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BBEJ[EHUE

[TocoOue cocTaBiaeHO B COOTBETCTBUM C MPOTrPaMMON M3y4EeHHS] MHOCTPAH-
HBIX SI3BIKOB JIJII HESI3BIKOBBIX crieruaibHOCTed By30B — "Language for specific
Purposes" (A3bIk a1t cienuanbHbIX 1eneit). OHO mpeaHa3HaueHo Uil CTYIEHTOB-
skoHOMHUCTOB creranbHocT 080109 (byxranTepckuii yueT u ayaur).

OcHOBHas 11€JTb TTOCOOUS — MTOMOYb CTYJICHTaM OBJIAJICTh TEPMHUHOJIOTUCH U
0a30BBIMH MOHATUSIMH B cepe OyXraaTepcKoro ydyeTa M ayJauTa, a TaKKe MOAro-
TOBUTb UX K CAMOCTOSITEJIbHON paboTe CO CrelraIbHON U HAy4YHOUH JIUTepaTypoi B
MPAKTHKE JIEJIOBOTO U MPOPECCHOHATBHOTO OOLICHHUS.

[Tocobue coctout u3 AByx yacrei. Yacts I cocTout U3 8 ypokoB—TeM, UiIu
pa3ziesioB, OPraHM30BAHHBIX 10 TEMATUUYECKOMY MPUHITUITY, UX CTPYKTypa BKIIIO-
4aeT CIEAYIOLIUE OAPA3IEIIbI:

1. IIpeaTrexcToBBIC yIpaKHEHUS, 1I€JIb KOTOPBIX — paboTa HaJ MPOU3HOIIIE-
HUEM, U3Y4YCHHE OCHOB CIIOBOOOpA30BaHUS, CHCTEMbl CHHOHUMOB M aHTOHHMOB.
Jlekcuka npecraBiieHa Mo YacTsSIM PEUd U MOJJIEKUT aKTUBHOMY YCBOEHHUIO.

2. TekcT A aJisi U3y4arollero YTeHus, T. €. JJIs IOJIHOTO YCBOCHUS COJIepKa-
HUS U SA3BIKOBBIX CITIOCOOOB U CPEJCTB €0 BhIpaKEHHs. TEKCThI HOCAT 00yUaromun
xapaktep. OHU BKIIIOYAIOT OMpPEAENICHUs MOHSATUM, OOBSICHEHUS WX, ONMUCAHUSI U
paccyKIeHus1 OOBSICHUTENBHOIO XapakTepa. [ 1aBHbIM METOIUYECKHI TPUEM — Je-
TaJIbHBIA aHAU3 TEKCTa B ayJUTOPUU C TIPErojiaBaresieM ¢ 00CYKICHUEM OOIINX
MPEAMETHO-TIOHATUMHBIX U S3IKOBBIX MPOOJIEM, BBISIBICHUEM U CHATHEM BO3HHU-
KAIOLIUX TPYIHOCTEH.

3. IlocneTekcToBbIE YNPaKHEHHS], KOTOPhIE BKJIKOYAIOT YIIPAXKHEHUS pa3HO-
ro XapakTepa — Ha yCBOEHHUE JIEKCUKO-TPAaMMATHYECKOTO MaTepraa, Ha IepeBO/I C
AHTJIMHACKOTO SI3bIKa HA PYCCKUM M C PYCCKOIO HA AHIJIMHWCKHANW C YYETOM BO3MOK-
HOM MHO»ECTBEHHOCTH M BapUAaTUBHOCTU MHTEPIIPETALIUMN.

4. JIonnonHUTENbHBIN TEKCT B 711 03HAKOMHUTENBHOIO YTEHHS, OCHOBHA 3a-
nava paboThl HaJ KOTOPHIM — JOCTHYL MOHUMAHUS OCHOBHBIX (DaKTOB, conepka-

HIUXCS B TEKCTE, X 0000111eHue, 00CYyXKIeHUE, KOMMEHTApU U OIICHKA.



Yacts Il — nenoBas koppecnonaenus. Llens qanHoro pasmaena — Gpopmupo-
BaHUE HABBIKOB M YMEHHU MPAKTHUUYECKOTO BIAJCHUS OCHOBAMU JIEJIOBOW MEeperuc-
KU Ha aHTJIMMCKOM SI3BIKE Y CTYJIEHTOB DKOHOMUYECKHUX CTEIUaTbHOCTEH.

Paznen “OcnoBbl AenoBoit nepenucku’ (“Business correspondence™) cocro-
UT U3 CJIEAYIOIINX YaCTeu:

1. Benenue. B naHHOM paszene packpblBae€TCsl CyTh 0a30BbIX MOHATHIA 10
OCHOBAaM JICJIOBOM MEPENUCKHU, TAETCS HECKOJIBKO MPAKTHUYECKUX COBETOB MO pado-
T€ C JIeIOBOM JOKyMEHTAI[UeH, MPUBOJATCS MPUMEPhl OPOPMIICHUS U TEPEUCHb
00s13aTeNIbHBIX COCTABIAIOIIUX (POPMBI JIETOBOTO MUChMA.

2. OcHoBHas 4actb. PaccmarpuBaroTcss HauOosiee pacrpoCTpaHEHHBIE B
chepe nenoBoit nepenucku (HOpMbI TUCEM:

MUChMa-3aMpocChl,

MChMa-0TBETHI Ha 3aMpoc,

MMChMa-3aKa3bl,

peKiaMalliy ¥ IPETeH3UU U OTBETHI HA HUX,

KOHTPAKTHI.

3. Ilpaktuueckas yactb. [IpuBoauTCs psif ynpakHEHUH, HAIIPABICHHBIA HA
3aKperieHne U OTPa0OTKY TEOPETUUYECKUX BOMPOCOB MO OCHOBAM JIEJIOBOM mepe-
TTUCKH.

[TocoOue co3gaHo Ha OCHOBE O0OOIIEHMS OMbITa PAaOOTHI COCTABUTENS B
CTYJACHYECKUX TPyMNIax d3KOHOMHUYECKOTO (hakysbTeTra AMYypPCKOr0 TOCYyJapCTBEH-

HOI'O YHUBCPCHUTCTA.



Part I
Unit [

Pre-text exercises

1. Read the following words:

according, collection, analysis, recording, measurement, relationship, economics, consistent, re-

sources, throughout, fundamental, essentially.

2. Read and translate into Russian the following word- combinations:

financial data, a decision maker, flows of resources, primarily on a practical level, the effects of
exchange transactions, the resources of an entity, purely inflationary effects, a financial state-

ment, a conceptual level, measuring in monetary terms.

3. Define what part of speech these words belong to:

according, economics, financial, various, conceptual, consistent, complex, significantly, meas-

urement, commodity, inflation, procedure.

4. Form nouns from verbs (a); adjectives from nouns (b):

a) to measure; to account; to produce; to report; to comminicate; to collect; to strengthen; to al-
locate; to design; to meet;
b) finance; speciality; information; production; conception; economy; practice; possibility; suc-

cess; variety; environment;

5. Learn the following words and word combinations by heart:

accounting information, scarce productive resources, the collection and processing of financial
data, assets, debts, to provide guidelines for, in general, thus, the focus of economics, resource
inflows and outflows, a fundamental to, to measure and report one’s accomplishments, to un-

dergo critical self-analysis, to thrive in direct proportion to, to meet need.

6. Check the meaning of the following words in the dictionary and make up vour own sen-

tences:
define (v), process (v), data (n), claim (n), commodity (n), consumption (n), entity (n), cope with

(v), exchange (n), transactions (n), environment (n), influence (v), strengthen (v), achieve (v),



face (v),concern (v), allocate (v), primarily (adv), complex (n, adj), relate to (v), ability (n),

sound (adj), efficiency (n), design (v), diverse (adj), measurement (n);

1. Read and translate the following texts:

Text “A”

Accounting’s Definition

Accounting can be defined as the collection and processing, analysis, measurement and
recording of financial data about an organization and the reporting of that information to deci-
sion makers. An accounting system processes data concerning the (a) flows of resources into and
out of an organization, (b) resources (i.e. assets) controlled by the organization, and (c) claims
against those resources (i.e. debts). Notice that the end products of an accounting system are fi-
nancial statements that are prepared for decision makers.

Economics has a special relationship with accounting. Economics is the study of how
people and society choose to employ scarce productive resources that could have alternative uses
to produce various commodities and distribute them for consumption, now or in the future,
among various persons and groups in society. Like economics, accounting has a conceptual
foundation that provides guidelines for the collection, measurement, and communication of fi-
nancial information about an organization. In general, accounting reports how an entity has allo-
cated its scarce resources. Thus, accounting collects, measures, interprets, and reports financial
information on the same activities that are the focus of economics. Economics explains eco-
nomic relationships on a conceptual level, whereas accounting reports the economic relation-
ships primarily on a practical level. However, accounting measurements are as consistent with
economic concepts as is possible. Accounting must cope with the complex and practical prob-
lems of measuring in monetary terms the economic effects of exchange transactions (i.e. re-
source inflows and outflows). These effects relate to the resources held and the claims against
the resources of an entity. It is necessary to stress that the theoretical and practical issues that

arise in the measurement process are discussed from the accounting viewpoint.

Text “B”

Accounting operates in a complex environment

The environment in which accounting operates is affected by such forces as the type of

(a) government (e.g., democracy versus communism), (b)economic system (e.g. free enterprise



versus socialism), (c¢) industry (e.g. technological versus agrarian), (d) organizations within that
society (e.g., labor unions), and (e) regulatory controls (i.e., private sector versus governmental).
Accounting is influenced significantly by the educational level and economic development of the
society.

Fundamental to a dynamic and successful society is the ability of each organization to measure
and report its accomplishments; to undergo critical selfanalysis; and, through sound decisions, to
strengthen itself and grow. Essentially, society, and the various organizations that comprise it,
thrive in direct proportion to the efficiency with which scarce resources of human talent, materi-
als, services, and capital are allocated. To achieve their goals, organizations need information
about how resources are obtained and used. Accounting information is designed to meet this
need.

Accounting is a system that is continuously changing to meet the evolving needs of
society. The environmental characteristics of a society are diverse and complex; therefore
accounting is always facing new challenges. For example, during a period of significant infla-
tion, special accounting concepts and procedures are able to report “real” effects separately from

purely inflationary effects.

Post-text exercises:

1. Fill in the blanks with the right words:

Challenges, characteristics, data, designed, an entity, measurements, relationship, resources, sig-
nificantly.

1. An accounting system processes ... concerning the flows of resources into and out of an or-
ganization, assets and debts.

Economics has a special ... with accounting.

In general, accounting reports how ... has allocated its scarce resources.

However, accounting ... are as consistent with economic concepts as is possible.

These effects relate to the ... of an entity.

S

Accounting is influenced ... by the educational level and economic development of the soci-
ety.

7. Accounting information is ... to meet this need.

8. The environmental ... of a society are diverse and complex; therefore, accounting is always

facing new ... .

2. Find synonyms among the following words:




collection, demand, account, assembly, claim, statement, goods, deal, enterprise, commodities,

transaction, entity, complex, accounting, complicated, bookkeeping.

3. Find antonyms among the following words:

demand, complex, supply, easy, future, inflow, present, possible, outflow, society, impossible,

company.

4. Translate from Russian into English the following word combinations:

byxranrepckuii yuer onpeaensercs Kak, KOHTpOJIUPYEMbIE PeCypChl, Ha IOHATUHHOM YPOBHE, B

JACHCKHOM BBIPAXCHUMU, CITIOCOOHOCTH HU3MEPATh U COO6H_IaTB 0 CBOUX IOOCTHMIXXCHHUAX, HYXKIBI

O6H.I€CTBa, qUCTO I/IH(I)J'IHI_II/IOHHBIG BJIWSAHUA.

N

. True or false statement

i

e

=)

Accounting means the collection and processing of financial data of an organization.
Economics has no special relationship with accounting.

In general, accounting reports how an entity has allocated its scarce resources.

The theoretical and practical issues that arise in the measurement process are discussed from
the economic viewpoint.

The environment in which accounting operates is not affected by any forces.

Accounting is not influenced significantly by the educational level and economic develop-
ment of the society.

Accounting information is designed to meet how resources are obtained and used.

The end products of an accounting system are financial statements that are prepared for deci-

sion makers.

. Translate the following sentences from English into Russian

An accounting system processes data concerning the flows of resources controlled by the or-
ganization and claims against those resources.

In general, accounting reports how an entity has allocated its scarce resources.

Economics explains economic relationships on a conceptual level, whereas accounting re-
ports the economic relationships primarily on a practical level.

Accounting must cope which the complex and practical problems of measuring in monetary

terms the economic effects of exchange transactions.



The environment in which accounting operates is affected by such forces as the type of gov-
ernment, economic system, industry, organizations within that society and regulatory con-

trols.

7. Translate the following sentences from Russian into English

l.
2.

Byxranrepckuii y4eT o3HadaeT cOop U 00paboTKy (PMHAHCOBBIX JAHHBIX OpTraHU3AIIH.
KoHeuHbIMU pe3ybTaTaMHi OyXTaJTepCKON CUCTEMBI SBISIFOTCS (PMHAHCOBBIE OTUYETHI, KOTO-
pbI€ TOTOBATCS IS TEX, KTO BBIHOCUT PEIICHUSI.

DKOHOMHKA UMEET 0COObIe OTHOMIEHHS C OYXTalTepCKUM YIETOM.

Ha Oyxrantepckuii yueT 3HAUUTEIILHO BIUSET 00pa30BaTEeIbHBINA YPOBEHb H SKOHOMUYECKOE
pa3BUTHE CTPAHBI.

Byxrantepckas uHpOpManus NpeaHa3HaYeHa Ui TOTo, YTOObI 3HATh KaK IOJIy4aloT U HC-
HOJIB3YIOT PECYPCHI.

Byxrantepckuii y4er 3T0 cucreMa, KOTOpas TIOCTOSIHHO U3MEHSIETCs, YTOOBI YAOBICTBOPUTH

pacTtyiiue noTpedGHOCTH O0IIeCcTBa.

8. Comprehension and discussion

l.

A T A e B

How can accounting be defined? What is accounting?

What data does accounting system process?

Are financial statements the end products of an accounting system?

Economics has a special relationship with accounting, hasn’t it?

What is economics?

What foundation does accounting have?

Does accounting report the economic relationships on a conceptual or a practical level?
What forces is the environment affected by?

Accounting is influenced significantly by the educational level and economic

development of the society, isn’t it?

10. What is fundamental to a dynamic and successful society?

11. What is the purpose of accounting information?

12. Does accounting play an important role in the activity of any entity?

9. Render the following texts according to the plan

1.

The title (headline) of the text is ... Ha3Banue (3aroyioBok) Tekcra ...

The text is entitled (headlined)... Tekct o3arnasieH...

2.

The author of the text is...ABTOp TekcTa...

10



The text is written by... TekcT HanucaH. ..

The author of the text is not mentioned. ABTOp TeKCTa HE YIIOMSHYT.

3. The text is printed (published) in... Tekct HaneuaTaH (omyOJIMKOBaH) B...

4. The text is about... Tekct 0 ...

The main idea of the text is ... [1aBHas nnes Tekcra ...

The text is devoted to ... TekcT HOCBSIIEH. ..

The author touches upon... ABTop Kacaercs...

The author deals with... ABTop umeer gemno c ...

The author reveals (describes, discloses, lays bare)... ABTOp paccka3biBaeT (OMHCHIBAET, pPa3o-
Oyravaer)...

The author pays (draws) our attention to... ABTop oOparaeT (MpUTATUBAET) Hallle BHUMAHUE Ha

It is important (necessary) to stress (to point out, to underline) that... Baxxuo (Heo06xoaumo)
NOYEPKHYTh, YTO. ..

According to the text ... B cooTBeTCTBUU C TEKCTOM. ..

On the one hand ... C onHO# CTOPOHBL. ..

On the other hand ... C apyroii cTOpOHBHL. ..

5. From my point of view... C Moeli TOUKH 3peHus. ..

To my mind... } mo-moemy

In my opinion...} MHeEHHIO...

As for me... } Uro xacaetcs

As far as [ am concerned...} mens...

In conclusion I should like to say that ... B 3akmtouenun st xoten Obl cKa3aTh,uTo. ..

Summing it up... [loxBons utor...

I find the text important (interesting, informative, necessary, actual, hard for understanding, dull,
worth attention). 51 HaX0Xy TEKCT BaXKHBIM (MHTEPECHBIM, HH(POPMATUBHBIM, HYKHBIM, aKTyaJTh-

HBIM, TPYAHBIM U IOHUMAHUS, CKYYHBIM, 3aCIIYKUBAIOIIUM BHI/IMaHI/Iﬂ).

Conversational phrases

1. Discussion. Opinions

I would like to begin the discussion on the subject by (mentioning)... — MHe ObI XOTEJIOCH Ha-
4aTh 00CYIKIEHUE 3TOrO BOMPOCA C YIIOMUHAHHUS

From the point of view of ... — C To4ku 3peHus

11



It has been pointed out that ... — ObUTO OTMEYEHO, YTO...

I'd like to say ... — MHe ObI XOTEJIOCh CKa3aTh...

I think (suppose, guess, believe, dare say)... — S mymaro(mpeamnonaraio, JOraJblBaloCh, BEPIO,
OCMEJIMBAIOCh CKAa3aTh)

Personally I believe (I feel)... — JInaHO 5 Bepro (4yBCTBYIO)
In my opinion (view)... — ITo-moemy...

As I see it...— Kak s monumaro. ..

My view is that...— Mos To4Ka 3peHus. ..

I don't think I would... — S He mymaro, 94To s cMoOTYy...
There's one more thing to be noted... — EcTh emé nerans, KOTOPYO HY’)KHO OTMETHTb.
Moreover... — bonee Toro...

What's more...? — Yto 6omnee...?

It goes without saying... — Camo co0oii pazymeeTcs. ..

To tell the truth... — ITo mpaBzae rosops...

The fact is... — Jleno B TOM, 4TO...

On the whole... — B nenowm...

As a matter of fact... — [lemo B Tom, 4TO ...

It is interesting to note... — VIHTepeCHO OTMETHTH, UYTO...
I'd like to remark... — MHe ObI XOT€JIOCh OTMETHTb. ..

As aresult — B pesynbrare

No wonder — HeynuBurenabHO

To be more exact — Ecniu ObITh 601€€ TOYHBIM

In addition... — B no6aBox ...

On top of that... — B noBepiienue k 3Tomy...

Talking of... — T'oBopsi0 ...

You may be right, but all the same... — BbI MoxeTe ObITH IpaBbl, HO BCE PABHO. ..
There's nothing like... — Het Huuero...

Absolutely marvelous. — CoBepIieHHO IPEBOCXOJHO.
Generally speaking... — ['oBops B o0mem. ..

It depends. — 3aBHCHUT OT OOCTOSITEITHCTB.

As far as smth is concerned — Uto kacaercs

To begin with... — C Havana...

It is out of the question. — O6 3TOM HE MOXKET ObITh U PEYH.
Apparently — OueBugHO

It is known far and wide... — IIIupoko u3BeCTHO...
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Nevertheless — Tem He MeHee

Frankly speaking — UecTHo roBopsi

What a predicament! — Kakas gocaza!

2. Agreeing

I can't help agreeing with you — He Mory He coriacuthbcsi ¢ BaMu
Just so. Quite so — Touno

I quite agree here — 51 coBepIIEHHO COTIaCeH

Naturally. Certainly. — Koneuno

Exactly. Sure. — Touno. Koneuno.

Definitely. — Onpenenenno.

Most likely. — HaBepnsika.

True enough. — BepHo.

I should think so. — I momken gymarh Tak

Beyond all about. — be3 comHeHnid.

I won't deny it. — 51 e 6yay oTpuIaTh 3TO.

Happy to here that. — CyacTnuB ciplmaTh 3T0.

I fully agree with you. — 51 coBepIeHHO COTJIaceH ¢ BaMH.
I'm afraid I don't agree. — botoch, st He coryiaceH.

I don't think you're right — He aymaro, 4to ThI mipas.

I can't agree with you there. — He mory cornacutbcs ¢ Bamu.
Disagreeing

I see what you mean, but ... — 5 moHEMar0, 4TO BBl HIMEETE B BUIY, HO...
I'm not so sure — Sl He yBepeH

I doubt it — S comHeBarOCh Ha CYET 3TOTO

I disagree with you — fI He cornacen ¢ Bamu

You're wrong. You're mistaken. — Bsl omnbaerech

How can you say such a thing! — Kak BeI Mornm ckaszarh Takoe!
On the contrary! — Hao6oport!

You can't be serious. — Bbl He MOXeTe TOBOPHUTH CEPHE3HO

I object to it. — Bo3paxaro

Surely not. — Koneuno ner

Nothing of the kind (sort) — Huuero mogo6uoro

Just the other way round. — Kak pa3 nao6opor

Certainly not. — Kone4uno Her

Impossible. — HeBo3mosxHO

13



3. Reacting to news

Oh, really! — [lefictButenbHO!

Never thought about it. — Hukoraa ve nyman o6 3Tom.
You don't say so! — IToro He MOXKET OBITH!

Just only fancy! — Tonbko nipencraBsTe cede!

Indeed? — [etictBuTensuo?

Why? Is that so? — Hey»xenu 3To Tak?

I have no idea. — He umeto monsitus.

Looks like that. — [Toxoxe Ha 3T0.

Goodness knows. — bor 3Haer.

Does it strike you as unusual? — Tebe 3T0 kaxkeTcss HEOOBIKHOBEHHBIM ?
I'm surprised. — S yausneH.

I'm shocked. — I moxupoBas.

It's amazing! — 3To yauBuTeasHO!

It's incredible! — 310 HeBeposTHO!

10. Ask vour groupmate to tell about:

a) accounting definition
b) processed data

¢) economics study

11. Ask vour groupmate questions about:

a) forces which affect the environment;
b) significant influence of educational level and economic development of the society_upon ac-
counting;

¢) what purpose accounting information serves.

