accounting terms
are used in all phases of business.



VI11. Check your grammar.
Use the verbs in brackets in the Indefinite Tenses and required voice (Active or
Passive).

1. The accounting field (to have) many opportunities for young persons.

2. One important decision a person (to make) in a lifetime is how to earn a
living.

3. The size of a business (to increase) last year.

4. Accounting language (to use) often in preparing correspondence.

5. Records of business' financial activities (to call) accounting records.

6. Basic accounting papers (to prepare) by sales clerks or general office clerks.

IX. Check your grammar.
Translate into Ukrainian paying attention to the different meanings of the modal
verbs and their equivalents.

1. Business managers need good financial information to make good business
decisions.

2. Secretaries do their jobs better if they can use accounting terms.

3. An owner of a firm has to decide how many workers should be employed.

4. Everyone in business must be able to use accounting language.

5. You may learn basic accounting principles and concepts.

6. Wage earners must prepare personal income tax reports.

X. Using the information from the texts

1. Describe the functions of accounting.
2. Name the main users of accounting information.



accountant

UnNiT Il

OCCUPATIONAL OPPORTUNITIES IN ACCOUNTING

Grammar: the Present Indefinite Tense

Wordlist

KBaTiiKOBaHMM OyXraarep

KBaJTN (DU POBAHHBIH
Ooyxranrep

accounting clerk

paxiBHUK, KOHTOPCHKUMN

CUcTOBOA, KOHTOpCKI/Iﬁ

CITy)OO0BEIIb CITY KAl
bookkeeper Oyxrairep oyxranrep
bookkeeping BEJICHHSI OOJTIKOBHX PETICTPIB | BEJICHUE YUCTHBIX PETHCTPOB
estimate OI[IHIOBATH, OOYMCIIIOBATH OIICHHUBATH, I10JICUNTHIBATH

general office
clerk

KOHTOPCBKUH CITyKOOBEIIb,
CeKpeTap

ciyxamuit oduca, cekperapb

host accounting
system

IICHTpaTi30BaHa CUCTEMA
00Ky

LEHTPAJIM30BaHHAs CUCTEMA
ydera

overlay system

J0JaTKOBa/OBepJIeiiHA CHCTEMA

OBEpJICHHAsl CUCTEMA

record

3amuc, BHOCUTHU

3aM1ch, BHOCUTD

summarize

y3arajibHIOBAaTH

0000maTe

supervise

CIIOCTEpIraTH, 3aBi1yBaTu

HaO0JIr01aTh, 3aBE0BATh

I. Read the text and distinguish between accountants, bookkeepers and
accounting clerks.

The main available accounting jobs can be grouped into major categories. The four
major accounting jobs categories are: accountants, bookkeepers, accounting clerks and
general office clerks.

Persons who plan, summarize, analyze, and interpret accounting information are called
accountants. Persons who do general accounting work plus some summarizing and
analyzing are often called bookkeepers. Persons who record, sort, and file accounting
information are often called accounting clerks. Persons doing general kinds of office
tasks, including some accounting tasks, are called general office clerks.

The US Department of Labor has reported that over 1,800,000 persons are employed
as bookkeeping workers and accountants. In addition, many hundreds of thousands of
general office clerks do some accounting tasks. Many more persons are employed in
areas where some accounting knowledge is needed. Some of these areas include
banking, teaching, finance, automated processing, and management.

A computerized accounting system is mostly used. The system comprises a host
accounting system, an overlay system, a host report system, and an overlay report
system. The host accounting system allows users to store transaction data representing
financial transactions. The overlay system allows users to store overlay adjustment
data representing adjusting journal entries related to the financial transactions. The
host report system allows users to generate host reports based on the transaction
entries. The overlay report system allows users to generate overlay reports based on
the transaction entries and the overlay journal entries.
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Business continues to need accountants, bookkeepers, and accounting clerks.
Add to this some other people employed at a company. (Look at the picture below.)
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I1. Re-read the text to find the answers to these questions.

. What are the four major categories of jobs in accounting?

. What three kinds of things do accountants do?

. How are the persons who record, sort and file accounting information called?

. Persons doing kinds of office tasks are called general office clerks, aren’t they?
. How many persons are employed as bookkeepers and accountants in the USA?
. What are the areas where some accounting knowledge is needed?

. Is the need for accountants and bookkeepers expected to rise in future? Prove it.
. Look at the picture. What are these persons responsible for?

coO~NOOT A WN -

I11. What meaning have the following word combinations in the text?

Available accounting jobs, major categories, to interpret accounting information, to do
general accounting work, to summarize and analyze, to be employed, automated
processing, in spite of the expanded use of office machines.