Read the text quickly to say whether the following statements are true or false

Text “C”
What is accounting?
Accounting contains elements both of science and art. The important thing is that it is not
merely a collection of arithmetical techniques but a set of complex processes depending on and
prepared for people. The human aspect, which many people, especially accountants, forget,

arises because:

14



1. Most accounting reports of any significance depend, to a greater or lesser extent, on
people’s opinions and estimates.

2. Accounting reports are prepared in order to help people make decisions.

3. Accounting reports are based on activities which have been carried out by people.

But what specifically is accounting? It is very difficult to find a pithy definition that is

all-inclusive but we can say that accounting is concerned with: the provision of informa-

tion in financial terms that will help in decisions concerning resource allocation, and the
preparation of reports in financial terms describing the effects of past resource allocation
decisions.

Examples of resource allocation decisions are:

Should an investor buy or sell shares?

Should a bank manager lend money to a firm?

How much tax should a company pay?

Which collective farm should get the extra tractor?

As you can see, accounting is needed in any society requiring resource allocation and its useful-
ness is not confined to “capitalist” or “mixed” economies.

An accountant is concerned with the provision and interpretation of financial informa-
tion. He does not, as an accountant, make decisions. Many accountants do of course get directly
involved in decision making but when they do they are performing a different function.

Accounting is also concerned with reporting on the effects of past decisions. But one
should consider whether this is done for its own sake or whether it is done in order to provide
information which it is hoped will prove helpful in current and future decisions. We contend that
knowledge of the past is relevant only if it can be used to help in making current and future deci-
sions, for we can hope that we shall be able to influence the future by making appropriate deci-
sions but we cannot redo the past. Thus the measurement of past results is a subsidiary role, but
because of the historical development of accounting and, perhaps, because of the limitation of
the present state of the art, “backward looking” accounting sometimes appears to be an end in
itself and not as a means that will help in achieving a more fundamental objective.

I. 1. Accounting contains elements both of science and art.
2. Accounting does not involve a human aspect.
3. It isn’t difficult to find a pithy definition of accounting.
4. Accounting is not needed in any society requiring resource allocation.
5. An accountant is concerned with the provision and interpretation of financial information.

6. Accounting is not concerned with reporting on the effects of past decision.
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7. The measurement of past result is a subsidiary role and it isn’t a means that will help in

achieving a more fundamental objective.

II. 1. What are the main purposes of accounting?
2. Does accounting describe only the past?

3. What is the role of the measurement of the past?

Unit I1

Accounting equation

Pre-text exercises

1. Read the following words:

accounting, equation, transactions, associate, book-keeping, alternatives, knowledge, investor,

statement, relationships, commitments, data

2. Read and translate into Russian the following word combinations:

the language of business, accounting terms, the actual record-making phase, to need accounting
knowledge, to meet its commitments, accounting equation, to supply assets the equality of assets,

total capital and liabilities, to make loans to smb.

3.Define what part of speech these words belong to:

business, transaction, manager, investor, accounting, interpretation, management, financial, ac-

cordingly, accountant, equation.

4. Form nouns from verbs (a); adjectives from nouns (b):

a) to account, to manage, to transact, to creat, to select, to understand, to own, to meet, to state,
to express;

b) difference, actuality, finance, variety, equality, act, truth, benefit, liability.

5. Learn the following words and word combinations by heart:

accounting, the language of business, to describe the transactions, accountant, book-keeping, to
aid the management to do smth, to need accounting knowledge, to understand financial state-
ments, to operate at a profit, to meet its commitments, owing to lack of funds, accounting data,

assets, liabilities.
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6. Check the meaning of the following words in the dictionary and make up vour own sen-

tences:
term (n), associate (v), decision (n), relationship (n), financial (adj), experience(n)
issue (n ,v), adjust (v), according (adj), deal (n, v), equal (adj), customer (n),

capital (n, adj), loan (n), equity (n);

Read and translate the following text:

Text “A”
Accounting equation

Accounting is often said to be the language of business. It is used in the business world to
describe the transactions entered into by all kinds of organisations. Accounting terms and ideas
are therefore used by people associated with business, whether they are managers, owners, inves-
tors, bankers, lawyers, or accountants. As it is the language of business there are words and
terms that mean one thing in accounting, but whose meaning is completely different in ordinary
language usage.

The actual record-making phase of accounting is usually called book-keeping. However,
accounting extends far beyond the actual making of records. Accounting is concerned with the
use to which these records are put, their analysis and interpretation. An accountant should be
concerned with more than the record-making phase. In particular he should be interested in the
relationship between the financial results and the events which have created them. He should be
studying the various alternatives open to the business, and be using his accounting experience in
order to aid the management to select the best plan of action for the business. The owners and
managers of a business will need some accounting knowledge in order that they may understand
what the accountant is telling them. Investors and others will need accounting knowledge in or-
der that they may read and understand the financial statements issued by the business, and adjust
their relationships with the business accordingly.

Probably there are two main questions that the managers or owners of a business want to
know: first, whether or not the business is operating at a profit; second, they will want to know
whether or not the business will be able to meet its commitments as they fall due, and so not
have to close down owing to lack of funds. Both of these questions should be answered by the
use of the accounting data of the firm.

The whole of financial accounting is based on the accounting equation. This can be stated
to be that for a firm to operate it needs resources, and that these resources have had to be sup-

plied to the firm by someone. The resources possessed by the firm are known as Assets, and ob-
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viously some of these resources will have been supplied by the owner of the business. The total
amount supplied by him is known as Capital. If in fact he was the only one who had supplied the
assets then the following equation would hold true:
Assets = Capital
On the other hand, some of the assets will normally have been provided by someone other than
the owner. The indebtedness of the firm for these resources is known as Liabilities. The equation
can now be expressed as:
Assets = Capital + Liabilities
It can be seen that the two sides of the equation will have the same totals. This is because we are
dealing with the same thing from two different points of view. It is:
Resources: What they are = Resources: Who supplied them

(Assets) (Capital + Liabilities)

It is a fact that the totals of each side will always equal one another, and that this will al-
ways be true no matter how many transactions are entered into. The actual assets, capital and li-
abilities may change, but the equality of assets with that of the total of capital and liabilities will
always hold true.

Assets consist of property of all kinds, such as buildings, machinery, stocks of goods,
motor vehicles, also benefits such as debts owing by customers and the amount of money in the
bank account.

Liabilities consist of money owing for goods supplied to the firm, and for expenses also
for loans made to the firm.

Capital is often called the owner equity or net worth.

Post-text exercises:

1. Fill in the blanks with the right words:

book-keeping, relationship, the language of business, financial statements, at a profit, amount,

accounting knowledge, resources, equality of assets, liabilities.

1. Accounting is often said to be ...
2. The actual record-making phase of accounting is usually called ...
3. In particular he should be interested in ...between the financial results and the events which

have created them.
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4. The owners and managers of a business will need some ... ... in order that they may under-
stand what the accountant is telling them.

5. Investors and others will need accounting knowledge in order that they may read and under-
stand ... ... issued by the business.

6. The managers of a business want to know whether or not the business is operating at ... .

7. The ... possessed by the firm are known as Assets.

8. The total ... supplied by him is known as Capital.

9. The actual assets, capital and liabilities may change, but ... with that of the total of capital and

... will always hold true.

2. Find synonyvms among the following words:

deal, accountant, accounting, transactions, help, book-keeper, number,
book-keeping, amount, demand, according to, next, in accordance with, following, whole, ex-

penditures, all, expenses, claim, aid.

3. Find antonyms among the following words:

sell, increase, profit, decrease, loss, buy, perfect, value, divide, slowly, split, rapidly, cost, imper-

fect, complicated, simple.

4. Translate from Russian into English the following word combinations:

S3bIK OM3HEca, OyXrajaTepckue TepMHUHBI, (PMHAHCOBBIE OTYETHI, padOTaTh C MPUOBLIbIO, OyXTraj-
TEpCKHE JaHHbIE (PUPMBI, 3aI0JDKEHHOCTh (DUPMBI, aKTHUBBI COCTOSIT M3, YACTHIN KaIUTall, METOX
BEJICHUS 3amucei, OaJaHCOBBIN OTYET, OCHOBBI OYXTaJITEPCKOTO ypaBHEHHUs, TPeOOBaHMS Bia-

JeNbIEB OM3HECA.

5. True or false statement

1. Accounting is often said to be the language of business.

. The actual record-making phase of accounting is usually called book-keeping.

. Accounting is not concerned with the use of records, their analysis and interpretation.
. The owners and managers of a business won’t need some accounting knowledge.

. The whole of financial accounting is based on the accounting equation.

. The total amounts supplied by the owner of the business is known as Capital.

. The equality of assets with that of the total of capital and liabilities will always be different.

o N N B W

. Capital is often called the owner equity or net worth.
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6. Translate the following sentences from English into Russian

1. Accounting terms and ideas are therefore used by people associated will business.

2. However, accounting extends far beyond the actual making of records.

3. An accountant should be interested in the relationship between the financial results and the
events which have created them.

4. Probably there are two main questions that the managers or owners of a business want to
know.

5. Some of the assets will normally have been provided by someone other than the owner.

7. Translate the following sentences from Russian into English in written form

1. bByxrantepckuii yueT 4acTo Ha3bIBaIOT S3bIKOM OM3HECA.

2. CyIIecTBYIOT CIIOBa M TEPMHUHBI, KOTOPHIE 03HAYAIOT OJIHO TIOHATHE B OyXTalTEPCKOM y4eTe U
COBEPUICHHO JAPYTO€ B IOBCETHEBHOM S3BIKE.

3. Byxrantep OJDKEH MCTIOIB30BaTh CBOM OMBIT, YTOOBI TOMOYbL PYKOBOJICTBY BHIOpATh JTyUITUNA
[UIaH OEeUCTBUN i1 OU3Heca.

4. Bnanenen 6u3Heca X0UeT 3HaTh OYAET JIM €ro OU3HEC MPUHOCUTH PUOBLID.

5. Pecypcel, koTopeiMu 0071a/1aeT (hUpMa, U3BECTHBI KaK aKTHUBHI.

6. O0111ee KOJIMYECTBO CPENICTB, IPEIOCTABICHHOE BIaAEIbIEM, U3BECTHO KaK KamUTall.

7. AKTUBBI COCTOSIT U3 COOCTBEHHOCTH BCEX BHJIOB, TAKUX KaK 3/IaHUS, TEXHUKA, 3allachkl TOBa-

POB, TPAHCIIOPT U ACHBI'K HA 0AHKOBCKOM CYETE.

8. Comprehension and discussion

1. How is accounting often said?

2. Where is accounting used?

3. There are words and terms that mean one thing in accounting, but whose meaning is com-
pletely different in ordinary language usage, aren’t they?

4. What is the actual record-making phase of accounting usually called?

5. What is accounting concerned with?

6. Should an accountant be interested in the relationship between the financial results and the
events which have created them?

7. Why will the owners and managers of a business need accounting knowledge?

8. What is the whole of financial accounting based on?

9. Do assets consist of property of all kinds or only money in the bank account?

10. What do liabilities consist of?
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9. Speak on accounting and its role in conducting of a business

Unit III

Fundamental Concepts of Accounting

Pre-text exercises

1. Read the following words:

the objective of accounting, to satisfy this objective, relevance and reliability, verifiable, a busi-
ness entity, comparability, assumption, the scope of accounting, expectations, accounting infor-
mation

2. Read and translate into Russian the following word combinations:

the primary objective of accounting, a secondary qualitative characteristic, the business envi-
ronment, personal transactions, a business entity, the going-concern assumption, the national

monetary unit.

3. Define what part of speech these words belong to:

decision, reliability, unbiased, verifiable, important, primarily, individual, periodic, addition,

customer, accounting, currency.

4. Form nouns from verbs (a); adjectives from nouns (b):

a) to provide; to satisfy; to decide; to compare; to reflect; to limit; to own; to consider; to organ-
ize; to state; to inform;

b) object; accuracy; second; separation; person; value; nation; period; base; fullness.

5. Learn the following words and word combinations by heart:

relevance, reliability, comparability, assumptions of accounting, the money measurement con-
cept, a set of accounting figures, to bring into of accounting, the dual aspect concept, the realiza-
tion concept, the cost concept, the accruals concept, materiality, prudence, consistency, the sta-

bility of currency.

6. Check the meaning of the following words in the dictionary and make up vour own sen-

tences:
primary (adj), satisfy (v), relevance (n), reliability (n), information (n), accurate (adj), primarily
(adj), reflect (v), account (v), objective (n), deficiency (n), profit (n,v), payment (n), material

(n,adj), assets (n);
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Read and translate the following text

Text

The primary objective of accounting is to provide information that helps users to make
better decisions. To satisfy this objective, accounting information must have the primary qualita-
tive characteristics of relevance and reliability. Relevance means that information must be capa-
ble of influencing decisions. Reliability means that information must be accurate, unbiased and
verifiable.

Also, accounting information must have a secondary qualitative characteristic called
comparability. This means that users should be able to compare the current information of a
business entity with current information about other businesses and with information from prior
time periods. Comparability is a secondary characteristic because it is not as important as rele-
vance and reliability.

Assumptions of Accounting

The four assumptions are primarily based on the business environment in which account-
ing operates. They reflect the scope of accounting and the expectations that set certain limits on
the way accounting information is reported.

Separate-Entity Assumption

Each business must be accounted for as an individual organization, separate and apart from its
owners, all other persons, and other entities. The personal transactions of the owners are not con-
sidered as transactions of the business. A business entity may be a sole proprietorship, partner-
ship, or corporation; but in all cases, it will be accounted for as a separate entity.

Continuity Assumption

For accounting purposes, a business is assumed to have an indefinite life. This assumption is
sometimes called the going-concern assumption because accounting assumes that a business will
continue to follow its objectives indefinitely. This assumption means that assets can be reported
on the balance sheet in terms of their cost instead of the value they would bring if the company
were liquidated.

Unit-of-Measure Assumption

Each entity, will account for and report its financial results primarily in terms of the national
monetary unit. Therefore, the financial statements of companies in Russia must use the ruble.
This assumption implies that the monetary unit is a stable measuring unit, without a changing

value. In recent years, this assumption has been questioned as the result of inflation.
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Time-Period Assumption

The time-period assumption recognizes that decision-makers require periodic information about
the financial condition of a business. The accounting period does not have to conform to the cal-
endar year, and most businesses issue quarterly financial statements (covering a three-month pe-
riod) in addition to the annual statements.

Basic concepts

The cost concept

It means that assets are normally shown at cost price, and that is the basis for assessing the future
usage of the asset. It also states that the cash equivalent cost should be used for recognizing (i.e.,
recording) all financial statement elements (assets, liabilities, owners’ equity, revenue, expenses,
gains and losses).

The money measurement concept

Accounting is only concerned with those facts that can be measured in monetary terms with a
fair degree of objectivity. This means that accounting can never show the whole of the informa-
tion needed to give you a full picture of the state of the business or how well it is being con-
ducted. Accounting does not record that the firm has a good or a bad management team.

This means quite simply that just looking at a set of accounting figures does not tell you all that
you would like to know about a business.

The realization concept

In accounting profit is normally regarded as being earned at the time when the goods or services
are passed to the customer and he incurs liability for them, i. e. this is the point at which the
profit is treated as being realised. It can mean that profit is brought into account in one period,
and it is found to have been incorrectly taken as such when the goods are returned in a later pe-
riod because of some deficiency. Also the services can turn out to be subject to an allowance be-
ing given in a later period owing to poor performance. If the allowances or returns can be rea-
sonably estimated an adjustment may be made to the calculated profit when they passed to the
customer.

The dual aspect concept

This states that there are two aspects of accounting, one represented by the assets of the business
and the other by the claims against them. The concept states that these two aspects are always
equal to each other.

In other words:

Assets = Liability + Capital
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Double entry is the name given to the method of recording the transaction so that the dual aspect
concept is upheld.

The accruals concept

The fact that net profit is said to be the difference between revenues and expenses rather than
between cash receipts and expenditure is known as the accruals concept. A great deal of attention
is therefore paid to “matching” expenses against revenues.

This concept is particularly misunderstood by people not well versed in accounting. To
many of them, actual payment of an item in a period is taken as being matched against the reve-
nue of the period when the net profit is calculated. The fact expenses consist of the assets used
up in a particular period in obtaining the revenues of that period and that cash paid in a period
and expenses of a period are usually different.

Other important concepts

Materiality

Accounting does not serve a useful purpose if the effort of recording a transaction in a certain
way is not worthwhile. Thus if a box of paper-clips was bought it would be used up over a period
of time, and this cost is used up every time someone uses a paper-clip. It is possible to record this
as an expense every time it happens, but obviously the price of a box of paper-clips is so little
that it is not worth recording it in this fashion.

The box of paper-clips is not a material item, and therefore would be charged as an ex-
pense in the period it was bought, irrespective of the fact that it could last for more than one ac-

counting period. In other words do not waste your time in the elaborate recording of trivial items.

Firms fix all sorts of arbitrary rules t determine what is material and what is not. There is
no law that lays down what these should be, the decision as to what is material and what is not is
dependent upon judgment. A firm may well decide that all items under 100 roubles should be
treated as expenses in the period which they were bought even though they may well be in use in
the firm for the following ten years. Another firm, especially a large one may fix the limit of
1.000 roubles. Different limits may be set for different types of item. It can be that the size and

the type of firm will affect the decisions as to which items are material.

Prudence

Very often an accountant has to make a choice as to which figure he will take for a given
item. The prudence concept means that normally he will take the figure which will understate
rather than overstate the profit. Alternatively, this could be expressed as choosing the figure

which will cause the capital of the firm to be shown at a lower amount rather that at a higher one.
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This could also be said to be to make sure that all losses are recorded in the books, but that prof-
its should not be anticipated by recording them prematurely.

It was probably this concept that led to accountants being portrayed as being rather mis-
erable by nature; they were used to favouring looking on the black side of things and ignoring
the bright one.

However, the concept has seen considerable changes in the last few decades, and there
has been a shift along the scale away from the gloomy view and more towards the desire to paint
a brighter picture when it is warranted.

The use of the term “prudence” for this concept started in the 1970s. Prior to that it had
always been known as “conservatism”, and this latter term will still be found in quite a lot of lit-
erature concerning accounting.

Consistency

The concepts already listed are so broad that in fact there are many different ways in
which item may be recorded in the accounts. Each firm should, within these limits, select the
method which give the most equitable picture of the activities of the business. However, this
cannot be done if one method is used in one year and another method in the next year and so on.
Constantly changing the methods would lead to a distortion of the profits calculated from the ac-
counting records. Therefore the concept of consistency comes into play. This concept is that
when a firm has once fixed a method of the accounting treatment of an item it will enter all simi-
lar items that follow in exactly the same way.

However, it does not bind the firm to follow the method untill the firm closes down. A
firm can change the method used, but such a change is not affected without the deepest consid-
eration. When such a change occurs and the profits calculated in that year are affected by a mate-
rial amount, then either in the profit and account itself or in one of the reports accompanying it,
the effect of the change should be stated.

The assumption of the stability of currency

One does not have to be very old to remember that a few years ago many goods could be
bought with less money than today. If one listens to one’s parents or grandparents then many sto-
ries will be heard of how little this item or the other could be bought for some years ago. The
currencies of the countries of the world are not stable in terms of what each unit of currency can
buy over the years.

Accounting, however, uses the cost concept, this stating that the asset is normally shown
at its cost price. This means that accounting statements will be distorted because assets will be
bought at different points in time at the price then ruling, and the figures totalled up to show the

value of the assets in cost terms. For instance, suppose that you bought a building 20 years ago
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for 20.000 roubles. You now decide to buy an identical additional building, but the price has now
risen to 200.000 roubles. You buy it and the buildings account now shows buildings at a figure
0f 220.000 roubles. One building is measured cost-wise in terms of the currency of 20 years ago,
while the other is taken at today’s currency value. The figure of a total of 220.000 roubles is his-
torically correct, but other that, the total figure cannot be said to be particularly valid for any
other use.

This means that to make a correct assessment of accounting statements one must bear in
mind the distorting effects of changing price levels upon the accounting entries as recorded.

There are techniques of adjusting accounts so as to try and eliminate these distortions.

Post-text exercises:

1. Fill in the blanks with the rigcht words:

information, a secondary, characteristic, objective, period, purposes, statements, versed, assump-
tion, a transaction, accounting, misunderstood.
1. The primary ... of accounting is to provide... that helps users to make better decisions.

. Comparability is ... ... because it is not as important as relevance and reliability.

. The four ... are primarily based on the business environment in which ... operates.

. For accounting ... a business is assumed to have an indefinite life.

. The accounting ... does not have to conform to the calendar year.

2
3
4
5. Therefore, the financial ... of companies in Russia must use the rouble.
6
7. This concept is particularly ... by people not well ... in accounting.

8

. Accounting does not serve a useful purpose if the effort of recording ... in a certain way is not

worth while.

2. Find synonvms among the following words:

objective, characteristic, goal, comparison, feature, trust, comparability, reliance, stable, primar-

ily, durable, principally, dual, income, client, revenue, customer, double.

3. Find antonyms among the following words:

important, personal, profit, correctly, deficiency, for, always, possible, waste, impersonal, losses,

incorrectly, unimportant, against, excess, never, impossible, save.

4. Translate from Russian into English the following word combinations:

TJ1aBHas 1OCJIb 6yxyqua, TCKy1Ias I/IH(i)OpMaIII/ISI O MIpCArnpudaTru, JIUYHBIC CACIIKH, NCHCKHAA

cAnHuIA, KaJ'IeHI[apHHﬁ ToJ, NPpUHOUIIBI JCHCKHOI'O BBIPAXCHUA, PACXO0[bl, UTOI'OBBIC CUCTA,
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HpHHHHHﬁHBOﬁCTBeHHOCTH,HOXOHLL CTaOMJILHOCTD BAJIIOTHI, IPUHIOMUII ITIOCTOSAHCTBA, OCMOTpPHU-

TCIBbHOCTD.