IVV. Complete each sentences with a word or phrase from the text.

1. Persons who plan, summarize, analyze, and interpret ... are called accountants.
2. Persons who do general accounting work are often called ... .
3. Persons who record, sort, and ... are called accounting clerks.
4. General office clerks do general kinds of ... .
5. Accounting knowledge is needed in such areas as banking, .., .., .. .

6. The need for accountants and bookkeepers is expected to rise in spite of ... .

V. Check your grammar.
Insert the article (g, an, the or @) where it is necessary.

1. Records of ... commercial contracts have been found in ... ruins of Babylon.

2. ... method of ... bookkeeping began with ... development of ... commerce
of... Italy.

3. In ...late 18" and early 19™ centuries, ... Industrial Revolution provided ...
important stimulus to ... accounting and ... bookkeeping.

4. ... rise of ... manufacturing, ... trading and ... shipping made accurate
financial records ... necessity.

5. ... history of ... bookkeeping closely reflects ... history of ... commerce, ...
industry and ... government.

What new facts have you learned about the history of the method of bookkeeping?

V1. Read the text and find out the difference between a public accountant and a
private accountant.
Accountants

Accountants plan accounting systems used by business. Accountants also interpret
financial information and check the accuracy of that information. Accountants often
supervise work of other accounting workers. In medium to large business, accountants
help owners and managers to make financial decisions.

11



Some accountants work as members of accounting firms that sell accounting services
to other businesses. For example, a small grocery store may not need a full-time
accountant. The owner or an employee normally does the day-to-day accounting tasks.
These tasks include recording, summarizing, and basic accounting information. To
plan, summarize, analyze, and interpret information, the owner hires® an accounting
firm. A business selling accounting services to the general public is called a public
accounting firm. Public accounting firms provide a variety of accounting services to
other businesses and individuals. Accounting services may include all accounting tasks
as well as planning an accounting system. Accounting firms may periodically check
the accuracy of a business” records and prepare annual statements® and reports.

Some accountants are employed by a single business. Private accountants' work is
similar to that done by public accounting firms. However, a private accountant works
for only one business.

NOTES

1. full- time — moyHBIH pabouwmii 1eHL

2. hire - sauumars

3. annual statements — rooBeIe OTYETEI

VII. Put these words into the correct order to form the questions. Answer the
resulting questions.

1. accountants, do, What, plan?

2. financial decisions, to, Whom, they, help, make, do?
3. work, How, do, some, accountants?

4. do, the owner or an employee, does, What tasks?

5. the owner, hire, does, an accounting firm, Why?

6. may, What, include, accounting services?

VI11. Which words are missing from the following sentences?

1. Accountants interpret financial information and check ... .

2. Accountants help owners and managers to make ... .

3. The owner or an employee normally does the ... accounting tasks.

4. Public accounting firms provide a variety of ... to other businesses and
individuals.

5. Accounting firms may periodically check the accuracy of a business' records
and prepare annual ... and ... .

6. A private accountant works for ... .

I X. Read the text and explain a bookkeeper’s tasks.

Bookkeepers

A bookkeeper’s tasks include recording, summarizing, and reporting basic accounting
information. In a few businesses, bookkeepers may help owners and managers to
interpret accounting information. Many small or medium businesses employ a public

12



accountant to plan an accounting system. However, a bookkeeper does all the
remaining accounting tasks.

Bookkeepers in small firms may do additional general office work. Many businesses
want bookkeepers with typing and filing skills. These two general office skills are
closely related to the preparation of accounting reports.

X. Read the text and determine accounting tasks to be done by accounting clerks
and general office clerks.

Accounting Clerks

Some businesses have large quantities of day-to-day accounting tasks to be done.
These businesses do not want their highly-trained accountants doing the routine work.
Instead, accounting clerks are responsible for day-to-day accounting tasks.
Accountants are then free to plan and interpret financial information as well as
supervise other accounting workers.

Accounting clerk’s job titles often describe the accounting records on which they
work. For example, an accounting clerk working with payroll records® is sometimes
known as a payroll clerk. Other common job titles include accounts receivable clerk?,
inventory clerk® and vouchers clerk?. These accounting clerks work with a small part
of the total accounting activities. However, accounting clerks who know the total
accounting system understand the importance of the work being done. Also,
knowledge of a total accounting system helps an accounting clerk to earn promotion”
to more responsible positions.

General Office Clerks

Most office workers do some accounting work. A secretary may handle cash
payments® from a small cash fund. A typist may type accounting reports. A salesperson
may prepare sales invoices.

Accounting tasks performed by general office clerks must be done according to basic
accounting concepts and procedures. All persons performing some accounting tasks
need to understand a business basic accounting system. General office clerk with a
knowledge of accounting better understand the importance of the accounting tasks they
do.