5. True or false statement

1. The primary objective of accounting is to provide information that helps users to make better
decisions.

2. The personal transactions of the owners are considered as transactions of the business.

3. Accounting does not record that the firm has a good or a bad management team.

4. The dual aspect concept states that these two aspects are not equal to each other.

5. The use of term “prudence” for this concept started in the 1990s.

6. Trading and Profit and Loss Accounts are not multi-purpose documents.

7. Accounting is only concerned with those facts that can be measured in monetary term with a
fair degree of objectivity.

8. The prudence concept means that normally an accountant will take the figure which will un-

derstate rather than overstate the profit.

6. Translate the following sentences from English into Russian

1. Reliability means that information must be accurate, unbiased and verifiable.

2. Comparability is a secondary characteristic because it is not as important as relevance and re-
liability.

3. The four assumptions are primarily based on the business environment in which accounting
operates.

4. For accounting purposes, a business is assumed to have an indefinite life.

5. Each entity will account for and report its financial results primarily in terms of the national
monetary unit.

6. The cost concept means that assets are normally shown at cost price.

7. Translate the following sentences from Russian into English

1. Cuera TOproBiy, NPUOBLIN U YOBITKOB SBJISIFOTCSI MHOTOIIETICBBIMU JIOKYMEHTAMHU.

2. Texkyuryto nH(OPMALIMIO OJHOTO MPEANPHUATHS MOXKHO CPaBHUTH C TeKylled nHpopmanuen
JPyTOro MpeanpusTHsL.

3. buzHec MoxeT OBITh MPEACTABICH B BUJE YaCTHONW COOCTBEHHOCTH, MAPTHEPCTBA UM KOPIO-
pauuu.

4. ®UHAHCOBBIE OTYETH KOMITAHUH B PoccHy HOIKHBI OBITH B pPyOJIEBOM BBIPAKEHUH.

5. N3BecTHO, 4TO YMCTast MPUOBLIH ATO PA3HHUIIA MEXTY JOXOIaMH U PACXOIaMHU.
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6. Kaxxgast ¢pupma mommkHa BBIOpPATh METOJBI, KOTOPBIE JAIOT CaMyIO CIIPABEUIMBYIO KapTHHY

NEeATEILHOCTH Ou3Heca.

8. Comprehension and discussion

1. What is the primary objective of accounting?

. Reliability means that information must be accurate, unbiased and verifiable, doesn’t it?
. What does unit-of-measure assumption imply?

. Can the money measurement concept show the whole picture of needed information?

. Are two aspects of accounting always equal to each other?

. What is double entry?

. Has the prudence concept seen considerable changes in the last few decades?

00 N N B W

. Why should each firm select its own methods?

9. Render the following text according to the plan in Unit I

10. Ask vour groupmate to tell about:

a) the objective of accounting;
b) assumptions of accounting;

¢) basic concepts.

Ask vour groupmate questions about:

a) information which must be accurate, unbiased and verifiable;
b) other important concepts which exist in accounting;

¢) the role which these concepts play in accounting.

Unit IV

The Basic Structure of Accounting Records

Pre-text exercises

1. Read the following words:

sufficient, book-keeping, records, ledger, entry, account, efficient, purpose, customer, supplier,

purchase, cash, inwards, outwards, overloaded, transaction, expenses, income.

2. Read and translate into Russian the following word- combinations:
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book-keeping records, to solve in several ways, to divide the ledger into books, the Sales
Ledger, the Purchases Ledger, Cash Book, General/Nominal Ledger overloaded, return inwards,
credit transactions, the customer’s personal account, the supplier’s account, return outwards, at
regular intervals.

3. Define what part of speech these words belong to:

sufficient, ledger, several, simply, function, specific, alternative, between, charge, account, split,

transaction, exactly, total, regular.

4. Form nouns from verbs (a); adjectives from nouns (b):

a) to write; to need; to account; to receive; to contain; to divide; to concern; to purchase; to trans-
fer; to enter; to list; to discuss; to use;
b) sufficiency; simplicity; difficulty; speciality; specification; person; exactness; difference;

nomination; function; regularity; total; credit.

5. Learn the following words and word combinations by heart:

to write the book-keeping records in a book; the amount of book-keeping entries; a ledger; a cus-
tomer’s personal account; a supplier’s personal account; the Purchases Ledger; the Bought
Ledger; Cash Book; General Ledger; Nominal Ledger; the system of double entry; to have
charge of smth; Sales Accounts; Purchases Accounts; Returns Inwards and Returns Outwards
Accounts; the Sales Journal; the Purchases Journal; the Returns Inwards Journal; the Returns

Outwards Journal; to be listed in the Journal.

6. Check the meaning of the following words in the dictionary :

smallest (adj.); possibly (adj.); limitation (n.); purpose (n.); call (v;n.); cheque (n.); split (v;n.);
cash (n;v.); pay (n;v.); overload (v.); total (n;adj.);mean (v;adg;n.); list (n;v.); transfer (n;v.);

credit (n;v.); debit (n;v.); usually (adv.);

1. Read and translate the following text

Text

With the very smallest type of organisation, it would possibly be sufficient to have the
book-keeping records written in just one book. It is called the ledger. As the organisation grew
the amount of book-keeping entries needed would outgrow the limitations of the use of one

ledger only. This problem could be solved in several ways. One method would be to have more
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than one ledger, but the accounts contained in each ledger would be chosen simply by chance.
There would be no set method for deciding which account should go into which ledger. This
would not be very efficient, as it would be difficult to remember which accounts were in each
ledger.

Another method would be to divide the ledger into different books and each book would
be for a specific purpose or function. The functions could be:

1. One book just for customers’ personal accounts. It is called the Sales Ledger.

2. Another book just for suppliers’ personal accounts. It is called the Purchases Ledger or Bought
Ledger.

3. A book concerned with the receiving and paying out of money both by cash and cheque is
called a Cash Book.

4. The remaining accounts would be contained in a ledger which is called a General Ledger, an
alternative name being a Nominal Ledger.

These ledgers all contain accounts and are part of double entry.

If more than one person becomes involved in book- keeping, the fact that the ledger has
been divided into different books would make their job easier. The book-keeping to be done
would be split between the people concerned, each book- keeper having charge of one or more
books.

The General Ledger would be used quite a lot, because it would contain the sales ac-
counts, purchases accounts, returns inwards and returns outwards accounts, as well as all the
other accounts for assets, expenses, income, etc. When the General Ledger becomes overloaded,
we could deal with this problem by taking a lot of the detailed work out of it. Most entries in it
would have been credit sales, credit purchases and returns inwards and returns outwards. We can
therefore start four new books, for credit transactions only. One book will be for credit sales (the
Sales Journal), one for credit purchases (the Purchases Journal) and one each for Returns In-
wards (the Returns Inwards Journal) and Returns Outwards (the Returns Outwards Journal).

When a credit sale is made it will be entered in the customer’s personal account in the
Sales Ledger exactly the same way as before. However, instead of entering the sale in the sales
account in the Ledger, we would enter it in the Sales Journal. At regular intervals, usually once a
month, the total of the Sales Journal would be transferred to the credit of the Sales Account in
the General Ledger.

What this means is that even if there were 1.000 credit sales in the month, only one entry,
the total of the Sales Journal, would need entering in General Ledger. This saves the General

Ledger from being overloaded with detail.
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Similarly credit purchases are entered in the suppliers’ account and listed in a Purchases
Journal. The total is then entered at regular intervals in the debit side of the Purchases Account.

Returns inwards accounts entered in the customer’s personal accounts are listed in the
Returns Inwards Journal. The total is then transferred to the debit of the Returns Inwards Ac-
count. Returns outwards accounts are entered in the supplier’s personal accounts and are listed in

the Returns Outwards Journal. The total is then transferred to the credit of the Returns Outwards

Account.
Sales Ledger
Purchases Ledger All contain accounts
Cash Book and are therefore part of
General Ledger the double entry sys-
Sales Journal tems
Mere listing devices save the
Purchases Journal .
\ accounts in the General

Returns Inwards Journal Ledger from unnecessary de-
Returns Outwards Journal tail.

Y,

Post-text exercises

1. Fill in the gaps with the missing words:

the debit side, the General Ledger, the total, intervals, deal with, overloaded, different, involved,

simply, ledger, solved, the book- keeping records.

1. With the very smallest type of organization, it would possibly be sufficient to have... written
in just one book.

2. This problem could be ... in several ways.

3. One method would be to have more than one ... but the accounts contained in each ledger
would be chosen ... by chance.

4. If more than one person becomes ... in book- keeping, the fact that the ledger has been di-
vided into ... books would make their job easier.

5. When the General Ledger becomes ... we could ... ... this problem by taking a lot of the de-
tailed work out of it.

6. At regular ... usually once a month ... of the Sales Journal would be transferred to the credit
of the Sales Account in the General Ledger.

7. This saves ... ... from being overloaded with detail.

8. The total is then entered at regular intervals in ... ... of the Purchases Account.
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2. Find synonyms among the following words:

amount, account, remain, quantity, goal, general, report, total, client, decide, stay, aim, common,

full, objective, customer, purpose, report.

3. Find antonyms among the following words:

difficult, purchase, complicated, stay, simple, inward, unnecessary, remember, leave, save,

spend, irregular, save, easy, forget, outward, necessary, regular.

4. Translate from Russian into English the following word combinations:

OyxranTepckue 3amucu; OyXranTepcKuil rpoccOyx (OyxranTepckass KHUTA CYETOB); KaccoBas
KHUTA; YacTh CUCTEMBI IBOMHOM 3alMCH; CTaTh NEPErpyKEHHBIM; UMETh JeJ0 ¢ MPobIeMOoit Kpe-
JUTHBIX OIEpalni; 3aHECTH Ha CYET IMOCTABIIMKA;, 3apETHCTPUPOBATH B JKypHAJE; MEPEBECTH
UTOTOBYIO 3allUCh B KPEAWT; JIMUHbIE CUETa MOCTABLIMKOB; KHUTH AJIS KPEAMTHBIX OIEpalyii;

JIMYHBIN CUET KIIUEHTA.

5. True or false statement

1. As the organization grew the amount of book-keeping entries needed would not outgrow the
limitations of the use of one ledger only.

2. Another method would be to divide the ledger into different books and each book would be
for a specific purpose or function.

3. These ledgers all contain accounts and are part of double entry.

4. The General Ledger would not be used quite a lot, because it would contain all the other ac-
counts.

5. At regular intervals, usually once a month, the total of the Sales Journal would be transferred
to the credit of the Sales Account in the General Ledger.

6. The book-keeping to be done would not be split between the people concerned.

7. One method would be to have more than one ledger, but the accounts contained in each ledger
would be chosen simply by chance.

8. Similarly credit purchases are not entered in the suppliers’ account and listed in a Purchases

Journal.

6. Translate the following sentences from English into Russian

1. With the very smallest type of organization, it would possibly be sufficient to have the book-

keeping records written in just one book.
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2. There would be no set method for deciding which account should go into which ledger.

3. The remaining accounts would be contained in a ledger which is called a General Ledger, an
alternative name being a Nominal Ledger.

4. When the General Ledger becomes overloaded, we could deal with this problem by taking a
lot of the detailed work out of it.

5. A book concerned with the receiving and paying out of money both by cash and cheque is
called a Cash Book.

6. The book-keeping to be done would be split between the people concerned, each book-keeper
having charge of one or more books.

7. However, instead of entering the sale in the sales account in the Lender, we would enter it in
the Sales Journal.

8. The total is then entered at regular intervals in the debit side of the Purchases Account.

7. Translate the following sentences from Russian into English

1. Ota mpobreMa MoKeT ObITh pelIeHa HECKOJIBKUMH CTIOCO0aMHU.

2. Bropoii ctoco® cOCTOUT B TOM, YTOOBI pa3/IeINTh PETUCTP HA HECKOJIbKO KHUT, KaXKAas U3
KOTOPBIX OyAET BBIIOJIHATH ONPENEICHHYIO (PYHKIINIO WU CITY>KUTh ONPEACICHHON LEH.

3. Bce 3Tu KHUTH CIllyKaT JUisl pETUCTPALIMU CYETOB U SIBJISIIOTCSI YaCThIO CHCTEMBI JIBOMHOM 3a-
MIUCH.

4. I'maBHBIM PErHCTPOM MPHUIETCS MOJIB30BATHCS JOBOJBHO YaCTO, TOCKOJIBKY B HEM OYyIyT Bce
cyera.

5. C npobiiemotii nieperpy3ku [ 1aBHOTO perucTpa MOKHO CIPABUTHCS MTyTEM IIPEIOXPAHECHHS €TO
OT HEHYXHBIX JIeTAJICH.

6. CrnenoBarenbHO, TOJIBKO ISl 3alMCU KPEAUTHBIX ONEPALMil Mbl MOKEM 3aBECTH YETHIPE HO-
BbI€ KHUTH.

7. CyMmmMupytomiasi 3aruchb MoMoKeT n30exaTh neperpy3ku [J1aBHOTo perucTpa u3JIMITHUMU 3a-
MUCSIMHU.

8. Kuura ais peructpanyu mody4YeHHs] U BHITUIATHI JEHET, KaK HATMYHBIX, TaK U B BUJC YCKOB,

Ha3bIBaeTCSA KAaCCOBOM KHUTOMU.

8. Comprehension and discussion
1. What is the Ledger?
2. What do the Ledgers contain?

3. Are the Ledgers part of double entry?

4. How can we prevent overloading of the Ledger?
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5. Is there any classification of the Ledger?

6. What is the function of each book?

7. Who is in charge of any book?

8. How often are the totals of the Sales Journal transferred to the credit of the Sales Account in

the General Ledger?

9. Render the following texts according to the plan in Unit 1

10. Ask vour groupmate to tell about:

a) the classification of the Ledger;
b) the function of each book;
¢) the method of transactions’ recording.

Ask vour groupmate questions about:

a) What the Purchases Ledger or Bought Ledger is used for;
b) What function of a Cash Book is;

¢) When the General Ledger becomes overloaded.

Unit V

Accounting Information Processing Cycle

Pre-text exercises:

1. Read the following words:

regardless, financial, reporting, collecting, processing, data, external, internally, outputs, primar-

ily, receipt, economic, analysis.

2. Read and translate into Russian the following word combinations:

financial reports, reporting period, accounting period, income statement, balance sheet, statement

of cash flows, transaction analysis, chronological order, operating functions.

3. Define what part of speech these words belong to:

financial, information, external, statement, cycle, occur, internally, quality, data, economic, care-

fully, procedure, transaction, understanding.

4. Form nouns from verbs (a); adjectives from nouns (b):

a) to account; to collect; to report; to inform; to transact; to generate; to analyze; to form;
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b) finance; account; system; process; use; economy; essence; simplicity; direction.

5. Learn the following words and word combinations by heart:

accounting system, financial reports, economic data, internally, economic effects, sound knowl-
edge of concepts, to record a transaction, the calendar year, transaction analysis, the concepts

and procedures of accounting.

6. Check the meaning of the following words in the dictionary:

regardless, entity, sequential, throughout, source, depreciation, output, input, equality, format,
asset, liability, owner’s equity, transfer, appropriate, a loose-leaf ledger, descriptive name, post-

ing a trial balance, financial statement, acceptable.

1. Read and translate the following text:

Text

An accounting system, regardless of the size of a business, is designer to collect, process

and report financial information about the entity. Financial reports are prepared at the end of

each reporting period, often called the accounting period. For external reporting, the accounting

period is one year in length, and it may, or may not, be the calendar year (January 1 to December
31). During each accounting period, the accounting system systematically collects and processes
economic data, about all of the transactions completed by the entity.

This collecting and processing activity is called the accounting information processing

cycle. It is called a cycle because it is repeated each accounting period for the new economic
data. This processing cycle involves a series of sequential phases (steps), starting with collecting
information concerning transactions and continuing through the accounting period to the prepa-
ration of the required financial statements — income statement, balance sheet, and statement of
cash flows.

There are six phases of the accounting information processing cycle.

Phase 1 — collect original data

The first phase in the accounting information processing cycle is the collection of data about
each transaction affecting the entity. Data are collected continuously throughout the accounting
period as transactions occur. Each transaction that involves external parties usually generates one
or more source documents that provide essential information about that transaction. Examples

are sales invoices, cash register tapes, purchase invoices, and signed receipts. Documentation
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must be generated internally for certain transactions (a) that are not between entities, such as de-
preciation and the using up of office supplies already on hand, but nevertheless have a particular
economic impact on the entity being accounted for and (b) that involve an exchange between two
or more separate entities (or persons). The original source documents are not generated by the
accounting function but through the various operating functions of a business. The quality of the
outputs of an information processing system is determined primarily by the quality of the inputs
of original data based on transactions. Therefore, a carefully designed and controlled data collec-
tion system is an essential part of an accounting information processing system.

Phase 2 — analyze each transaction

Transaction analysis is the process of studying a transaction to determine its dual effect on the
entity in terms of the accounting model. Transaction analysis starts when a business document is
available that indicates a completed transaction. Based on transaction analysis, the effects of the
transaction are recorded in the accounting system. It’s necessary to remember that for each trans-

action recorded, two separate balances must be maintained:

(1) Assets = Liabilities + Owners’ Equity,
and (2) Debits = Credits

Transaction analysis requires an understanding of the nature of business transactions, the
operations of the business, and a sound knowledge of the concepts and procedures of accounting.

Phase 3 — record transactions in journal

After transaction analysis, the economic effects of each transaction are formally entered into the
accounting system in a record known as the journal. The journal is a simple form used to record
each transaction using the Debits = Credits format. In a simple situation, each transaction could
be recorded directly in the separate accounts for each asset, liability and owners’ equity. How-
ever, in more complex situations, each transaction should be recorded in one place in chrono-
logical order (i.e., in order of date of occurrence). The accounting record designed for this pur-
pose is the journal. Typically, the effects of transaction analysis are recorded first in journal and
later transferred to the appropriate accounts. The journal contains a chronological listing of each
entry for all of the transactions. Notice that the debit always is listed first and the credit is listed
last and intended to avoid incorrect identification.

The journal entry is a physical linking of the dual effects of each transaction. The journal
is the place of initial (or first) entry of the economic effects of each transaction.

Therefore, it is called the book of original entry. The journal serves three useful purposes:
1. It provides for the initial and chronological listing of each transaction immediately after its

transaction analysis is completed.
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2. It provides a single place to record the economic effects of each transaction without further
subclassifications of the data.
3. It facilitates later tracing: checking for possible errors; and reconstruction of each transaction,
its analysis and its recording.

Knowledge of the approximate date of a transaction often is tracing activities. The jour-
nal is the only place in the accounting system where the economic effects of each transaction are
linked physically and recorded chronologically.

Phase 4 — post (transfer) data from journal to ledger

A separate account is set up for each asset, liability and owners’ equity. An accounting system
typically contains a large number of such accounts. Collectively, these individual accounts are
contained in a record known as the ledger. The ledger may be organized in many ways. Hand-
written accounting systems may use a loose—leaf ledger—one page for each account. In a machine
accounting system, a separate machine card is kept for each account. With a computerized ac-
counting system, the ledger is kept on electronic storage devices, but there are still individual
accounts under each system. Each account is identified by a descriptive name and an assigned
number.

The ledger contains information that initially was recorded in the journal and then trans-
ferred to the appropriate accounts in the ledger. The transfer of information from the journal to
the ledger is called posting. This transfer from chronological arrangement in the journal to the
account format in the ledger is important because the ledger reflects the data classified as assets,
liabilities, owners’ equity, revenues and expenses. This reclassification of the data facilitates the
subsequent preparation of financial statements. Usually a business will record the transactions in
the journal each day and post to the ledger less frequently, say, every few days, of course, the
timing of these activities varies with the data processing system used and the complexity of the
entity.

To post to the ledger, the debits and credits shown in the journal entries are transferred
directly as debits and credits to the appropriate accounts in the ledger. Both, the journal and the
ledger have a Folio column for cross-reference between these two records. In the journal, the
numbers in the Folio column indicate the account to which the rouble/dollar amounts were
posted. In the ledger account the numbers in the Folio column indicate the journal page from
which the rouble/ dollar amounts were posted. Folio numbers are used in the posting phase to (a)
indicate that posting has been done and (b) provide an “audit train”. The economic data concern-
ing transactions end up in the ledger; therefore it has been called the book of final entry.

Phase 5 — prepare a trial balance
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At the end of the accounting period, a trial balance is prepared directly from the ledger. A trial
balance is a listing, in ledger account order, of the individual accounts and their respective net
ending debit and credit balances. The ending balance shown for each individual account is the
difference between the total of its debits and the total of its credits. A trial balance has two pur-
poses:

1. It provides a check on the equality of the debits and credits as shown in the ledger accounts at
the end of the period.

2. It provides financial data in a convenient form to help in preparing the financial statements.

Phase 6 — prepare financial statements

This phase is the preparation of the three required financial statements — income statement, bal-
ance sheet and statement of cash flows. The trial balance provides basic data that are needed to
prepare the financial statements at the end of the accounting period.

Classifications of the Three Required Financial Statements

To make financial statements more useful, classifications of information are included on the fi-
nancial statements. There are a variety of acceptable classifications used in practice.

Classifications on the Income Statement

An income statement is classified as follows:
A. Revenues (often classified by type, such as sales, service and interest revenue)
B. Expenses
Cost of goods sold (an expense)
operating expense:
Selling expense
General and administrative expense
Interest expense
Income tax expense
C. Income before extraordinary items (A — B)
D. Extraordinary items (unusual and nonrecurring)
Gains and losses
E. Net income (C — D)
F. Earnings per share (EPS)

Classifications on the Balance Sheet

Typically a balance sheet is classified as follows:
A. Assets (by order of liquidity):
Liquidity refers to the average period of time required to convert a noncash asset to cash.

1. Current assets (short term)
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2. Long-term investments
3. Operational assets (property, plant and equipment)
4. Intangible assets
5. Deferred charges
6. Other (miscellaneous) assets
Total assets
B. Liabilities (by order of time to maturity):
1. Current liabilities (short term)
2. Long-term liabilities
Total liabilities
C. Owners’ equity (by source):
1. Contributed capital (by owners)
2. Retained earnings (accumulated earnings minus accumulated

dividends declared)

Classifications of the Statement of Cash Flows (SCF)
The SCEF is classified as follows:

1. Cash flows from operating activities.

Cash flows are associated with earning income.

2. Cash flows from investing activities.

Cash flows are associated with buying and selling productive assets (other
than inventory).

3. Cash flows from financing activities.

These cash flows are related to financing the business.

Post-text exercises:

1. Fill in the gaps with the missing words:

activity, phases, continuously, reports, place, format, cycle, internally, effects, chronologically,

available, period, starts, simple.

1. Financial ... are prepared at the end of each reporting ... .
2. This collecting and processing ... is called the accounting information processing... .
3. There are six ... of the accounting information processing cycle.

4. Data are collected ... throughout the accounting period as transactions occur.
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5. Documentation must be generated ... for certain transactions.

6. Transaction analysis ... when a business document is ... that indicates a completed transac-
tion.

7. The journal is ... form used to record each transaction using the Debits =

Credits ... .

8. The journal is the only ... in the accounting system where the economic ... of each transaction

are linked ... and recorded... .

2. Find synonyvms among the following words:

report, collect, each, transaction, essential, complete, purpose, information, gather, every, deal,

material, full, goal.

3. Find antonyms among the following words:

start, debit, other, order, difference, respective, revenues, external, input, end, credit, disorder,

resemblance, irrespective, expenses, internal, output.

4. Translate from Russian into English the following word combinations:

cucreMa Oyxyuera, (GPMHAHCOBBIE OTYETHI, 00pabOTKa OyXranTepckoit HHPpOpMaIUH, MOCTYILIC-
HHE HAJIMYHOCTH, COOp MaHHBIX, S(Q(EKT TBOWHON 3alKCH, aHAIIN3 CICIIOK MPEIIPHUSITH, B XPO-
HOJIOTHUYECKOM TOPSJIKE, 3alUCh CIEIOK B JKypHaJle, NMEPEBECTH HAa COOTBETCTBYIOIIMU CYET,

ryiaBHas OyXraiaTepcKkasi KHHUra.

5. True or false statement

1. An accounting system is not designed to collect, process and report financial information.

2. For external reporting, the accounting period is usually one year in length.

3. The collecting and processing activity is called the accounting information processing cycle.

4. Data are not collected continuously throughout the accounting period.

5. Transaction analysis is the process of studying a transaction to determine its dual effect on the
entity in terms of the accounting model.

6. The journal does not contain a chronological listing of each entry for all of the transactions.

7. The journal serves three useful purposes.

8. The transfer of information from the journal to the ledger is called posting.

9. At the end of the accounting period, a trial balance is prepared directly from the ledger.

10. The trial balance does not provide basic data that are needed to prepare the financial state-

ments at the end of the accounting period.
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6. Translate the following sentences from English into Russian:

1. Financial reports are prepared at the end of each reporting period, often called the accounting
period.

2. This processing cycle involves a series, of sequential phases starting with collecting informa-
tion concerning transactions.

3. The first phase in the accounting information processing cycle is the collection of data about
each transaction affecting the entity.

4. Transaction analysis requires an understanding of the nature of business transactions, the op-
erations of the business and a sound knowledge of the concepts and procedures of accounting.

5. In a simple situation, each transaction could be recorded directly in the separate accounts for
each asset, liability and owners’ equity.

6. Collectively, these individual accounts are contained in a record known as the ledger.

7. The transfer of information from the journal to the ledger is called posting.

8. Phase six is the preparation of the three required financial statements — income statement, bal-

ance sheet, and statement of cash flows.

7. Translate the following sentences from Russian into English:

1. Cucrema OyxydeTa mpeaHa3HaueHa g cOopa, o0paboTku WHOpPMAIIMK O TPEANPUATHH U
COCTaBJICHUS OTYETA.

2. laHHbIE COOMPAIOTCS HEMPEPHIBHO HA MPOTSHKEHUU BCErO OTYETHOTO MEPHUOAA.

3. Takum 00Opa3om, THIATETHLHO KOHTPOJHMpyeMas cUcTeMa cOopa NaHHBIX, SBISETCS CYIIECT-
BEHHOW YaCThIO CHCTEMBI 00pabOTKH OyXrairepckoi HH()OPMAIIHH.

4. XKypnHan 310 mpoctas GopMma, UCIONb3yeMast sl 3alUCH KaKJIOM CHENKH, MCTOIb3YIOIICH
dbopMmat neGeT paBeH KpeauTy.

5. Kaxnast cienka noymkHa OBITH 3amiicaHa B OJTHOM MECTE B XPOHOJIOTHYECKOM TMOPSIIKE.

6. 'maBHas OyxranTepckasi KHUTa COACPKUT MH(POpMAINio, KOTopasi CHavajla ObUIa 3amicaHa B
JKypHaJe, a 3aTeM IepeBeieHa Ha COOTBETCTBYIOIINE CUETa B INIABHYIO OYXTaJITepCKYIO KHUTY.

7. IIpoOHBIi O6amaHC TOTOBUTCS HEMOCPEACTBEHHO U3 TJIABHOHM OyXranTepCKOW KHHUTH B KOHIIE
OTYETHOTO MEPUO/Ia.

8. Ha mpakTuke CyIecTByeT pasHOoOpa3ue MprUeMIIEMbIX KiIacCH(UKAIMA COCTaBICHHS (DUHAH-

COBBIX OTYECTOB.

8. Comprehension and discussion

1. What is an accounting system designed for?

2. How often are financial reports prepared?
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3. How many phases are there in the accounting information processing cycle?

4. The quality of the outputs of an information processing system is determined primarily by the
quality of the inputs of original data based on transactions, isn’t it?

5. What does transaction analysis require?

6. How is the transfer of information from the journal to the ledger called?

7. When and how is a trial balance prepared?

8. What is phase six devoted to?

9. Render the following text according to the plan in the first unit

10. Ask vour groupmate to tell about:

a) the purpose of an accounting system;
b) the phases of a typical accounting information processing cycle;

¢) classifications of financial statements elements.

Ask vour groupmate questions about:

a) what this processing cycle involves;
b) in what format the economic effects are entered into the accounting system;
c¢) the financial statements which include income statement, balance sheet and statement of each

flows.

Unit VI

Balance Sheet

Pre-text exercises

1. Read the following words:

trade, profit, statement, balance, double-entry, status, position, model, measurement, estimate,

maturity, stock-holder.

2. Read and translate into Russian the following word combinations:

double-entry system, financial status, accounting model, assets, liabilities, owners’, equity, legal
claims, total cost, market value, acquisition cost, cash borrowings, definite maturity, income

taxes, residual interest contributed capital, retained earning, cash flows.

3. Define what part of speech these words belong to:
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statement, entry, financial, particular, frequently, accounting, stockholder, intangible, purport,

payable, maturity, lender, directly, equal, employee, primary.

4. Form nouns from verbs (a); adjectives from nouns (b):

a) to complete, to state, to account, to report, to head, to note, to own, to protect, to measure, to
value, to show, to understand, to estimate;
b) a trade, finance, basis, physics, resource, origin, current, subject, from, pay, preference, accu-

mulation, equality, variety.

5. Learn the following words and word combinations by heart:

according to, double-entry system, balance sheet, assets, liabilities, owners’ equity, stockholder,
total cost, market value, financial statement, to meet smb’s claims, cash flows, revenues, ex-

penses, net income, primary category, to predict smth.

6. Check the meaning of the following words in the dictionary:

account(n, v), entire(adj), acquire(v), purport(n), primarily(adv), residual(adj), misinter-
pret(v),objective(n, adj), available(adj), productive(adj), analyst(n), delivery(n), therefore(adv),

purchase(n, v);

1. Read and translate the following text:

Text

After the trading and profit and loss accounts have been completed, a statement is drawn
up in which the remaining balances in the books are arranged according to whether they are asset
balances or liability or capital balances. This statement is called a balance sheet. The balance
sheet is a statement of the financial status of the firm as recorded by an accountant.

It is very important to know that balance sheet is not part of the double-entry system.
This contrasts with the trading and profit and loss account which is part of double-entry. The
purpose of the balance sheet is to report the financial position of a business at a particular point
in time. Financial position is the amount of resources (i. €., assets) and the liabilities (i. e., debts)
of a business. Therefore, the balance sheet is frequently called the statement of financial position.
The accounting model for balance sheet is

Assets = Liabilities + Owners’ Equity
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After the statement heading, the assets are listed on the left and the liabilities and owners’ equity
(called stock holders’ equity for a corporation) on the right. It is necessary to note that the ac-
counting model for the balance sheet is the basic building bloc for the entire accounting process.

Next we discuss the three elements reported on a balance sheet — assets, liabilities and
owners’ equity.

Assets

Assets are the resources owned by the entity. Assets may be, tangible (physical in charac-
ter) such as land, buildings and machinery; or they may be intangible (characterized by legal
claims or rights) such as amounts due from customers (legal claims called accounts receivable)
and patents (protected rights).

An asset should be measured on the basis of the total cost incurred to acquire it. Even if
the market value of the land changes the balance sheet will report the land at its original acquisi-
tion cost. Balance sheets do not purport to show the current market value of the assets listed.
Some unsophisticated users of financial statements do not understand this limitation and can eas-
ily misinterpret the financial position of a business.

Accountants do not change the measurement of each asset to reflect the new market val-
ues because the acquisition cost is factually objective (i. e., not an estimate), where as the current
market value of the assets owned by the entity would have to be estimated at end of each year.
The estimate would be subjective because the assets are not sold each year-end. Such subjectiv-
ity could reduce the reliability of the financial statements.

Liabilities

Liabilities are the debts or obligations of the entity. They arise primarily because of the
purchase of goods or services from others on credit and through cash borrowings to finance the
business.

If a business does not pay its creditors, the law may give the creditors the right to force
the sale of assets sufficient to meet their claims. Business entities often borrow money by enter-
ing in to a formal contract. In this case, a liability called notes payable is created. A note payable
specifies a definite maturity or payment data and the rate of interest charged by the lender. Many
businesses purchase goods and services on credit that do not involve formal notes. This transac-
tion credits a liability known as accounts payable. Another type of liability arises because in-
come taxes often are paid, at least in part, several months after the balance sheet date. Therefore,
a liability to the government, income taxes payable, must be reported untill the taxes are fully

paid.
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Owners’ Equity

The accounting model (Assets = Liabilities + Owners’ Equity) shows that owners’ equity
is equal to total assets minus total liabilities of the business. Because creditors’ claims legally

come first, owners’ equity represents a residual interest in the assets. Owners’ equity sometimes

is called net worth. However, the preferable designations are (a) “owners’ equity” for a sole pro-

prietorship, (b) “partners’ equity” for a partnership, and (¢) “stockholders’ equity” for a corpora-

tion. Owners’ equity in a business comes from two sources: (1) contributed capital, which is the

investment of cash and other assets in the business by the owners; and (2) retained earning,

which is the amount of accumulated earnings kept in business.

Statement of Cash Flows (SCF)

Each financial statement has a primary purpose. The balance sheet shows the resources that are
owned and owed to other by a business at a point in time. The income statement reports the
revenues that were earned during an accounting period and the expenses that were incurred to
earn the revenue. But revenue is not always equal to cash collected from customers because
some sales may be on credit. Also, expenses reported on the income statement may not be equal
to the cash paid out during the period because expenses may be incurred in one period and pay-
ment made in another. As result, net income (revenues minus expenses) is usually not the
amount of cash earned during the period. In fact, many successful companies may earn large
amounts of income and, nevertheless go out of business because they do not have sufficient cash
to meet their obligations. Because the income statement does not provide any information con-
cerning cash flows, accountants prepare the statement of cash flows (SCF) which reports cash
flows from various activities.
There are three primary categories of cash flows in a typical business.

1. Cash flows from operating activities.

These cash flows are directly related to earning income (i. e., normal business activity). Exam-
ples of this type of cash flows include cash collected from customers and cash paid to employ-
ees.

2. Cash flows from investing activities

This category includes cash flows that are related to the acquisition or sale of productive assets
used by the company. Examples include the purchase of a new factory and the sale of a used de-
livery truck.

3. Cash flows from financing activities

These cash flows are directly related to the financing of the enterprise itself. Examples of these
cash flows include cash received from owners for their initial investment in the business and

cash used to repay a loan from a bank. Many analysts believe that the SCF is the most important
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financial statement because it is useful for predicting the future cash flows that may be available

from an investment in a particular business.

Post-text exercises:

1. Fill in the gaps with the missing words:

amount, money, categories, revenues, business, account, market value, earn, net worth, re-

Sources, eXpenses

1. This contrasts with the trading and profit and loss ... which is part of double-entry.

2. Financial position is the ... of resources and the liabilities of a business.

3. Assets are the ... owned by the entity.

4. Balance sheets do not purport to show the current ... ... of the assets listed.

5. Business entities often ... money by entering in to a formal contract.

6. Owners’ equity sometimes is called ...

7. The income statement reports ... that were earned during an accounting period and ... that
were incurred to ... the revenue.

8. There are three primary ... of cash flows in a typical ...

2. Find synonyvms among the following words:

report, amount, often, customer, value, estimate, reliance, lend, inform, quantity, frequently, cli-

ent, cost, evaluation, trust, loan.

3. Find antonyms among the following words:

remain, tangible, frequently, purchase, legally, payable, revenues, cash, leave, intangible, sel-

dom, sell, illegally, expenses, unpayable, cheque.

4. Translate from Russian into English the following word combinations:

COCTAaBUTH OTUET COI'JIaCHO aKTHUBAM U O6CTO$IT€JIBCTB&M, 6I:ITB HJaCTb0 CUCTEMBI IIBOI\/'IHOI\/’I 3arim-
cu, GUHAHCOBEIN cTaTyc (PUPMBI, 1Ie)Th 0aJTAaHCOBOTO OTYETa, MOJISNb (0Opaselr) OyxydeTa, Hajaor
Ha JI0X0J1, COOCTBEHHBIN KalUTaj, OCTATOUYHBIA HHTEPEC, YIUIATUTH MO 00S3aTEIbCTBY, OTPA3HUTh
PBIHOYHYIO CTOMMOCTb, TIOCTYIUICHUS (IOTOKHM) HAJTMYHOCTH, 3aMMCTBOBAHUS HAJIMYHOCTH, TIEp-

BOHA4YaJIbHOC KAaIIUTAJIO0OBJIIOKCHHUEC, OIIJIATUTH 3a€EM, CY6’b€KTI/IBHaH OILICHKA, (bHHaHCOBBIﬁ OTYCT.

5. True or false statement
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1. It is very important to know that the balance sheet is not part of the double-entry system.

2. The balance sheet is not a statement of the financial status of the firm as recorded by account-
ant.

3. After the statement heading the assets are listed on the left and the liabilities and owners’ eq-
uity on the right.

4. Assets are not the resources owned by the entity.

5. Balance sheets do not purport to show the current market value of the assets listed.

6. Liabilities are the debts or obligations of the entity.

7. The balance sheet doesn’t show the resources that are owned and owed to others by a business
at a point in time.

8. Because the income statement does not provide any information concerning cash flows, ac-
countants prepare the statement of cash flows (SCF) which reports cash flows from various ac-

tivities.

6. Translate the following sentences from English into Russian:

1. After trading and profit and loss accounts have been completed, a statement is drawn up in
which the remaining balances in the books are arranged according to whether they are asset bal-
ances or liability or capital balances.

2. Therefore, the balance sheet is frequently called the statement of financial position.

3. Assets may be tangible (physical in character) such as land, buildings and machinery; or they
may be intangible such as amounts due from customers and patents.

4. Even if the market value of the land changes the balance sheet will report the land at its origi-
nal acquisition cost.

5. Such subjectivity could reduce the reliability of the financial statements.

6. They arise primarily because of the purchase of goods or services from other on credit and
through cash borrowings to finance the business.

7. A note payable specifies a definite maturity or payment date and the rate of interest charged
by the ledger.

8. In fact, many successful companies may earn large amounts of income and, nevertheless go

out of business because they do not have sufficient cash to meet their obligations.

7. Translate the following sentences from Russian into English:

1. OueHb BayKHO 3HATh, YTO OATAHCOBBIN OTYET HE SABJSIETCS YaCTHIO CUCTEMBI IBOMHOI 3amucHu.
2. bajaHCOBBIM OTUET 3TO OTUET O (PUHAHCOBOM IOJIOXKEHUU (PUPMBI, [IPEICTABICHHbIN OyXrai-

TEPOM.
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3. ®uHAHCOBOE MOJIOKECHHUE (PUPMBI 3TO KOJIHYECTBO PECYypPCOB, T. €. AKTUBOB U 00SI3aTEIILCTB, T.
€. JOJroB Ou3Heca.

4. Byxranrtepckas MoJenb s 0aTaHCOBOTO OTYETa ATO aKTHUBHI = 00s3aTENbCTBA + COOCTBEH-
HBIN KaIluTanl.

5. HeoOx0ouMo OTMETUTH, UTO OyXTanTepcKas MOJENb JiJisi OaJIaHCOBOTO OTYETA SIBISICTCS OC-
HOBHBIM CTPOUTEIHHBIM OJIOKOM JIJISI BCETO OYXTaJITePCKOTO TMpoIiecca.

6. OneHka JOMmKHA OBITh CyOBEKTUBHON MOTOMY YTO aKTHUBBI HE MPOAAIOTCS B KOHIIE Ka)KIOTO
roja.

7. Joxox HE BCeraa paBeH HATWYHOCTHU, COOPAHHOW y KJIMEHTOB, OTOMY YTO HEKOTOPHIE TPO-
JIaXKU MOTYT OBITh B KPEJIUT.

8. CymeCTBYIOT TPHU INIaBHBIC KaTCTOpHUU ABUKCHUSA HAJIMYHOCTU B TUTIMYHOM ousHece.

8. Comprehension and discussion

1. Does the balance sheet contrast with the trading and profit and loss account?

. What is the purpose of the balance sheet?

. What is the accounting model for the balance sheet?

. Assets are the resources owned by the entity, aren’t they?

. How should an asset be measured?

. Do accountants change the measurement of each asset to reflect the new market values or not?
. Why should the estimate be subjective?

. How do liabilities arise?

O 0 3 N »n B~ W DN

. In what case may law give the creditors the right to force the sale of assets sufficient to meet
their claims?

10. What creates a liability known as accounts payable?

11. What does the income statement report?

12. How many categories of cash flows are there in a typical business?

9. Render the following text according to the plan in the first Unit I

10. Ask vour groupmate to tell about:

a) the purpose of the balance sheet;
b) the accounting model for the balance sheet;

c¢) three main categories of cash flows.

Ask vour groupmate questions about:

a) what financial position is;
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b) where the assets and liabilities and owners’ equity are listed;

c) if revenue is always equal to cash collected from customers.

Unit VII
Methods of Payment

Pre-text exercises

1. Read the following words:

payment, account, bill of exchange, remit, integrity, consignment, contract, competitor, currency,

ownership, transfer, demand.

2. Read and translate into Russian the following word combinations:

domestic market, payment in advance, open account, bill of exchange, documentary letter of
credit, cash with order, degrees of security, method of trade, cash on delivery, security of pay-
ment, overseas buyer, to save money, consignment account, internal banking system, transfer of

documents.

3. Define what part of speech these words belong to:

payment, selling, correspondingly, customer, availability, clearly, procedure, pay, ownership,

particularly, international, system integrity, procedural, development, buyer.

4. Form nouns from verbs (a); adjectives from nouns (b):

a) to compare, to play, to care, to design, to adopt, to buy, to agree, to save, to settle, to develop,
to trade, to export, to transact;
b) prospect, reliability, commerce, possibility, opposition, norm, popularity, simplicity, diffi-

culty, variation, sufficiency, success.

5. Learn the following words and word combinations by heart:

payment in advance, analysis, domestic market, letter of credit, open account, bill of exchange,
foreign buyer, number of factors, cash with order, method of payment, availability of foreign
currency to somebody, consignment form of payment, value goods, overseas buyer, method of

trade, business integrity, export transactions, transfer of documents (money).