NOTES

1. payroll records — mnarexHast BE10OMOCTh

2. accounts receivable clerk - kaccup

3. inventory clerk - kaamoBIuk

4. earn promotion — 3apaboTaTh MPOABIKEHHE O CITykKOe

5. handle cash payments — pacriopsbkaTbcst HATHYHBIME JCHBrAMH

XI. What meaning have the following word combinations in the text?

Large quantities of day-to-day accounting tasks, highly-trained accountants, the
routine work, to be responsible for, to supervise accountant workers, a payroll clerk,
the total accounting system, a small cash fund, basic accounting concepts and
procedures.
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XI1. Match the names of the jobs with their definitions. (More than one variant is
possible).

A B
a) may handle cash payments from a small cash fund.
1. Accountants b) type accounting reports.
c) are responsible for day-today accounting tasks.
2. Bookkeepers d) help owners to interpret accounting information and do

additional general office work.

3. Accounting clerks | e) work with a small part of the total accounting activities.
) plan accounting system used by business.

4. General office g) record and summarize basic accounting information.
clerks h) interpret financial information and check its accuracy.
1) answer the phone and greet visitors.

XI11. The following sentences have mistakes. Correct them.

1. The accounting jobs can be grouped into three major categories: accountants,
bookkeepers and general office clerks.

2. Accounting clerks plan accounting systems used by business.

3. A private accountant may work for a number of businesses.

4. An accounting clerk can’t earn promotion to more responsible positions.

5. It isn’t necessary for general office clerks to understand a business’ basic
accounting system.

XIV. Check your grammar.
Put questions to the words underlined.

1. Many small or medium businesses employ a public accountant to plan an
accounting system.

2._A small store does not-need a full-time accountant.

3. Bookkeepers need to have typing and filing skills.

4. An accountant clerk working with payroll records is known as a payroll clerk.
5. You may obtain an entry-level job as a general office clerk.

6. Accounting clerks are responsible for day-to-day accounting tasks.

14



UNIT HH

BUILDING CAREERS IN ACCOUNTING

Grammar: Present Tenses

Wordlist
be eligible for OyTH BUOpaHUM, BIATIOBITATH OBITh BBIOPAHHBIM,
COOTBETCTBOBATH
beyond 11034, 3a, 3BepX BHE, 34, CBEIIIIC
career Kap’€pa, AISUIbHICTb, YCITIX Kapbepa, padoTa, ycrex
complete 3aKiHYIyBaTH 3aBepIiaTh
designation pHU3HAYCHHS Ha MOCaay Ha3HA4YCHHE Ha JOJDKHOCTH

entry-level job

NEePIIUi CTYIIHB Kap €pH
(HmK4a mocaja)

nepBasi CTyNeHb Kapbepbl
(HU3MIAsT TOKHOCTH)

experience JIOCBIJT OIIBIT

ladder CXOIH JIECTHHUIIA
immediately HETaHO HEMEIJICHHO

obtain OTPUMYBATH, OJICP)KyBaTH 10JIy4aTh

reason npUYHHA IpUYHHA

require BHUMaraTu TpeOOBaTh

rigorous TOYHUH, CYBOPUI TOYHBIN, CTPOTUI
substitute 3MIHIOBATH, 3aMIIIATH 3aMEHSTh, 3aMEIaTh

I. Read the text and arrange accountants' jobs in order of their importance.

The first jobs that individuals get are called entry-level jobs. Persons completing high
schools accounting study may get entry-level jobs as bookkeepers, accounting clerks,
or as general office clerks. Persons with accounting study beyond high school may get
entry-level jobs as bookkeepers or accountants.

The illustration below represents careers in accounting. The bottom step of ladder
represents those office jobs which are not primarily accounting. These jobs do
however include some accounting tasks.

The second career ladder step, accounting clerks, in where most persons with one year
of high schools accounting study may find entry-level jobs. Some individuals with two
years of accounting study can obtain entry-level jobs as bookkeepers, the third career
ladder step. However, persons with both high school accounting study and experience
are preferred when promotions are made.

Persons with college accounting education usually obtain entry-level jobs on the top
career ladder step as accountants.

15



A College degree
Accounting > ceountants in accounting
study in or
addition to Promotion
high school >
Bookkeepers ) or
Promotion
or
One year of > Accounting clerks N ;
high school or wo years
study of . Promotion of high
accounting > scho]?l study
0
General office clerks accounting

Many professional accountants also earn the Certified Public Accountant (CPA)
designation. Each state sets standards that persons must meet to earn the CPA. These
standards usually include passing a rigorous examination and having a specified
amount of accounting experience. In some states, college accounting study can be
substituted for some of the required experience. The CPA designation is important to
professional accountants. The public knows that CPA’s are accounting professionals.
Public accounting firms often require that accounting employees earn a CPA to be
eligible for promotion to top positions. Many businesses also require that top
accounting persons earn the CPA designation.

I1. Answer the questions.