6. Check the meaning of the following words in the dictionary:
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selling(n), generally(adv), prospective(adj), payment(n), commercial(adj), previously(adv),

value(n,v), security(n), export(n,v), goods(n), however(cj, adv), particularly(adv), community(n);

Active vocabulary:

Payment in advance ABAHCOBBIN TUTATEK

Open account OTKPBITBIN CYET

Bill of exchange MIePEeBOTHOM BEKCEIb, TpPAaTTa
Documentary Letter of Credit TOBAapHBIN aKKPEIUTUB,

JOKyMEHTapHbIA aKKPEAUTUB

Cash with order 1) nnarexHoe mopy4deHue
2) npenbsABUTENbCKAS TpaTTa
Cash on delivery orjiaTa HAIWYHBIMA B MOMEHT ITOCTaBKH, Ha-

JIOKEHHBIHN IIIaTEX

Remit NIEPEBONTE, IEPEUUCIIATH JCHBIH
Integrity LIEJIOCTHOCTh
Consignment 1) KoHCUTHAIUS

2) maptus rpysa

Payment on presentation IJIaTEX 110 IPEABABICHUIO
Payment on demand IJIaTeX Mo TPeOOBaHUIO

Bearer MPEIbSIBUTENb, ACPKATEIb

A bill drawn on BEKCEJIb BBICTABJICHHBIN Ha...
Settlement 3aKJIIOYEHUE CIEIKNA

Sight draft 1) Bekcenb Ha MPEABIBUTENS

2) Tpata Ha IPEabIBUTEIS

Term draft CpouHas Tpata
Tenor of the bill CPOK BEKCeJIs
Due date CPOK TOTaIICHUsI KPEIUTHOTO 00s3aTebCTBa,

CPOK TIaTexa
Acceptance 1) mpuHsiTHE, aKLENT, COrJIaCUe Ha OIUIaTy

2) aKIEenToOBaHUE BEKCEs

Face of the bill HOMHHAI BEKCENsI

Forward a bill OTIIPaBJISITh, IOCHUIATH BEKCEIIb
Collecting bank OaHK-MHKaccaTop

Clean bill HEJIOKyMEHTUPOBAHHBIA BEKCEIh
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Cash against documents TUTaTeX HATWIHBIMH ITPOTHB IOKYMEHTOB
Promissory note MPOCTOM BEKCEJIb,

JI0JITOBOE 00SI3aTEILCTBO
Direct collection 1) npsimast H”HKaccauus

2) mpsAMOii IeHEeXKHBIN cOop

Reshipment MeperpysKa, nepeBaika

Recoup delay 3a7iepiKKa OKYIaeMOCTH

Default HEBBINIOJTHEHUE 0053aTEeNBCTB, HEYIIIaTa

Notice of dishonour 1) yBemoMiIeHHE O HEaKIETITOBAHUN BEKCEIIs

2) yBeIOMJIEHHE O HEYIUIaTe BEKCels
Expiry date 1) ucreyeHue cpoka JecTBUS KOHTPAKTA

2) ncTevyeHne CpoKa OMIMOHa

The terms of the credit YCIIOBUS KPEIUTA

Revocable / irrevocable OT3BIBHBIN / 0€30T3BIBHEIN

Cancel aHHYJIUPOBATh

Amend BHOCHUTH U3MCHEHHUSI, TOTIPABKU

Advise a letter of credit aBU30BATh aKKPEIUTUB

Advising bank 0aHK, MPOU3BOIANINN BBITUIATHI 110 AKKPEIUTH-
BY

Confirming bank MOATBEPKIAIOIINI OaHK

Issuing bank OMUCCHUOHHBIN OaHK

Compatible with COBMECTHBIH, COYETaCMBIiA

Reimburse roramarb (KpeauT, 3a0JKEHHOCTH )

1. Read and translate the following text:

Text

Compared to selling in the domestic market, selling abroad can create extra problems. De-
livery generally takes longer and payment for goods correspondingly can take more time. So ex-
porters need to take extra care in ensuring that prospective customers are reliable payers and that
payment is received as quickly as possible.

In the first and in the last analysis, payment for exports depends on the conditions outlined
in the commercial contract with a foreign buyer. There are internationally accepted terms designed

to avoid confusion about cost and price.
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The way exporters choose to be paid depends on a number of factors: the usual contract
terms, adopted in an overseas buyer’s country, what competitors may be offering, how quickly
funds are needed, the life of the product, market and exchange regulations the availability of foreign
currency to the buyers, and, of course, whether the cost of any credit can be afforded by the buyer
or the exporter.

There are four basic methods of payment providing varying degrees of security for the ex-
porter:

1) payment in advance,

2) open account,

3) Bills of Exchange,

4) Documentary letter of Credit.

1. Payment in advance

Clearly the best possible method of payment for the exporter is payment in advance. Cash
with order (CWO) avoids any risks on small orders with new buyers and may even be asked for be-
fore production begins. However, this form of payment is extremely rare in exporting since it means
that an overseas buyer is extending credit to an exporter when the opposite procedure is the normal
method of trade. Variations in this form of payment are cash on delivery (COD) where small value
goods are sent by Post office parcel post and are released only after payment of the invoice plus
COD charges.

2. Open account

An exporter receives the greatest security of payment from cash with order or from cash on
delivery. At the other extreme payment on open account offers the least security to an exporter. The
goods and accompanying documents are sent directly to an overseas buyer who has agreed to pay
with a certain period after the invoice date — usually not more than 180 days. The buyer undertakes
to remit money to exporter by an agreed method. The open account saves money and procedural
difficulties but the risk to the exporter is obviously greater. It is only successful if an exporter trusts
the business integrity and ability of an overseas buyer, something that has probably been established
through a sustained period of trading.

A variation of open account payment is the consignment account where an exporter supplies
an overseas buyer in order that stocks are built in quantities sufficient to cover continual demand.
The exporter retains ownership of the goods until they are sold, or for an agreed period of time after
which the buyer remits the agreed price to the exporter. So parallel with the development of interna-
tional trade throughout the world, the trading community has developed methods of payments

which involve the transfer of documents for exported goods using the international banking system
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with the aim of speedily settling export transactions at minimum risk to exporters and to overseas
buyers.

3. Bill of Exchange (B/E)

A bill of exchange is legally defined as “an unconditional order in writing, addressed by one
person to another”, signed by the person giving it, requiring the person to which it is addressed to
pay on demand or at a fixed or determinable future time a certain sum of money to or to the order of
a specified person, or to the bearer.

In other words an exporter prepares a bill of exchange which is drawn on an overseas buyer,
or even on a third party as designated in the export contract, for the sum agreed at settlement.

The bill is called a sight draft if it is made out payable at sight i.e. “on demand”. If it is pay-
able “at a fixed or determinable future time” it is called a term draft, because the buyer is receiving
a period of credit, known as the tenor of the bill. The buyer signs an agreement to pay on the due

date by writing an acceptance across the face of the bill.

4. Documentary Letter of Credit

By sending documents through the banking system in a documentary bills collections, both
an exporter and an overseas buyer have some degree of security in completing the commercial con-
tract. But a more secure method of carrying out the transaction is by a documentary letter of credit.
This documentary letter of credit when transmitted through a bank, usually in the exporter’s coun-
try, becomes the means by which the exporter obtains payment. The necessary documents, correctly
completed, are presented to a bank by the expiry date of the credit. If the terms of the credit are met
an exporter can receive payment from a bank. The buyer is in effect providing the exporter with
immediate payment in return for a guaranteed assurance from a reputable bank that the export
documents required to deliver the goods have been completed to the bank’s satisfaction.

Documentary credits may be revocable or irrevocable. A revocable letter of credit is rather
rare nowadays because it means that the terms of the credit can be cancelled or amended by an
overseas buyer at any time without prior notice to the exporter. Most letters of credit are irrevoca-
ble, which means that once a buyer’s conditions in the letter have been agreed by an exporter, they
constitute a definite undertaking by the buyer’s bank and cannot be revoked without the exporter’s
agreement. Banks advise letters of credit i.e. on presentation of documents required in a letter of
credit, they send them for collection and payment by the issuing bank of an overseas buyer. The let-
ter of credit in this situation is only as good as the strength of the overseas bank involved. An ex-
porter’s advising bank undertakes no responsibility itself to pay the exporter. Even better security is
achieved if the irrevocable letter is confirmed by an advising bank. Then the confirming bank stands

fully in place of the issuing bank abroad, and provided all the terms and conditions of credit are ful-
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filled by an exporter, payment is assured by the banking system without recourse, i.e. without fur-
ther call on the exporter. So when an exporter has negotiated in the contract with the buyer for a
confirmed irrevocable letter of credit then security of payment, as far as humanly possible is
achieved. But whether or not the credit is confirmed it is essential that the exporter checks the credit
terms immediately to make sure they are compatible with the commercial contract made by the
buyer. In dealing with documentary credits the bank is concerned only with the documents to be
presented and not with the goods or services involved. Documentary credits may provide for pay-
ment at sight or for acceptance of a term bill of exchange by either the issuing bank in a buyer’s

country or the correspondent bank in the country.

Post-text exercises:

1. Fill in the gaps with the missing words:

advance, payment, contract, money, price, draft, obviously, credit, bank, method, buyer, documen-
tary, letter, acceptance, irrevocable, conditions, methods, ownership, degrees, period, payable, situa-

tion, terms, strength, confirmed.

1. In the first and in the last analysis, payment for exports depends on the conditions outlined in the
commercial ... with a foreign buyer.

2. There are four basic ... of payment providing varying degrees of security for the exporter

3. Clearly the best possible method of ... for the exporter is payment in...

4. The open account saves ... and procedural difficulties but the risk to the exporter is ... greater.

5. The exporter retains ... of the goods until they are sold, or for an agreed ... of time after which
the buyer remits the agreed ... to the exporter.

6. The bill is called a sight ... if it is made out ... at sight i.e. “on demand”.

7. But a more secure ... of carrying out the transaction is by a documentary ... of credit.

8. If the terms of the ... are met an exporter can receive payment from a...

9. A revocable letter of credit is rather rare nowadays because it means that the ... of the credit can
be cancelled or amended by an overseas ... at any time without prior notice to the exporter.

10. The letter of credit in this ... is only as good as the strength of the overseas bank involved.

11. Even better security is achieved if the ... letter is ... by an advising bank.

12. ... credits may provide for payment at sight or for ... of a term bill of exchange.

2. Find synonvms among the following words:

ensure, choose, competitor, degree, expand, meaning, draft, through, guarantee, select, rival, extent,

cheque, significance, extend, across.
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3. Find antonyms among the following words:

seller, offer, usual, normal, revocable, security, rarely, agreement, buyer, refuse, unusual, abnormal,

irrevocable, danger, often, disagreement.

4. Translate from Russian into English the following word combinations:

BHYTPEHHUH PHIHOK, KOMMEPUYECKHUI PBIHOK, JOCTYIHOCTh MHOCTPAHHOU BaJIIOTHI, ABAHCOBBI I1J1a-
TEX, OTKPBITHIN CUET, IEPEBOIHON BEKCEIb, IOKYMEHTAPHBIN aKKPEAUTHUB, IIATEKHOE MOPYUYECHUE,
MEPEYHUCIISATh JICHBI U, IJIATEX M0 TPeOOBAHUIO, CPOK BEKCEJIs, OT3BIBHOM KPEAUT, YCIOBHUS KPEIUTa,
AHHYJIMPOBATh OAaHK, TPOU3BOISIIMKA BHITUIATHI 110 AKKPEAUTHBY, TIOITBEPKAAIONTNN OaHK, IMUCCH-

OHHBII 0aHK, 0€30T3BIBHON KPEAUT.

5. True or false statement

1. Delivery generally does not take longer and payment for goods correspondingly can’t take more
time.

2. There are four basic methods of payment providing varying degrees of security for the exporter.
3. Clearly the best possible method of payment for the exporter is payment in advance.

4. At the other extreme payment on open account doesn’t offer the least security to an exporter.

5. The open account doesn’t save money and procedural difficulties but the risk to the exporter is
obviously greater.

6. The trading community has developed methods of payments which involve the transfer of docu-
ments for exported goods using the international banking system.

7. A bill of exchange is legally defined as ‘”’an unconditional order in writing, addressed by one
person to another”.

8. The buyer signs an agreement to pay on the due date by writing an acceptance across the face of
the bill.

9. The documentary letter of credit when transmitted through a bank, doesn’t become the means by

which the exporter obtains payment.

6. Translate the following sentences from English into Russian:

1. So exporters need to take extra care in ensuring that prospective customers are reliable payers
and that payment is received as quickly as possible.
2. However, this form of payment is extremely rare in exporting since it means that an overseas

buyer is extending credit to an exporter when the opposite procedure is the normal method of trade.
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3. An exporter receives the greatest security of payment from cash with order or from cash on de-
livery.

4. It is only successful if an exporter trusts the business integrity and ability of an overseas buyer.

5. The exporter retains ownership of the goods until they are sold, or for an agreed period of time
after which the buyer remits the agreed price to the exporter.

6. In other words an exporter prepares a bill of exchange which is drawn on an overseas buyer, or
even on a third party.

7. If it is payable “at a fixed or determinable future time” it is called a term draft, because the buyer
is receiving a period of credit, known as the tenor of the bill.

8. The necessary documents, correctly completed, are presented to a bank by the expiry date of the
credit.

9. The letter of credit in this situation is only as good as the strength of the overseas bank involved.

7. Translate the following sentences from Russian into English:

1. B mepByto ouepenp MiaTex 3a SKCIOPT 3aBUCUT OT YCIOBHM, 0003HAYECHHBIX B KOMMEPUYECKOM
KOHTPAKTE ¢ UHOCTPAHHBIM IIOKYIIaTEIIEM.

2. Crioco0, KOTOPBIN AKCIIOPTEPHI BEIOUPAFOT JIJIS OILIATHI, 3aBUCHUT OT psijia (aKTOPOB.

3. CymiecTByeT 4YeThIpe OCHOBHBIX METOJIa IIaTeka, 00eCleunBaoIINe pasHOOOpa3nue CTEIeHeH
0€301MacHOCTH ISl SKCTIOpTEpa.

4. BapuanusimMu B 3T0O# opMe TuIaTexa SBISETCS OIiaTa HATUYHBIMU B MOMEHT TIOCTaBKH.

5. ToBapsl U CONPOBOXKIAIOIINAE TOKYMEHTBI OTIIPABIIIOTCS MIPSAMO IOKYIATENI0, KOTOPBIM COora-
CHWJICS OIUTATUTh 32 OIIPENEIICHHBIN IEPUOJ BPEMEHHU.

6. Bekcenb Ha3pIBaCTCSl BEKCEIb HA MPEABSIBUTENS, «ECIU OH BBINKMCBIBAETCS C OIUIATOM IO MPEIb-
SIBIIGHUH, T.€. 110 TPEOOBAHUION.

7. Iocknas JOKyMEHTHI Yepe3 0aHKOBCKYIO CHUCTEMY KakK MpOJaBel] TaK U MOKyHaTeidb UMEIOT OIl-
peAeNeHHYI0 CTeNeHb OE30MaCHOCTH B 3aBEPIICHUN KOMMEPUYECKOTO KOHTPAKTA.

8. ToBapHbIe aKKpEIUTHBBI MOTYT OBITH OT3BIBHBIEC U 0€30T3bIBHBIE.

9. Jlyumias 6e30MacHOCTh JHOCTHTaeTCsl, €Clu O€30T3bIBHON aKKPEAUTUB MOATBEPIKIACTCS OAHKOM,

MPOU3BOJAAIINM BBIIUIATY IIO aKKPCIAUTHUBY.

8. Comprehension and discussion

1. What does payment for exports depend on?
2. How many methods of payment are there? And what are they?

3. Does cash with order avoid any risks on small orders with new buyers?
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4. Does an exporter receive the greatest security of payment from cash with order or from cash on
delivery?

5. How is a bill of exchange legally defined?

6. What is called a term draft and why?

7. When do an exporter and buyer have some degree of security in completing the commercial con-
tract?

8. Is a revocable letter of credit very often nowadays?

9. What are most letters of credit?

10. An exporter’s advising bank undertakes no responsibility itself to pay the exporter, does it?

9. Render the following text according to the plan in the first Unit I

10. Ask vour groupmate to tell about:

a) the best possible method of payment;
b) basic methods of payment;

c) the open account.

Ask vour groupmate questions about:

a) what payment on open account offers;
b) when an exporter can receive payment from a bank;

c¢) why an exporter should check the credit terms immediately.

Unit VIII
The Auditing Framework

Pre-text exercises

1. Read the following words:

auditor, auditing, statement, disclosure, enumerate, evidence, exclusively, preliminaries, procedure,

ingredient, available, sampling.

2. Read and translate into Russian the following word- combinations:

ingredient auditor, accounting principles, competent professional, set of financial statements, audit
assignment, integrity of the system, judgment opinion, firsthand knowledge, business approach to

auditing, reliable evidential matter, key justification, statistical sampling.
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3. Define what part of speech these words belong to:

auditor, assignment, assume, generally, informative, evidence, whether, financial, marketing, avail-

able, undertake, balance, without, though, while, closely, influence, data.

4. Form nouns from verbs (a); adjectives from nouns (b):

a) to assign, to accept, to utilize, to gather, to express, to enumerate, to account, to plan;

b) finance, information, competence, analysis, type, procedure, origin, evidence, usefulness.

5. Learn the following words and word combinations by heart:

audit, auditor, audit assignment, assume, internal control system, financial statement, financial dis-
closure, priori assumptions, standards of financial reporting, evaluate, environment, jeopardize au-

dit, auditor’s evaluation, corroborating information, compilations of data, audit scope.

6. Check the meaning of the following words in the dictionary:

internal(adj), appropriate(adj,v), consistently(adv), current(adj), reject(v), auditing(n), manage-

ment(n), representation(n), formulate(v), initially(adv), support(n,v), balance(v,n);

1. Read and translate the following text:

Text

When the independent auditor begins an audit assignment, he assumes that (1) the internal

control system of the enterprise is appropriate and effective;
(2) generally accepted accounting principles have been applied in all accounting processes underly-
ing the financial statements; (3) the generally accepted accounting principles utilized have been ap-
plied consistently between the current and the prior periods; and (4) there is an adequate amount of
informative financial disclosure in the financial statements and footnotes. Evidence gathering and
its evaluation enable the auditors to reject or confirm these prior assumptions. We are thus in a
position to define auditing.

Auditing. The analytical process of gathering sufficient evidential matter on a test or sam-
pling basis enables a competent professional to express an opinion as to whether a given set of fi-
nancial statements meets established standards of financial reporting.

Now we can enumerate the major steps of the auditing process: (1) become acquainted with
the firm — its environment and its accounting, personnel, production, marketing, and other systems:

(2) review and evaluate the management and the accounting control system in operation; (3) gather
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evidential matter on the integrity of the system; (4) gather further evidence related to the representa-
tions made in the financial statements; (5) formulate a judgement opinion on the basis of the evi-
dence available.

Getting acquainted. Auditing is an analytical process applied to everyday business situa-
tions. Hence it is closely related to existing business practices. Without firsthand knowledge of the
nature of these practices and their larger setting, the auditor would have to rely exclusively on
available financial data. This would jeopardize both audit efficiency and effectiveness. Therefore a
getting-acquainted phase (which usually includes a visit to a client’s facilities and certain analytical
preliminary test and inquiries) initiates the typical audit process. While “getting-acquainted” pre-
liminaries to the conduct of an audit are standard procedures today, they were quite novel prior to
1965. Initially such procedures were described as the “business approach to auditing”.

Control system review. The auditor’s evaluation of the control system operating within the
enterprise has a direct influence on the scope of the examination he undertakes and the nature of the
tests he conducts. However, even though preliminary evaluation of control system is an essential
ingredient of planning the audit scope, we must remember that eventually both the system and the
data it produces are covered by the audit process.

Evidential matter. Evidential matter supporting financial statements consists of the underly-
ing accounting data and all corroborating information available to the auditor. The auditor tests un-
derlying accounting data by analysis and review, retracing some of the procedural steps followed in
the original accounting process and reconciling the events with the information reported.

The auditor’s evidential material is the result of tests, selected observations, and statistical
sampling where large compilations of data are involved. The auditor must always balance the natu-
ral desire for more evidential matter to support an opinion against the costliness and social useful-
ness of completely reconstructing the underlying data and processes that produced the financial
statements. One key justification for independent audits, as we have seen, is the economy that re-

sults from producing expert opinion-based judgments from limited but reliable evidential matter.

Post-text exercises:

1. Fill in the gaps with the missing words:

justification, available, statements, audit, judgment, gathering, eventually, system, enumerate, con-
firm, assignment, accounting, evidential, procedures, business, process

1. When the independent auditor begins an audit ..., he assumes that the internal control ... of the
enterprise is appropriate and effective

2. Evidence ... and its evaluation enable the auditors to reject or ... these prior assumptions.
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3. Now we can ... the major steps of the auditing process.

4. Auditing is an analytical ... applied to everyday ... situations.

5. Initially such ... were described as the “business approach to auditing”.

6. We must remember that ... both the system and the data it produces are covered by the ... proc-
ess.

7. Evidential matter supporting financial ... consists of the underlying ... data and all corroborating
information ... to the auditor.

8. One key ... for independent audits, as we have seen, is the economy that results from producing

expert opinion-based judgments from limited but reliable ... matter.

2. Find synonvms among the following words:

assignment, valuation, auditing, key, appropriate, gathering, preliminary, evidential, judgment,

function, suitable, evaluation, collection, audit, tentative, obvious, opinion, clue.

3. Find antonyms among the following words:

dependent, possible, limited, closure, reject, compilated, justification, reliable, independent, disclo-

sure, impossible, easy, unlimited, confirm, accusation, unreliable.

4. Translate from Russian into English the following word combinations:

HE3aBUCUMBII ayJIuTOp, OOIIENPUHATBIE OyXrajaTepckue NMPUHLMIIBL, JaTh ONpEIeNIeHHE ayaAuTy,
cO0p AOCTaTOUHOTO MaTepHuaia, IIaBHbIE ATAIbI Ay AUTOPCKOTO MpoIiecca, CUCTEMa OyXTalTepcKoro
KOHTpOJISI B JIEHCTBUU, CYILIECTBEHHAs] COCTaBHAsl 4acTh IJIAHUPOBAHUS, (PMHAHCOBBIE OTYETHI CO-

CTOAINNE U3, MOAACPIKATH MHCHHUEC ayJUTOPA.

5. True or false statement

1. The independent auditor assumes that the internal control system of the enterprise is appropriate
and effective.

2. There is no an adequate amount of informative financial disclosure in the financial statements
and footnotes.

3. There are six major steps of the auditing process.

4. Auditing is an analytical process applied to everyday business situations.

5. We must remember that eventually both the system and the data it produces are covered by the
audit process.

6. Therefore a getting-acquainted phase doesn’t initiate the typical audit process.

7. The auditor tests underlying accounting data by analysis and review.
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8. The auditor’s evidential material is not the result of tests, selected observations, and statistical

sampling where large compilations of data are involved.

6. Translate the following sentences from English into Russian:

1. The generally accepted accounting principles utilized have been applied consistently between the
current and the prior periods.

2. Evidence gathering and its evaluation enable the auditors to reject or confirm these a priori as-
sumptions.

3. Auditing is closely related to existing business practices.

4. While “getting-acquainted” preliminaries to the conduct of an audit are standard procedures to-
day, they were quite novel prior to 1965.

5. Evidential matter supporting financial statements consists of the underlying accounting data and
all corroborating information available to the auditor

6. Without firsthand knowledge of the nature of these practices and their larger setting, the auditor
would have to rely exclusively on available financial data.

7. The auditor must formulate a judgment opinion on the basis of the evidence available.

8. One key justification for independent audits, as we have seen, is the economy that results from

producing expert opinion-based judgments from limited but reliable evidential matter.

7. Translate the following sentences from Russian into English:

1. AyauT — 5TO aHaTUTUYECKH Tporiecc cCOOPKH TOCTATOYHOT'O MaTepHalia ¢ 1eIblo IPOBEepKU (Pu-
HAHCOBOTI'O COCTOSHHA MPECATIPHUATHUSA.

2. AyauT cTaj HEOThEMJIEMOM YaCThIO JEI0BOM MPAKTHKU MPEINPUSITHS.

3. Cy1iecTByeT MATh OCHOBHBIX 3TAIlOB ay IUTOPCKOTO IMpoliecca.

4. Korya He3aBHCHUMBIN ayAUTOpP HAYMHAET CBOIO MPOBEPKY, OH MPEAINOJIATaeT, YTO B (PMHAHCOBBIX
OTYeTaX UCHOJb3YIOTCS OOLIETPUHATHIE OYXTaNTepCKUE MPUHIIMIIBI.

5. OgHuM W3 TIABHBIX ATAloOB ayAUTOPCKOTO IMpoliecca SBISETCS 3HAKOMCTBO ¢ GpupMoH, e€ Oyx-
rajiTepueid, MpOU3BOJACTBOM, IITATOM U IPYTHMH CUCTEMaMHU.

6. Ipyrum stanom sBisieTcsi 0030p U OIIEHKAa PYKOBOJCTBA M CUCTEMbI KOHTPOJS Oyxydera B Jeii-
CTBUMH.

7. OueHka ayJIuTOPOM CHCTEMbBI KOHTPOJISI EUCTBYIOIIEH BHYTPH MNPEANPUATHS HUMEET MPsSIMOe
BJIMSIHHE Ha IPUPOJY €r0 MPOBEPOK.

8. JloxazaTenpHBIN MaTepuai ayAuTopa SBIsSETCS pe3yIbTaTOM MPOBEPOK, N30pAaHHBIX HAOIIOACHUH

1 OI'pOMHOTO KOJIMYCCTBA CTATUCTUYCCKUX NAHHDBIX.
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9. He3aBucuMmbIif ayiuTOp JODKEH c(hOPMYINPOBATH CBOE 3aKIIOUEHHE HAa OCHOBE JI0KAa3aTeIbHOTO

MaTepualia, IMEIOIIETOCs Y HETO B PACIIOPSIKCHHU.

8. Comprehension and discussion

—_

. What does the independent auditor assume when he begins an audit assignment?

. Do evidence gathering and its evaluation enable the auditor to reject or confirm his assumptions?
. What is auditing?

. How many major steps are there in the auditing process? Will you describe each step?

. Auditing is an analytical process applied to everyday business situations, isn’t it?

. Is auditing closely related to existing business practices?

. What initiates the typical audit process?

0 N N B W

. Has the auditor’s evaluation of the control systems operating within the enterprise a direct influ-
ence on the scope of his tests?

9. Evidential matter supporting financial statements consists of the underlying accounting data and
all corroborating information available to the auditor, doesn’t it?

10. Why is the economy one key justification for independent audits?

9. Render the following text according to the plan in the first Unit I

10. Ask vour group mate to tell about:

a) assumptions of the independent auditor;
b) major steps of the auditing process;

¢) a getting acquainted phase

Ask vour group mate questions about:

a) if the analytical process of gathering sufficient evidential matter meets established standards of
financial reporting;
b) how standard procedures today were described initially;

¢) why the auditor must always balance the natural desire for more evidential matter.

Words to be remembered:

1. bookkeeper Oyxrairep
2. accountant PEBU30p OTUYETHOCTH, OyXrajirep
chartered accountant JTUTIOMUPOBAHHBIN OyXranTep, Oyxrairep-

9KCIEPT, ayAUTOP
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certified public accountant(4m.)

3. controller
4. cash
5. flow
6. receipts
7. disbursement
8. sale
9. purchase
10. transaction
11. appropriate
12. book
13. entry
14. journal
15.to post
16. ledger
17.expenditure
18. earnings
19. balance

trial balance
20. responsibility
21. to interpret
22. data
23. to determine
24. expansion
25. to advertise

advertising campaign
26. sophisticated
27. accounting
28. officer
29. to measure

30. performance

JTUTTIOMUPOBAHHEIN Oyxranrep,
peBU30p

KOHTpOJIEp, pEBU30P

HaJIMYHbIC JICHbI'H, HAIMYHBIA pacyer
MOTOK (JI€Her)

JICHEXHbIE OCTYIUICHUS
BBIIJIATA JCHET

npojaxa

3aKyIIKa

cenka

COOTBETCTBYIOIUI
Oyxrajirepckasi KHUTa
Oyxrajirepckast 3armch, IPOBOJIKA

KypHaI (OyXTanTepCKuii)

MEPEHOCHUTH B IIaBHYIO KHHUTY (OyXTalnTepCKylo)

TJIaBHAs KHUTa
pacxoisl

JOXOJIbI

Oamanc (OyXraaTepckuil)
npoOHBII OamaHC
OTBETCTBEHHOCTb

TOJIKOBATh, MHTEPIIPETUPOBATH
JTaHHBIE

OTpeNeNsTh

pacuupenue

PEKIIaMUPOBAThH

peKIaMHasi KaMIaHus
CJI0KHBIN

OyXraJTepcKuil yyer
JOJPKHOCTHOE JIAIO
OLIEHUBATb, ONPENEIATh

ACATCIIBHOCTD, JIeUCTBUE

31. executive PYKOBOSALIMNA PaOOTHUK, PyKOBOJUTEIb

Translate the following text into Russian.
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BOOKKEEPERS, ACCOUNTANTS AND CONTROLLERS

Bookkeepers, deal with taxes, cash flow, which include cash receipts and cash disburse-
ments, sales, purchases and different business transactions of the company. Bookkeepers first re-
cord all the appropriate figures — in the books of the original entry, or Journals. At the end of a pe-
riod usually a month — the totals of each book of original entry are posed into the proper page of the
Ledger. The Ledger shows all the expenditures and all the earnings of the company. On the basis of
all the totals of each account in the Ledger, the bookkeeper prepares a Trial Balance. Trial Bal-
ances are usually drawn up every quarter. The accountant's responsibility is to analyse and inter-
pret the data in the Ledger and the Trail Balance.

The accountant is to determine the ways in which the business may grow in the future. No
expansion or reorganization is planned without the help of accountant. New Products and advertis-
ing campaigns are also prepared with the help of the accountant. The work of accountants is rather
sophisticated. Many accountants have special certificates after they pass examinations in Institute of
Accountants. Certified accountants in England are called chartered accountants. In the U.S.A. the
certified accountants are called certified public accountants. But it is not necessary to have a cer-
tificate to practice accounting. Junior employees in large companies, for example, often practice
accounting and then take the examination. The chief accounting officer of a large company is the
Controller, or Comptroller. Controllers are responsible for measuring the company's performance.
They interpret the results of the operations, plan and recommend future action. This position is very

close to the top executives of the company.

Words to be remembered

1. audit ay AT, PEBU3HSL
2. auditor ayuTop, OyXrajirep-peBu3op
3. to review IIPOCMaTpHUBATh
review IIPOCMOTP, PACCMOTPEHUE
4. to perform BBIIIOJIHATH
5. to fix ¢buKcHpoBaTh, yCTaHABINBATh
6. interval IIPOMEXKYTOK
at fixed intervals yepe3 GUKCUPOBAHHBIC TPOMEKYTKH BPEMEHU
KBapTal
7. quarter MOKBapTaJIbHO, pPa3 B KBapTall
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quarterly rOJI0BOM, €5KETOTHBIN

8. annual €XETOTHO
annually pa3 B mosrozaa
semiannually BpeMs
9. time HEIOJIHOE KOJIMYECTBO paboUynX 4acoB
part-time paboTaTh HEMOJHBIN paboumii 1eHb
to work on a part-time basis COXpaHsATh, OANEPKUBATD
10. to maintain BHYTPEHHUU
11. internal IpeajiaraTb, HaBOAWTH HA MBICIb, TOBOPUTH O
12. to suggest 4eM-11u00

HapyHICHHUC IIpaBUJI, HCIPABUIIbHOCTb

13. irregularity 00HapY’KUTh, OTKPHITH
14. to discover OTKpPBITHE
discovery OBICTPBII, CBOEBPEMEHHBII
15. prompt CBOEBPEMEHHO, HEMEIEHHO
promptly MTOJTHBIN
16. complete IIOJIHO
completely JIOJIT, 00s13aHHOCTh
17. duty YMEHBIINTH
18. to reduce HE3aKOHHOE IIPUCBOCHUE
19. misappropriation OTpeneNiTh, OOHAPYKUBATh
20. to identify pacKpbIBaTh, OTKPBIBATh
21. to detect 0OMaHHBIA, MOIICHHUYECCKHI
22. fraudulent pellIeHne, pa3pelicHue
23. solution JIeJ10
24, affair OTYeT
25. report MHEHHE, 3aKII0UEHHUE, OT3bIB
26. opinion HEepacIpeIeIeHHbIN
27. retained aHaJIu3, IPOBEpPKA, UCIIbITAHUE
28. test IpoLeypa, MopsaoK

29. procedure

Translate the following text into Russian.

AUDITORS AND THEIR REPORTS
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Auditors are usually independent certified accountants who review the financial records of a
company. These reviews are called audits. They are usually performed at fixed intervals — quar-
terly, semiannually or annually. Auditors are employed either regularly or on a part-time basis.
Some large companies maintain a continuous internal audit by their own accounting departments.
These auditors are called internal auditors.

Not so many years ago the presence of an auditor suggested that a company was having fi-
nancial difficulties or that irregularities had been discovered in the records. Currently, however,
outside audits are a normal and regular part of business practice.

Auditors see that current transactions are recordered promptly and completely. Their duty is
to reduce the possibility of misappropriation, to identify mistakes or detect fraudulent transactions.
Then they are usually requested to propose solutions for these problems.

Thus auditors review financial records and reports to the management on the current state of
the company's fiscal affairs in the form of Auditor's Report or Auditor's Opinion.

Here is a specimen Auditor's Opinion:

AUDITOR'S OPINION

The Board of Directors

Johnson and Co.

I have examined the Balanced Sheet of Johnson and Co., as of 31 December, 2005, as well as the
related Statements of income and retained earnings and changes in the financial position for the
year ending on that date. My examination was made in accordance with generally accepted stan-
dards of auditing. It included tests of the accounting records and those other procedures that I con-
sidered necessary. In my opinion, the accompanying Balance Sheet and Statement of Income and

Retained Earnings present fairly the financial condition of Johnson and Co., on 31 December, 2005

Daniel H. Peterson

Certified Public Accountant
New York, N. Y.
30 January, 2006

1. Will you discuss the texts in the form of a dialogue.

2. Speak on a professional line of an accountant.
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PART II

“Business correspondence”

[. BBEJJEHUE

Ha coBpemeHnHOM 3Tare pa3BuTHsI OOIIECTBA, C MOSBICHUEM PA3IMYHBIX (OPM COOCTBEHHO-
CTH U ¢ OypHBIM POCTOM KOJHMUYECTBA COBMECTHBIX MPEINPUITUA U KOMMEPUYECKUX CTPYKTYp Hau-
0oJiee OCTPO CTOUT BOIMPOC O SI3BIKOBOM KOMIETEHTHOCTH MepcoHana (GUPMBbI, IPEANPHUATHS, BEIY-
IIUX BHEITHEAKOHOMHUYECKYIO IESTEIIbHOCTD.

Ycnex GpupMbI 3aBUCUT HE TOJIBKO OT CTETIEHU MPO(eCcCHOHANTN3MA MTEPCOHANA, TMYHOCTHBIX
XapaKTePUCTHK Ka)KJIO0TO YeJIOBEKa, HO U OT YPOBHS €ro 00pa30BaHHOCTU B 00JACTH MHOCTPAHHBIX
SI3BIKOB.

JlenoBoe ofmenue B (opMe MEPenUCKU MPearoaracT BIaJCHUE BCEM apCeHAIOM S3BIKO-
BBIX CPEACTB B 3TOM o0sactu. CriocOOHOCTh TPAMOTHO TEPEBECTH JIEIOBOE MUCHbMO U COCTABHUTH
OTBETHOE MOCIaHME SABJISETCS OJHUM M3 COCTABJISAIONINX ycrexa Bariero npeanpustusi.

Cnenyer OTMETUTh, UTO CTWJIb AEJIOBOM MEPENUCKH OTIMYAETCS OT Pa3rOBOPHOTO U IMpea-
rojlaraeT yrnoTpedIeHne HEeCI0KHBIX CHHTAKCUYECKUX KOHCTPYKIIHH, MTOJIHOE OTCYTCTBHE 3M(paTH-
YECKUX MPEJIOKEHHUM, CIOXKHBIX I'PaMMaTHYECKMX KOHCTPYKIUIH, 000OpPOTOB peuu, NMPUHATHIX B
Pa3roBOPHOM CTHJIE, a TaKXe XapaKTepU3yeTcsl ONpeiesieHHbIM HaOOpOM JIEKCUYECKUX CPEACTB.
HeobOxonumo Taxxe y4ecTb, YTO B COBPEMEHHOM aHTJIMMCKOM SI3bIKE CYIIECTBYET TEHACHIIUS K TaK
HA3bIBAEMOU OTKPBITON MyHKTYyallud, TO €CTh K CBEJCHUIO KOJIMYECTBA 3HAKOB MPEMUHAHUS IO MH-
HUMYyMa.

CoBpeMeHHOE J1e710BO€ MUCHMO JIOJIKHO OBITh NMPEAEIbHO KPATKUM, MOHSATHBIM, BEXIUBBIM
U 100pOKeNaTeNbHbIM, a €0 S3bIK — IPOCTHIM.

[IpaBuna u TpaguIuy BeACHHS MEPENUCKH C TOJaMH MEHSIOTCSI, HO HEKOTOPbIE OCHOBBI Ha-
MUCAaHUSI KOMMEPYECKOTO MUChbMa OCTAIOTCS HEN3MEHHBIMMU.

Ecan Bam Hy’XHO mepeBecTH NMHCBMO C PYCCKOIO SI3bIKa HA AHTJIMHCKHM, MPEXKIAE BCETO
MPOYUTANTE €ro LETUKOM, YTOObI IOHATH IVIABHYIO MBICIIb ITOCIAHUS, a IOTOM [TIOCMOTPHUTE, HET JIH
B HEM JIMIIHUX CJIOB, 3aTPOMOXKIAIONINX TEKCT U 3aTPYIHSIONINX MOHMMAaHUE CMBICIA; HET JIU B
HEM M3JIMIIHUX BUTUEBATOCTEH, KOTOPHIE BIIOJIHE MOKHO 3aMEHMTH IIPOCTBIMU M MOHATHBIMU CIIO-
Bamu. Eciiu ectb — yOepuTe Bce JMILHEE U 3aMEHUTE HEMOHSITHBIE U 3aTpyIHSIONIIME TOHUMAaHHE
CMBICTIa BBIPAKEHUS.

[Ipexae yem nmepeBoAUTh, onpeaenure GopMmy IeI0BOT0 MUChMa, TOJ0EpUTE HEOOXOANMbIE
(bpasbl ¥ BeIpaKEHH I Havaja U KoHIa. [locie mepeBoa OTI0KUTE TEKCT, €CIIH BpeMsl TI03BOJIS-
€T ATO cJieNaTh, a MOTOM IepeunTaiiTe ero. Bel erko oOHapyKuTe Bce, YTO YTSKENSET CTUIb U HE

HECET CMBICIIOBOM Harpy3KH.
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L.I. IlpakTHueckre peKOMEHIAIMN K HAITMCAHUIO JIEJIOBOI0 NUCHLMA.

1) Heob6xoaumo OBITH OCTOPOKHBIMU C YHUCIUTENIbHBIMUA. He creayer 3a0bIBaTh, 4TO B aHT-
JUICKOM HANHMCAaHUU JACCATUYHBIX APoOeil Mmocie 1EeNoro Ynucia CTaBUTCs TOYKa, a He 3amsaras, Kak
B pycCKoM si3bIke: 2.5 (pyc.: 2,5). B Gonpmux unciax Kaxjsle TpH HUQPHI cripaBa HaJEBO OTAETS-
IOTCS 3aIATOM, a He TOUKou: 25,250 (aBaAnaTh msATh THICAY JBECTHU MATHIIECAT).

2) YacTtHOE N1e7I0BOE€ MUCHMO TMHINETCS OT PYKH, KKIbIM ab3al HauyMHACTCS ¢ KpPacHOM
CTPOKHU.

3) JaTsl MOXXHO mUcaTh MO-pa3zHoMy. B AHriamu npu 0603HAYEHUH JaThl MMChMa CTaBUTCS
MOPSAKOBOE YUCITUTEIHHOE C HY)KHBIM OKOHYaHUEM:

7" April, 20...

MoxHo Hanucarth U 0e3 okonuauus — 23 March, 20 ...

[Tocne HammcaHUsT MecsiIa CTAaBUTCS 3arsATasi; TOUKa Mociie JaThl HeoOs3aTenbHa. Ha3Banue
MECSIIEB CIIEIYET MICATh MOJHOCTHIO.

B CIIA npunsrto nucate naty uHaue — April 7,20...

DTOT croco0 HaMMCaHUs YacTO UCTOIb3YEeTCS B MEXKAYHAPOIHON MPAKTHKE.

4) He cTouT NpuUMEHATh B COBPEMEHHOH [1€J0BOM NEPENUCKE YCTapeBIINE BBIPAXKECHUS U
KaHIEJSPU3MBIL:

in receipt of our favour, we beg to acknowledge receipt of your letter, with reference to your
letter, in reply to...

5) Cnenyer uzberaTh COKpalleHUi Tuma: ult., inst., u prox. BMecTo 3TOro muuryT MojHO-
CTbIO — last month, this month, next month.

Cnenyet nucatb: We have received it,...Bmecto We have received same.

6) He cnenyer nucatb BHavasne ¢pasbl:

With regard to your request...

In connection with...

In respect of ...

Bce 310 mpumepsb! KaHIEIIpU3MOB.

7) Beipaxkenue Enclosed please find (k cemy mpuiaraeTcsi) ycTapeno, BMECTO HETO CleAyeT
nucatb: We enclose...

8) Cnenyet niucatb: Please let us know wu tell us Bmecto ycrapesuiero: Please be good
enough to advise us.

9) IMucbMa 0OBIYHO MUIIYT TOJBKO Ha JHUIEBOW cTOpoHe O6imanka. Ecnu mucbMo He momena-
€TCs Ha OJTHOM JIUCTE, UCTIONIb3YETCS JIUIeBasi CTOPOHA HECKOJIBKUX JIUCTOB, JTOTIOJHUTEIIBHBIC JIHC-
TBI HyMEPYIOTCSL.

[.II. OcHOBHEBIE COCTABJISIIONINE AEJIOBOI0 IIMCEMA.
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3aroyioBoK OJlaHKa — 3TO OTIE€YaTaHHOE TUMOrpadcKUM COocOOOM Ha3BaHME OpraHU3allu
i GUPMBI, OTTIPABIISIONIEH MMCHMO, €€ TIOUTOBBIN aJIpec, aipec A TeIerpaMm, TenedoH, TeaeKe

u Tenedakxc, Hanpumep:

MITCHELL ELECTRONICS COMPONY LIMITED
St. Mirren Avenue, London E 15 3 ET
TELEPHONE: 01-386 9239
TELEGRAMS: MELEC LONDON

Ecmn , pazme-

mare Bamr agpec (kak oTmpaBuTeNs) clenyeT crpaBa BBepXy. He HYXHO yKas3bIBaTh 371eCh CBOE
¥MsI, OHO OyJIeT cieoBaTh 3a Bamrel moanuceio. Pycckne Ha3BaHUS BHEITHETOPTOBBIX 00bEIUHE-
HUHl cnpaBa BBepXy. VX MUIIYT JATUHCKUM HIPUGTOM B TPAHCKPHIILINHU, IPUHATHIX Ul BCEX MHO-
cTpaHHbIX s3bIK0B. HoMep Bamero tenedona MokHO yka3aTb BHU3Y.

Jlata — Bcerja nuimercs cripaBa BBepxy (moj Bammm agpecom, eciau MUCbMO HAIllMCaHO HE
Ha OJlaHKe, WJIM HUKE TUTIOTPad)CKOro 3aroyioBKa OJIaHKa).

Ccplika — nepej1 aApecoM Noaydarens, Kak IpaBuilo, e4aTaloT yKa3aHUe Ha CChUIKY, KOTO-
PYIO OTHpPABUTEINb MHCbMa MIPOCUT YHOMSAHYTh B CBOeM OTBeTe. OOBIYHAS CChUIKA — 3TO MHULIUAIIBI
COCTaBHUTENS MUChMa U MalIMHUCTKH. Hanpumep:

Our Ref: MRE/JNK (nipu OTIIpaBICHHHN)

Your Ref: BAT/SN (nipu nonydenun), rne MRE — uaummanst aBropa nucema (M.R. Ether-
ington), JNK — uHHIIAIBI MAITUHUCTKH.

Anpec nomydatens — (inside address) muiiercs cieBa BBepXy, Moj ccbuikod. Ecnu nmucbMo
a/IpeCOBAHO KOHKPETHOMY JIMILY, €r0 UM, (aMUIIHsI TOJIKHBI ObITh HAalTUCAHbI TaK, KAK OHU JJaHbI B
CTIPAaBOYHHUKAX WJIM B €T0 JMYHOU TOJIHMCH Ha MOIYYSHHBIX OT HETO MUChMaX.