1. How are the first jobs that individuals get called?

2. What kinds of jobs may be obtained by persons with high school accounting
study?

3. What office jobs does the bottom step of ladder represent?

4. What must a person do to earn the Certified Public Accountant designation?

5. Whom do they usually call accounting professionals?

I11. What meaning have the following word combinations in the text?

Entry-level jobs, to complete high school accounting study, beyond high school, the
bottom step of ladder, to obtain entry-level jobs, to earn the Certified Public
Accountant, a specified amount of accounting experience, CPA designation, to be
eligible for promotion to top positions.

IVV. Complete the accounting career chain.

General office
clerks

A\ 4
A\ 4
A 4

Promotion
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V. The following sentences have mistakes. Correct them.

1. Persons completing high school accounting study may get jobs as accountants.

2. The second career ladder step is bookkeepers.

3. There are similar standards that persons must meet to earn the CPA in all
states.

4. The Certified Public Accountant designation isn’t important to professional
accountants.

5. General office clerks are known as accounting professionals.

V1. Find the correct translation of the following sentences.

VII.

1. The purpose of accounting is to provide information about the economic
affairs of an organization.

2. Accounting information is used by the organization's managers, owners,
lenders, employees, governmental bodies, customers.

3. Accounting information helps to plan and control the organization's operations
to determine how much tax the organization must pay.

4. Accounting provides information through the maintenance of files of data,
analysis and interpretation of these data.

1. Byxranrepckas uHGOpMaIUsi UCHOJB3YETCS YHPABIAIOIIMMU OpraHU3aliH,
BIIQ/ICTIBIIAMH, KPEAUTOPAMH, CIIY)KAIllUMH, IPaBUTEIbCTBEHHBIMH OpTaHaMH,
MOTPEOUTEIISIMHU.

2. YderHas nH(OpMaIys MOMOTAeT TUIAHUPOBATh U KOHTPOIUPOBATH JACHCTBHUS
OpraHM3aIliH, OTPEACINTh, CKOJBFKO HAJIOTOB JOJKHA TUIATUTH OPTaHU3aIIHsL.

3. Byxrantepckuii yuer obecmeumBaeT HHQOpPMAIHEH MOCPEACTBOM 3amucei
TaHHBIX, aHAIM3a U OOBACHEHUS ITHX JaHHBIX.

4. Ilenp OyxranTepckoro yudera - odecrneuntb nHhopMalue 00 SJKOHOMHUYECKOM
COCTOSTHMM OpraHU3aliu.

Using the information from the text
1. Name the jobs obtained by persons with higher school accounting study.
2. Describe the process of promotion in accounting.

VIII. TALKING POINTS.

Read the cases for management decision. Express your own opinion on each
case. You may use the following expressions:

In my opinion ...

I am of the same opinion ...
| think ...

| don’t think so ...

I’d like to...

From my point of view ...

| wouldn’t say so ...

I suppose ...

I consider ...

Just the contrary ...
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Case 1. Michael and Vinney, two high school students, are discussing possible careers
they might go into. Michael’s brother graduated from high school last year. His brother
obtained an entry-level job as an accounting clerk. Michael says he is to spend the rest
of his life as an accounting clerk, like his brother. Michael wants a job supervising
other workers. Vinney has the same career objective as Michael. However, he is
planning to study high school accounting. Is the reasoning of Michael or Vinney
better?

Case 2. Arlene is planning her high school course selections. She would like to do
accounting work as a career after she completes high school. For this reason she plans
to take two years of high school accounting study. However, she is not planning to
take any other business courses. Arlene’s parents suggest that she ought to take a
typewriting course. Whose thinking is better in this matter? Explain.

Case 3. Linda Morrison starts a new business. During the first year, Mrs. Morrison
sometimes uses the family car for business purposes. All expenses for operating the
car are paid by and recorded as expenses of the business. These expenses include
license plates, gasoline, oil, tune-up, and new tires. Are Mrs. Morrison’s procedures
acceptable? Explain.

IX. Check your grammar.
Form the adjectives with the help of these suffixes. Translate the resulting
adjectives.

-ic.  economy, base, history, magnet.
-al:  digit, direction, experiment, form.
-able: service, sale, reason, value.

-ible: access, convert, convince.

-ive:  act, elect, direct, effect.

-ful:  gain, use, care, event.

-less: force, job, use, joy.

Make up your own sentences using these words.

X. Check your grammar.
Use the correct verb form.

My friends often (to discuss) possible careers they might go into.

We (to discuss) our future professions now.

Her brother already (to obtain) an entry-level job as an accounting clerk.
All expenses for operating the car usually (to pay) by the company.

Ann (to have) the same career objective as Jane.

He (to record) all the amounts at the end of the week.

She (finish) the college last year.

A new typewriter (to sell) for $600.

LONoakrwWdE
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