Hwxe numercs Ha3BaHue GpuUpMbI, IO HUM — HOMEp A0Ma, YJIHILA, FOpoJ, IITaT Win rpad-
CTBO, MocJieHel nuuiercs crpaHa. CTaBUTh 3aIATYIO TOCJIE HAMCaHWs Ha3BaHUS YJULBI WIN OK-
pyra He ob6s3arensHo. Ecnin Bol He 3Haete damunun Hy>kHOro Bam moymkHOCTHOTO jMia B hupme
WIM OpraHu3alyy, B KOTOPYIO MUIIETE, TOCTATOYHO HANKCaTh Ha3BaHUE opraHu3auuu. Ho maxe
eciu Bel 3HaeTe HyxHyto Bam ¢amunuio, Ha3BaHMe OpraHMU3aluy MHCaTh HEOOXOIUMO, OJJHOTO ajI-
peca He10CTaTOYHO.

OO0paienre — nuIIeTcs ciesa, a He B neHtpe. O6pamenue Dear Sir ymecTHo, Korna Bol
MUIINTE KOHKPETHOMY JIUILY, eciii Bl He 3HakoMbl. Ecim ke Bbl 1MdHO 3HAKOMEI, cienyeT oopa-
TUTBHCA K azpecary 1o umenu: Dear Mr. Jones. Ecnu Bel mummte B hupmMy, B 00paliieHun CTaBUTCS
Dear Sirs.

3aroJoBOK — KpaTKOe yKa3zaHHE OTHOCUTEIIBHO COJACPKAHUS MM TEMbl IMUChbMa. JTO Jeia-

€TCA JIA TOTO, YTOOBI aapecar cpasy ImoHsJI, O UYEM UACT PEUb: €CJIN MCPCIINUCKA B OTHOIICHUH KaKO-
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ro-TO TOBapa, 3aKa3za HUIET YXKE KaKOe-TO BpeMs, aJipecaT IO 3aroJIOBKy Cpa3dy YBHIHT, YTO pedb
UAET UMEHHO 00 3TOM ToBape wiu 3akase. Hampumep:

Your Order No 1257/S.

Hwmeetcs B By OTBET Ha 3aka3 Ne 1257/8.

3akmounTenbHas (HopMyiia BEKIMBOCTH — €CIM BBl HE 3HAKOMBI C aJipecaToM, MOXHO Ha-
niucatb Yours faithfully wim Sincerely yours. WHOTIa MOXXHO BCTPETHTHh W Takue (GoOpMbl: Yours
truly; Sincerely yours; Sincerely; Very truly yours.

[Toanuch — cTaBAT HaJl HaTleyaTaHHOW (paMumiueit aBTopa oT pyku. JloroBopsl, 4eku, (uHaH-
COBBIE JIOKYMEHTHI JJOJDKHBI TTOANMCHIBATHCS 3aKOHHO YIIOJTHOMOYEHHBIMU Ha TO JUIaMu. Eciu ps-

JIOM C TIOJIITUCKIO CTOAT JB€ OYKBBI p.p. (per pro), 3T0 03HAYAET — «IIO JOTOBOPEHHOCTHY.

The layout and parts of a business letter (PacnonoxxeHnue u yacTu 1e10BOTO MUCHhMA)
The ordinary business letter comprises the following principal parts: The Date (mata), The
Inside Address (BuyTpennuii aapec), The Opening Situation (BctynurtenpHoe oOpareHue), The
Subject Heading (3aronoBok k tekcty), The Opening Paragraph (mauanensiit a63arn), The Body of
the Letter (trexct mucema), The Closing Paragraph (koneunslii (3akmtouuTenbHbIN) ab3aim), The
Complimentary Closing (3axmrountenbHast ¢popmyna BexuBocti), The Signature (moamwmcs), En-
closures, Postscripts and copies sent (0OTMETKa 0 HAIMYWU MPUIIOKEHHS U TIOCTCKPUTITYMOB, OTMET-

Ka O HalpaBJIeHUU KOIMUH B IPyTUe MECTa).

The English business letter

The Secretary, 2" February, 200..
The Western Wheat Co. Plc, (The date)
64, Darwin Road,
LIVERPOOL, 16,
England.

(The inside address)
Dear Sir,

(The opening Salutation)

Abt: ORDER Ne. 1367
(The Subject Heading)
We thank you for your letter of 23" of January and are writing to inform you that ...

(The Opening paragraph)
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(The Body of the Letter)

We hope that these alterations will be acceptable to you and expect your reply as soon as

possible.
(The Closing Paragraph)

Enc: Above alterations (I pages)

(Enclosures and postscripts)

Yours faithfully,
(The Complimentary Closing)
per pro. THE ORIENTAL TRADING CO. LTD

J. BROWN
Manager

(The signature)

The American business letter

The Sales Manager,
The Eagle Press Inc,
24 South Banc,
BOSTON,

Mass 02110,

USA

Gentlemen:

February 2, 200..

Yours truly, Mrs. J. Brown
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Answer the following questions:

1. What are the parts of the business letter?

2. What is the difference between the English and American ways of writing the date?

3. What is the difference of writing the inside address in England and in Russian?

4. How do the English and Americans write the opening salutation and the complimentary
closing?

5. What is the difference in placing the subject heading in English and in Russian business let-
ter writing?

6. When is the phrase "For the attention of ..." used?

7. What is the opening paragraph intended for?

8. What phrases do you know that may be used in the opening paragraph?

9. What is the main principle of dividing the letter into paragraphs?

10. What words are used to fit the paragraphs together smoothly?

11. What is the closing paragraph intended for?

12. What phrases do you know that may be used in closing paragraphs?

13. Why should the writing of the signature be consistent?

14. What should you remember about enclosures and why?

15. Why do you think writing of postscript is considered to be bad?

16. What is a "window" envelope?

17. Is the "window" envelope widely used in our commercial practice? Why?

18. What is the proper Opening Salutation for a partnership?

19. To who is it recommended to address your business letters if you write to a limited liability
company?

20. If you want a letter addressed to a firm to reach a certain person, how you would indicate
this?

II.OCHOBHA YACTb

II.I. IIncpMa-3arpochl

ESSENTIAL VOCABULARY:

Enquire (inquire) — 3arpoc

offer — nmpeioxenune

tender — MUCEMEHHOE MPEIOKCHUE
price-list — mpelickypaHT

latest — mocneqHUI, HOBEHIIIHI

specification — cnenudukaiuy (TOUYHBIE TaHHBIE O pa3Mepe, Bece, IBETE)
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sample — oOpazer (TOProBslii)

quotation — KOTUPOBKA, KypcC, IIeHa

to quote — Ha3HAYATh LIEHY

advertisement — 0ObsIBIEHUE, peKJIaMa

available for sale — roToB k mpomaxe (0 ToBape)

range — Habop, HOMEHKJIAaTypa

to quote a price — Ha3HAYaTh LIEHY

terms of payment — yciioBus miarexa

to require — HyXJaThCs, TPEOOBATH

delivery — moctaBka

Lenp muceM-3ampocoB — HEOOXOJUMOCThH IMOJNYYeHUS MH(DOpPMAIMHU O I[eHaX Ha TOT WU
WHOMW BUJI TOBAPOB U YCIIYT.

Pexomenmanu: HEOOXOIMMO CHENATh CCHUIKY Ha HWCTOYHHMK HH(pOpMamuu o Qupme-
npou3BoauTene ToBapa (e.g. We have seen an advertisement in this month’s “Office news” about

your range of pocket calculations).

[L.II. OTBETHI HA 3aIIPOCHI

ESSENTIAL VOCABULARY:

discount — ckuaka

the catalogue is out of print — karanor Bech pasoriencs

in duplicate — B AByX sK3eMILIsIpax

in triplicate — B Tpex 3K3eMIUIsIpax

bulk — GosbII0€ KOIMUECTBO

Llens mrceM-0TBETOB Ha 3aMpOC — YTOYHEHHE O TOTOBHOCTH IPOJATh JAaHHBIA TOBap, CO00-
[ICHHWE TOTEHIMAIBHOMY IMOKYIIATENI0 TOYHOH CTOMMOCTH, ONpeeNiCHHe TOYHOW CTOMMOCTH BO3-
MO>KHOCTH TIPEANPHUATHUS TIPOJIATh TOT WIK UHOM TOBAp B JAaHHOM KOJIMYECTBE TI0 TaHHOU IICHE.

PexoMeHnnmanmu: Kakablii OTBET Ha 3alpoc JOJDKEH HAaYMHATBHCA C (POPMYyIbI BEXKIMBOCTH

(e.g. Thank you for your letter of...)

SAMPLE Nel
[Mucemo-3anpoc [Mucemo-0TBET Ha 3amPOC
A.Q.Electronics Ltd., Standard Office Furniture Ltd.,
Calle Estoril 1701, Cantley Rd.,
Barcelona London, Sw 4 9HX.
REF: LHR/CT
Your Ref: INR/CT
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The Sales Manager
Standard Office Furniture Ltd.,
London, SW4 9HX

12" October 20. ..

Dear Sirs,

We have read an article in “Office News”
about your range of visible record system
filing cabinets. We are interested in
introducing modern filing system in our
main office. We also wish to install an
electronic system for the storage and

retrieval data.

Please send us price-list and catalogue of
your manual and electronic data processing
systems f.0.b. (1) London if possible. We
are particularly interested in type TW 37,
so we should be obliged if you would
enclose more detailed information about

this particular model.

Yours faithfully,

J.N. Rodriguez
Office Manager

Our Ref: PIM/JA

The office Manager
A.Q. Electronic Ltd.,
Calle Estoril 1701,

Barcelona

18" October, 20...
Dear Sirs,
Thank you for your letter of 12"
October, enquiring about our range
of office equipment. We enclose our latest
catalogue and price-list with this letter, to-
gether with a brochure on filing cabinet

type TW 37.

All prices are quoted f.o.b. London.

We look forward to receiving your order.
If you require further information, please

know.

Yours faithfully,

P.J. Morris

Sales Manager

(1) F.O.B. —uwm (am.) F.O.B. vessel — ¢panko 60pT cynna, GppaHko BaroH - oo

[L.ITI. ITncrMa-3aKa3ebl.

ESSENTIAL VOCABULARY:

form of order — OaHk 3axasa

to notify, to advise — u3BenaTh
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advice note — u3BenIeHNE

merchandise — ToBapsbl, Tpy3b1

Certificate of Origin —CBUAETENBCTBO O MPOXOXKIAESHUH Ipy3a
indent, contract — KOHTpaKT

open (closed) indent —koHTpakT Ha MpHOOpPETEeHNE TOBapa y Jt000H GUpMBI (y KOHKPETHOU

(hupmbI)

conditions specified herein — ycnoBusi, mepeunciIeHHbBIE B 3aKa3e
to place an order — 3aka3arb, pa3MECTHTh 3aKa3

at your expense — 3a Balll CUCT

at your risk — Ha Bam puck

in full - momHOCTEIO

Heﬂb MUCEM-3aKa30B — COCTABJICHHUC JOTrOBOpa HAa IIOCTAaBKY TOBapa, crocoba JOCTaBKH, 00

orare, ppaxTe v CTPaXxOBKe.

PexoMenganuu: BaXxHO MPaBUIBLHO O(QOPMHUTH CCHUIKY Ha MCTOYHUK MH(OpMAINH, €€ HO-

MCP, MOKHO Tpe6OBaTL CIICOHUAJIBHBIX HJOKYMCHTOB Ha TOBApP B 3THUX IMHUCBMAX (CBI/I,Z[GTCIIBCTBO (6]

MIPOUCXOXKACHUU TOBapa, PakTypy H T.1.).

30B.

B mexnyHapoHOM mepenucke CyIIeCTBYIOT CHEIHallbHble OJaHKU JUIsl SKCIOPTHBIX 3aKa-

SAMPLE Ne2

Form of Order

Moscow, .......c.cc.........20...

Dear Sirs,

Order No. ......... Trans No. .....

Please supply and deliver the goods described below on the terms and conditions specified

herein and on the reverse of this order as well as those attached to the order,
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MARKING: In English - ... e

I RUSSIAN = ..ot
Quantities, description, prices and technical conditions — on the following pages ...
This Order CONTAINS. ...\ttt et e aee e

Item | Quantity | Description | Price per unit/ Amount

................ (Organization) eereeiienieiieennann.... (President)

[L.IV. IInceMa-pekiiaMany, IpeTEeH3NNU U OTBETHI Ha HUX.

ESSENTIAL VOCABULARY:

complaint — >xano06a, pexIamarnms

letter of complaint — pexIamanmoHHOE MUCHMO
discrepancy — HECOOTBETCTBUE

packing list — conpoBOIUTENBHBIN CIUCOK, IEPEUCHD
penalty clause — myHKT 0 mTpadax (3a HEBBIIIOJIHEHHE YCIOBHIA JOTOBOPA)
pilferage — xumienne, kpaxa

replacements — 3aMeHa, BO3MeEIICHHE

warehouse — cxazn

with the exception of — kpome, 3a HCKITFOUCHUEM

in accordance with, according to ... — B COOTBETCTBHHU C ...
on condition that — mpu ycioBuu, 4To ...

unfortunately — x coxanenuro...
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[lenp nucem-pexiiaManyii — BbIPaKEHNUE MPETEH3UHM 10 NMOBOAY ITOCTAaBKM HE TOTO TOBapa,
HECOOTBETCTBHS Ka4eCTBa 3aKa3aHHOTO TOBapa YCJIOBHUSM, OTOBOPEHHBIX B KOHTPAKTE, HECOOTBET-
CTBHSI KOJIMYECTBA TOBApPA, TUNIOXOM yITAKOBKH, CPOKOB MTOCTABKHU, HCIIOPYCHHOCTH TOBapa.

Pexomennarmu: 4To0Obl BBIPa3UTh HEYAOBJIETBOPEHUE B MTKOM (hopMe HCHOIB3YIOTCS Clie-
TYIOIITHE BBIPAKCHUS:

Unfortunately, 127 forks were missing.

We regret to inform you that ...

We were very much regret ...

[TuceMo ¢ cepbe3HBIMH MTPETEH3USIMHI OOBIYHO HAYMHACTCS TaK:

We very much regret to inform you that the quality of the merchandise is  inaccessible.

BbI MOkeTe BEXKIIMBO YKa3aTh Ha OIIMOKY MOCTABIIUKA!

Perhaps, your forwarding agent(sxcnenutop) made a mistake.

Perhaps, the contents of Case No. 13 were for a different order.

We assume that your forwarding agent made a mistake.

OTBETHI HA PEKJIAMAILIMMN.

Lenb - 0OBsACHEHHE MPUYUH CIIYUYHUBLIMXCS C TOBApOM HEMPHUITHOCTEH, 3aBEPEHUE B TOM,
9TO BCE BOMPOCHI OYAyT paCCMOTPEHBI, COCTABIICHHE JOTOBOPA Ha 3aMEHY TOBapa, yKa3aHHUE Herpa-
BOTHI MapTHEpa (ecyid 3TOT PaKT MPUCYTCTBYET).

PexomeHnmamu: oTBeYaTh HAa MPETEH3UH HYXKHO Cpa3y, a OTBET MOXXHO Ha4aTh CO CIEIYyIO-
X ¢pas:

We trust the goods are suitable.

I trust that the representative (mpeacraBurens) is helpful to you.

We trust the goods are to your satisfaction.

The delay was beyond our control. (3azepkka mocTaBKy IMPOU30IILIA IO HE3aBUCAIIUM OT

HAac 00CTOATEIHCTBAM. )

ESSENTIAL VOCABULARY:

JI7st BEIpa)KEeHHS COXKATICHUS:

We are very sorry to hear that ...

We are very sorry that ...

We regret very much that ...

Jlst cooOteHnst 00 UCTIPABICHUH OLTHOKH:
We are arranging to (send replacements on) ...
We have arranged ...

JInst 0OBbsICHEHHSI IPUYXH OIIUOKH:

The delay was caused by ...
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JJis M3BUHECHHS U YBEPEHUS B TOM, UTO TI0JJ0OHOE OOJIBIIIE HE TOBTOPUTHCS:

We sincerely apologize for ...

Please, accept our sincere regrets at any inconvenience caused to you by our mistake ...

We will ensure that similar mistakes do not occur again ...

We will do everything we can to ensure that goods are departed in time in future ...

SAMPLE Ne 3

Letter of Complaint

Reply to the Letter of Complaint

Dear Sirs,

Order No. JAD/17556
We regret to inform you that four of the twenty
cases containing your consignment of alarm
clocks were inadequately packed. We must in-
sist on an immediate replacement for the four
cases, and we must ask you to follow our in-

structions more carefully in the future/

Yours faithfully,
J. N. Rodrigues

Office manager

9™ August, 20...

Dear Sirs,

Your Order No. JAD/17556
We received your letter of the 3%° August yes-
terday.
We regret very much the damage caused to
your goods.
We have been in touch with our packers and
we have asked them to send a detailed report.
In the meantime we have arranged for the de-
patched of four replacement crates, and we
have asked our packers to carry out packing
instructions carefully.
We apologize for any inconvenience caused by
the error. We shall ensure that the similar mis-
takes do not occur again.
Yours faithfully,
P. J. Morris

Sales manager

EXERCISES
I. Read the letters and define their type.

I1. Read the following letters and find out the mistakes there.

1) Dear Sirs!
Thank you for your letter of the 4™ April 20..
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C. A. Atkins Esq.
147 Macduff Road
Thamesbank,
London NW11 8HX
9™ April, 20...

2) Dear Sir,
Thank you for your letter of the...................

Our Ref: Mary Stain
Your Ref: John Good

Faithfully,

Encl.

III. Write down the words and word combinations necessary for:
a. the letters of complaint;
b. the letter of order;
c. the letters-replies to complaints;
d. the letters of enquire.

IV. Write down the enquiry.

V. Write down the reply to the enquiry.

VI. Give the English equivalents for the Russian ones.
3aka3, oopMuUThH 3aKa3; 3aroJIOBOK MHCHMa, MOJIKCH, 3AKIIOYUTEIbHAs (POPMYyia BEKIMBOCTH,
MPUIIOKEHHE, 00paleHne, KOHTPAKT, COTIIACHO KOTOPOMY MOKYIaTellb MproOpeTaeT ToBap y orpe-
Nen€HHON (DUPMBI; CBUICTEIILCTBO O MMPOUCXOKICHUH Ipy3a; U3BEIICHUE, KOHTPAKT Ha MPUOOpeTe-
HUE TOBapa y JI000H (pupMBI; yCIOBHS 3aKasa; XHUINEHHUE, Kpa)ka, COMPOBOIUTENBHBINA CIHUCOK,
CKJIaJl, HECOOTBETCTBHE, K COXKAJICHUIO, KPOME, 332 UCKIIOYEHHUEM; B COOTBETCTBHUH C ..., IIHCHMO-
3aKa3, OTBET Ha KaJI00y, 3aroJIOBOK MUChMa, 3aKIIIOUUTENbHAS (hOpMyJia BEXKIMBOCTH, OOpaIleHueE,
MOJITUCh, CCHUTKA, HA3HAYUTH ILICHY, OOBSABJICHUE, PeKiIaMa; MPEHUCKYpaHT, YCIOBUS IUIaTeXa, Io-
CTaBKa, KOTUPOBKA, KypC, IIEHA; HYXAaThCs, TpeOOBaTh; crielu(HUKaINU, TPEIJIOKEHHE, OTBET Ha
pEeKIIaMaIuio, yCIOBHs, TIEPEUUCIICHHBIE B 3aKa3€; TOBAPHI, IPy3; KOHTPAKT, pa3MECTUTh 3aKa3, Jie-
JIOBOE MTUCHMO.

VII. Translate from English into Russian.
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1.

2
3
4
5
6.
7
8
9
1

0.

Unfortunately we have found the discrepancy in the packing list.

We regret to inform you about pilferage of 120 cases in your Order No. 1245|25A.
We'd like to receive the latest price-list and specifications of your goods.

The delivery would be accessible in case the terms of payment are suitable.

We should be obliged if you send us a catalogue.

Please quote us for this merchandise.

Conditions specified herein are not discussed in the indent.

Will you place an order? Don't forget about the Certificate of Origin.

We enquire about your catalogue in duplicate.

Perhaps, your forwarding agent made a mistake.

VIIL. Translate the following sentences from Russian into English.

1.

S

10.

11.

12.

13.
14.

Crnacu6o 3a Bame mucemo ot 15 masi, B kKoTopoM Bl mHTEpecyeTech CTOMMOCTBIO
HaIero o0opyIoBaHus It oduca.

Msi1 pagsl Bam cooOGmuTh, YTO 711 MOCTOSIHHBIX KJIMEHTOB y HAc MPEIyCMOTPEHBI
CKUIKH B pasmepe 15%.

MpbI IpUHOCHM CBOM M3BUHEHHUS 332 HEKOTOPYIO 3a/IEPKKY ¢ OTBETOM Ha Bare nuck-
MO.

[Ipunaraem komnuto nucbMa (GUPMbI IO TOBOJTY Balllero 3aKasa.

MbI BBIHYKIEHBI HAITOMHUTH Bam, 4To Bl 3a51epkruBaeTe CpoK OIJIaThI.

Mpi ObTH OBI paZibl UMETH BO3MOXKHOCTD JAJIbHEHUIIET0 COTpYAHHUYECTBA ¢ Bamu.
MpI BeIpakaeM YBEPEHHOCTh B TOM, YTO HAIlld OTHOIIEHHS CIIOXKATCS OJIaronpusTHO
JUTSI TIPOJIOJIKEHUST HAIIETo OU3Heca.

[lo HamieMy MHEHMIO B CIOKHBIIUXCS OOCTOATEILCTBAX MBI UCIBITHIBAEM TPYAHO-
CTH C OCYIIIECTBIICHHEM CBOEBPEMEHHBIX TOCTAaBOK 000PYIOBAHHUS.

Uro kacaercst Bareit mpoch0bl, MBI BEICKIIaeM Bam kartanor Hamieil mpoayKIuu (CM.
[Ipunoxxenue Nel) u HameeMcst BCKOpPE MOTYYUTh 3aKa3 HAa HAIy TPOIYKITHIO.

Mp1 3aHTEpEeCcOBaHbI B MPUOOPETEHUH Bcex 0o0pas3iioB Bamelr mpoaykinu. Mbl co-
JKajeeM, 4TO HeT MeYaTHbIX MaTepuanoB o Baimieil npoaykuuu, HO HageeMcs MOy-
YUTh 00Pa3LIbI.

MeI coxarneem, 4To HE MOKEM COTJIaCUThCs ¢ Bammumu TpeboBaHUsIMHU.

MsI ¢ cokanleHneM y3Haju, 4To 12 kKopoOok ¢ ToBapoM J0CTaBlieHb BaMm ¢ moBpe-
KICHUSMU.

MBs1 MokeM nocoBeToBaTh Bam, IpebsABUTE IPETEH3UIO CTPAXOBOM KOMITAHUH.
ToBapsl OBUTH TIATEIIEHO OTOOPAHBI M YITAKOBAHBI B COOTBETCTBHU ¢ Bammmu Tpe-

OOBaHUAMU.
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15. Mb1 Obl X0TENH, YTOOBI IPy3 OBLII OCMOTPEH CHELMATUCTAMH.

16. Mpsr1 ontennBaeM yOBITKH B 50 ThICSY pyOJICi.

17. MbI npenbsiBisieM Bam npeTeH3uo B CBSI3M C HU3KHM KayeCTBOM CIEIYIOIINX TOBa-

POB: IPUHTEPOB, MOHUTOPOB U CKAHEPOB.
18. MBI ¢ coxalleHHeM y3Halld, 9T0 BBl HE yJIOBIETBOPEHBI TOBapaMH, IOCTABICHHBIMU
no Bamewmy 3akazy Ne 71.

19. Ecnu Bl He mpuMeTe Hallle MpeuIoKeHNe, peKiiaManus Oy/IeT nepeJana B Cy/I.

20. MpsI OyaeM npu3HATeNbHBI 32 OBICTPBIN OTBET.
IX. Imagine the situation when you are:
a. a Sales Manager and you have to write the complaint with delay in delivery;
b. an accountant who has found the loss in some packages of goods your company ordered
last month. Help your manager write down the complaint in connection with shortage in
weight.
X. Prepare the form of order and fill it (place the order).
XI. Dictation correction.
XII. Translate the following letters.
1. YBaxkaemble rocrnoza!
HacrosmmMm coolmaem, 4To BBUAY ONPEAETICHHBIX 00CTOSTENIBCTB IOPT BPEMEHHO 3aKPBIT,
Y MBI HE MOKeM MOCTaBUTH Bare cyaHo mos 3arpysKy.
Ms1 Oynem Bam oueHp mpu3HaTenbHBI, eciu Bbl 3amepxkute 3arpy3Ky oO0OpyHOBaHUS 10
HAIIIErO YBEJJOMJICHHUS O PEKPAILEHUH ITHX 00CTOSTEIbCTB.
Haneemcsi, 9To 3Ta KpaTKOBpEeMEHHAs 3a/IepyKKa HEe CKa)KeTCsl MPUHIIUIHAIBHO Ha Tpaduke
MIOCTABOK.

C yBakeHHEM ...

2. YBakaemble rocmojal

biarogapum Bac 3a Bamie nucsmo ot 23 siuBapst 2006 r., B KOTOpoM BbI npeioxmim Ham
YCIIyTH TPU pa3MEeNIeHUH 3aKa30B Ha MyOJUKALMIO PEKIAMHBIX OOBSBICHUIN HAINX KIHEH-
TOB B )KypHaJlax, u3aaroumxcs o Opanuun.

Hamm ximmeHTs 3aUHTCPCCOBAHBI B Banrem MNPpEAJIONKCHUN U XOTCIIN 6I>I MOJIYYUTHh ITOJHYIO
nH(pOpPMaLIMIO B OTHOIICHUU XYPHAJIOB, B KOTOPbIX BBl HaMepeHbI MOMEIIAaTh UX PEKJIaM-
Hble 00BsIBICHUA. B yacTHOCTH, OHU XOTenu Obl 3HATh KPYT MX YUTATeNeH, THpax U pac-
LIEHKH 3a IyOJIMKAIMIO OJTHOPA30BBIX PEKIIAMHBIX OOBSBICHUH.

C nereprienueM x11éM Barero ckopeiiiiero orsera.

C yBaKEHUEM ...
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3. VBaxxaeMnle rocmozaa!l
B nmoareep:xnenue Hamiero tenedonHoro paszrosopa ot 12 mas 2006 r., mpocuM Bac coo0-
IIUTh O TOTOBHOCTH PEKJIIAMHBIX OOBSBICHUN U CBOEBPEMEHHO MPEIOCTaBUTh HaM 00pas3Iibl,
MOJITOTOBJICHHBIE K OITyOJIMKOBAHUIO.
3apanee OiaromapHsl 3a Bare BHUMaHue K HallIeMy 3aKasy.
C yBakeHHUEM ...
[Ipunoxenue: poro- 5 3K3.
TEKCTBI- 5 JK3.

MapKH- 5 3K3.

[11. Contracts
ESSENTIAL VOCABULARY:

hereinafter

joint venture

to refer

referring to

reference

to conclude a contract
subject of the contract
syn: object of the contract
according to...

description of goods
integral

to be considered an integral part
value

the total value

warehouse

freight

insurance

delivery

time of delivery

terms of delivery

to determine
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Janee B JaHHOM JOKYMEHTE (3/1eCh)
COBMECTHOE NPENPUsATUE
CChIIAThCS

CChUIATLCS HA

CCBIJIKA

3aKJIIOUUTH KOHTPAKT

IpeIMeT KOHTpaKTa

KakK yKa3aHo B...
HaVMEHOBAaHHE TOBApa
HEOThEMJIICMBIi
CUYNTATHCS HEOTHEMIIEMOM YaCThIO
CTOMMOCTBD

00I111asf CTOUMOCTE
CKJIajg

¢dpaxt

CTpaxOBaHHE
IMOCTaBKa

CPOK MIOCTAaBKU
YCJIOBHS TIOCTaBKH

OTIPEIeTISATh



to indicate

air waybill

to issue

lot

partial

partial shipment
to conform to
sample

packing

to pack
marking

to mark

in accordance with.
rule

to provide
safety

full safety
storage

to store
notification

to notify

to be obliged to do smth.

to transfer
transfer

to make a transfer
account to

smb's account
for smb's account
balance

receipt

insurance policy
packing list
acceptance report
to accept

arbitration

YKa3bIBaTh

aBHaHaKJIaJgHast

BBIIIMCBIBATh, BhIAABATh, BBIITYCKATh,

napTus
YJaCTUYHBIN

YacTHYHAs OTrpy3Ka
COOTBETCTBOBATH
obpaszernt

yIaKoBKa

YIaKOBBIBATh
MapKHPOBKa
MapKHPOBATh

B COOTBETCTBHH C...
MIPABHIIO

obecneynBaTh
0€30I1aCHOCTh

rmojIHas 0€30MacHOCTh
XpaHeHHe

XPaHUTh, CKJIaIAPOBAThH
YBEIOMIICHUE

YBEIOMJIATh

OBITH 00SA3aHHBIM CJI€JIaTh YTO-I100

MepeBecTr
nepeBoJ]

CeNaTh MePeBOJI

cuer

Ha 4eii-mu0o cuer

3a yel-1mbo cueT
OCTaTOK

MOJTyYeHUE; KBUTAHITUS
CTPaxoBOM MOJIUC
YHIaKOBOYHBIH JTUCT
aKT MPUEMKH
MIPUHUMATH

apOuTpax



dispute

to arise (arose, arisen)

a dispute arose out of smth.
to settle

settlement

in settlement of
amicable

in an amicable way
amicably

recourse

without recourse to smb.
court

law

court of law

party

to refer

to refer a matter to arbitration
award

arbitration award
binding

legal

signature

Useful Phrases

to negotiate an order

crop

BO3HHUKATh

CIIOp BO3HUK U3-3a Yero-1udo
YperyJiupoBaTh
yperyiupoBaHue
JUI yperyJIupoBaHUs
Py KECKHUI
JPY>KECKUM ITyTeM
Tpy>KEeCKH
obpareHue

6e3 oOpamieHus K KoMy-JI1100
cyn

3aKOH

cyn

CTOpOHA (KOHTpAKTa)
nepeaarhb

nepeaarh AeJo B CyQ
Harpaja

perieHne apouTpaxa
00s3aTeNbHBIIH
FOPUANYECKUI

HOJIHUCH

BCCTHU IICPETOBOPLI O 3aKa3eC

to fulfill execute/carry out/ perform an order BBITIOJIHATH 3aKa3
fulfillment/execution/performance of an order
in the course of the fulfillment of an order BBITIOJIHEHHE 3aKa3a
to prevent fulfillment of an order (a contract)
complete (partial) fulfillment of an order B X0/JI¢ BBITIOJTHCHHS 3aKa3a
obligation MOMENIaTh BHIMOJHEHUIO 3aKa3a (KOHTPAKTA)
to fulfill obligations under a contract MOJTHOE (YaCTUYHOE) BBIMOJTHCHUE 3aKa3a

00513aTEeIBCTBO
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to cancel an order in whole (in part) BBITIOJTHUTH 0053aTEIIBCTBA 110 KOHTPAKTY

aHHYJIMPOBATH 3aKa3 MOJTHOCTHIO (YACTUYHO)

cancellation of an order aHHYJMPOBaHUE 3aKa3a
volume of an order o0BeM 3akasza

validity of an order CPOK JICHCTBHS 3aKa3a

to be valid OBITH IENCTBUTEIILHBIM
The Contract is valid for 3 months (up to De- KonTpakTt nmeer cuity Tpu mMecsita (10 aexadps
cember, 2005). 2005 1.).

an order (a contract) form OJaHK 3aKa3a (KOHTpaKTa)
an order (a contract) for the goods 3aKa3 (KOHTPAKT) Ha TOBap
a large order (a contract) 001b111011 3aKa3 (KOHTPAKT)
substantial 3HAUYUTETbHBII

small MaJICHbKHI

further IENIIN: (70000507

relevant COOTBETCTBYOIIUH

official O(pUITHATTEHBIHA

formal (dbopManbHbIN

original MepBOHAYAIbHBIN

repeat MMOBTOPHBIN

firm TBEP/AbII

trial POOHBI

sample Kak oOpaser
under/against/on an order (a contract) 10 3aKa3y (KOHTPAaKTY)

to place an order with smb. for smth. pa3MeniaTh 3aKa3 y Koro-imudo Ha 4yTo-1mdo

HaNpaBUTh 3aKa3 KOMY-JH00

to give/send an order to smb. 3aKa3aTh 4TO-THO0 y KOTr0o-In00

to order smth. from smb. 3aKa3aTh CO CKJaga

to order from stock MOJTyYUTh 3aKa3 OT KOT0-I100

to secure/obtain an order from smb. NPUHATH 3aKa3

to accept an order HOATBECPAUTH NIPUHATHE 3aKa3a

to confirm the acceptance of an order (dhopmMallbHOE TTOATBEPIKICHUE 3aKa3a
formal confirmation of an order MEPECMOTPETh 3aKa3 (KOHTPAKT)

to revise an order (a contract) OTO3BaTh 3aKa3

to withdraw an order COCTaBUTHh KOHTPAKT

to draw up/make up a contract 3aKTIOYUTH KOHTPAKT
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to make/conclude/sign a contract

to send a contract for signature/signing

while signing a contract on/upon signing a con-
tract

terms/conditions/terms and conditions of a con-
tract

to observe the terms of a contract
non-observance of the terms of a contract
provisions of a contract

a clause of a contract

to word a clause of a contract

the wording of a clause

parties/sides to a contract contracting parties

to prepare a contract

to prepare a draft contract

to prepare a revised contract

to specify/stipulate/state/ provide for smth. in the
contract

to make/introduce alterations to a contract
modifications/alterations/ amendments of a con-
tract

to make/introduce an amendment to a contract
to amend a contract

contract obligations

contract undertakings

contract requirements

contract period/term

contract changes

contract alterations

contract modifications

contract price
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HAIlPpaBUTb KOHTPAKT HA MOAINMUCAHUC

IIpU MOAINMMCAHUH KOHTpPAKTa

YCIIOBHSI KOHTpaKTa

co0uII01aTh YCIIOBHSI KOHTPaKTa
HECOOJII0ICHNE YCIOBUI KOHTPaKTa
yci10BuUs (IIyHKTbI) KOHTPaKTa
MYHKT (maparpad) KOHTpaKkTa
c(hOopMyIMPOBATH IIYHKT KOHTPAKTA
(bopMyIMpOBKa IMyHKTa

CTOPOHBI, 3aKJIFOYMBIINC KOHTPAKT

MOATOTOBUTH (COCTABUTH) KOHTPAKT

MNOATOTOBUTD ITPOCKT KOHTPAKTA

noaAroToBUTH HOBBIU BAapHUaHT KOHTPAKTa

MPEyCMOTPETh YTO-THO0 B KOHTPAKTE

BHCCTHU U3MCHCHUS B KOHTPAKT

HN3MCHCHUA KOHTpaKTa

BHECTH U3MCHCHHUS B KOHTPAKT
HU3MCHUTBH KOHTPAKT
0053aTeNnbCTBA IO KOHTPAKTY
00s13aTeILCTBA 110 KOHTPAKTY
TpeOOBaHUS TI0 KOHTPAKTY
CPOK KOHTpPAKTa

HN3MCHCHUA KOHTpaKTa
W3MEHEHHS KOHTPAKTa
U3MEHCHHS KOHTPaKTa

1I€Ha 110 KOHTPaKTy



1. Subject of the Contract

1.1. The Seller has sold and the Buyer has bought the machinery, equipment, materials, and
services ("Equipment") as listed in Appendix 1 being an integral part of this Contract.

2. Prices and Total Value of the Contract

2.1. The Total Contract Value is as follows:

Equipment and engineering FOB U.K. port + documentation £
Supervision, start-up and training £
Spare and wear parts £
Freight £
Total price GIF Odessa £
Discount £

Total Contract Value

2.2. The prices are understood to be CIF Odessa including cost of packing, marking, loading
on board a ship, stowing and fastening the equipment in the hold, and the cost of the materials used
for this purpose.

2.3. The prices are firm for the duration of the Contract and shall not be subject to any revision
except on account of any mutually agreed changes or modifications to equipment specification

and/or quantities listed in Appendix 1 to this Contract

3. Time of Delivery

3.1. The equipment specified in Appendix 1 of the present Contract is to be delivered within
two (2) months from the date of opening the Letter of Credit specified in Clause 4.1 of this Con-
tract.

3.2. The delivery date is understood to be the date of the clean Bill of Loading issued in the

name of the Buyer, destination Odessa, Ukraine.

4. Terms of Payment

4.1. Within thirty (30) days from the date of signing this Contract, the Buyer is to open in fa-
vour of the Seller an irrevocable confirmed Letter of Credit with CityBank, London, for hundred
per cent (100%) of the total contract value. The Letter of Credit is to be valid for three (3) months.

4.2. Payment from this Letter of Credit at the rate of hundred per cent (100%) of the total con-
tract value is to be effected in GB pounds against the following shipping documents:

4.2.1. Original Bill of Loading issued in the name of the Buyer, destination Odessa, Ukraine.

4.2.2. Shipping Specification.
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4.2.3. Certificate of Quality.
4.2 4. Certificate of Origin.
4.2.5. Packing List.

4.2.6. Insurance Policy.

5. Technical Documentation

5.1. Within five (5) days from the delivery date the Seller shall send two (2) sets of the techni-
cal documents as listed in Appendix 2 to the address of the Buyer.

5.2. All instructions on the drawings are to be in English, with all the instructions contained in

Items 1, 2, 3, and 4 of Appendix 2 translated into Russian.

6. Guarantee of the Quality of the Equipment.

6.1. The guarantee period is twelve (12) months from the date of the start-up of the equipment,
that is reflected in an appropriate Act signed by the representatives of the Parties to the present Con-
tract, but not more than eighteen (18) months from the date of delivery of the equipment.

6.2. If the equipment proves to be defective or faulty during the guarantee period, the Seller
has at its expense at the choice of both Parties either to remedy the defects or to replace the faulty
equipment with new equipment of good quality which is to be delivered without delay to the port of

delivery.

7. Packing

7.1. The equipment is to be shipped in Export Sea packing suitable for the type of equipment
delivered. Packing should also be suitable for transshipment in transit and reasonable long storage
of the equipment.

7.2. Each container is not to exceed the following dimensions:

Length = 2,500 mm, width = 2,500 mm, height = 2,500 mm.

7.3. The Seller is responsible to the Buyer for any damage to the equipment resulting from in-

adequate packing of the equipment.

8. Marking

8.1. All the containers are to be marked on three (3) sides. Each container should bear the fol-
lowing markings made in indelible paint (in Russian and English):

Contract No.

Seller: Continental Equipment Pic (Address)

Buyer: TST Systems Ltd. (Address)
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Railway Station of Destination: Kiev

Container No.:

Gross weight: kg

Net weight: kg

Case dimensions cm (length x width x height)

8.2. If a case requires special handling it should bear additional marks: "Fragile", "Top" or

"This side up", etc.

9. Shipping Instructions and Notifications
9.1. Within twenty-four (24) hours after shipment, the Seller is to inform the Buyer by fax re-
garding the date of shipment, the Bill of Loading number, number of containers, their weight, the

vessel name.

10. Insurance
10.1. The Seller is to take care of and cover expenses for insurance of the equipment under the

Contract from the moment of its dispatch up to the moment of its arrival at the port of Odessa.

11. Sanctions

11.1. In the event of delay in delivery of the equipment the Seller is to pay the Buyer a penalty
at the rate of 1.0% of the total contract value for every week of delay. However, the total amount of
penalty for delay in delivery is not to exceed 10% of the total contract value.

11.2. While calculating penalty for delay, the amount of days comprising over half of a calen-

dar week is considered to be a full week.

12. Force Majeure

12.1. The Parties are released from their responsibility for partial or complete non-execution of
their liabilities under the Contract should this non-execution be caused by the force majeure circum-
stances including, but not limited to: fire, flood, earthquake, and if these circumstances have had a
direct damaging effect on the execution of the present Contract.

12.2. The Party which is unable to fulfill its obligations under this Contract is to inform the

other Party within ten (10) days from the beginning of force majeure circumstances.
13. Arbitration

13.1. The Seller and the Buyer will take all possible measures to settle amicably any disputes

or differences which may arise out of the present Contract or in connection with it.
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13.2. If the Parties do not come to an agreement, all the disputes and differences are to be
submitted for Arbitration in Stockholm, Sweden, in accordance with the rules and regulations of the

Chamber of Commerce in Stockholm and applying the substantive laws of Sweden.

14. Other Terms

14.1. The Seller upon written consent of the Buyer shall be permitted to substitute equipment
of comparable quality and conforming to the technical requirements for any item of equipment that
may not be available for one reason or another.

14.2. Any changes, amendments or supplements to the terms and conditions of this Contract
shall be valid only if set forth in a written document duly signed by authorized representatives of
both Parties to the present Contract.

14.3. After the Contract has been signed all the preliminary agreements, discussions and corre-
spondence between the Parties concerning this Contract are to be considered null and void if con-
flicting with this Contract.

14.4. The Contract becomes effective and comes into full force from the date of signing.

15. Legal Addresses of the Parties
SELLER (ITPOJIABEILI): Continental Equipment Pic 9 North Road Brighton BN1 5 JF Eng-

land
for and on behalf of the Seller (or umenu u no nopyuenuto Ilponasua)
Alfred Rogers
Chairman (IIpe3unenr)
EXERCISES
I. Read and translate the following contract
Ottawa
14 December 200..
CONTRACT No.
GLC Electronics Ltd.

hereinafter referred to as the Sellers on the one part and

Florida Soft Ltd.

hereinafter referred to as the Buyers on the other part, have concluded the present Contract for the

following:
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Subject of the Contract.

1.1 The Sellers have sold and the Buyers have bought on conditions C.LF. Lincoln, Flor-
ida

the following equipment: 5 pieces of H 24 Model 3/61G

in full conformity with the technical characteristics and in complete scope of supply specified in
Appendix No. 1.

Prices and Total Value.

2.1The total value of the equipment, spare parts, tools, technical documentation and services in the

volume of the present Contract amounts to USD 35,270 (say thirty five thousand two hundred and

seventy) .
2.2 The prices for item are specified in Appendices Nos. 2,3.

2.3 The prices are firm and subject to no alterations.

2.4 The prices are understood C.I.F. Lincoln, Florida

or in accordance with other basis conditions of delivery including the cost of packing, marking and
other delivery expenses.

Terms of Payment.

3.1 Payments at the rate of 85 percent of the volume of the delivered equipment are to be ef-
fected in

USD

(currency)
within 60 days of. the date of receipt by the Buyers of the following documents for collection:
3.2 The Sellers' invoice (one in the original and two copies) where contract number is to be indi-
cated.
3.3 Full set of clean on board bills of loading issued destination Lincoln, Florida,
USA

in the name of John Barley, Florida Soft

3.4 15 percent of value of the delivered equipment are to be paid upon expiration of the guarantee
period provided the equipment corresponds to the qualitative and quantitative indices stipulates in
the Contract.

Payment of this amount is to be effected upon expiration of the guarantee period provided there are
no grounded claims from the Buyers.

3.5 All Bank expenses for collection are to be paid as follows:

- all expenses of the Bank of the Sellers' country to be borne by the Sellers.

- all expenses of the Bank of the Buyers' country to be borne by the Buyers.

Time of Delivery.
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4.1 The delivery under the present Contract is to be effected _not later than March 1, 2006

4.2 The date of delivery is considered the date of clean on board bill of loading.

Packing and Marking.

5.1The equipment is to be shipped in export packing corresponding to the nature of each particular
type of equipment.
5.2 The packing is to secure the full safety of the goods from any kind of damage and corrosion dur-
ing its transportation.
5.3 The goods are to be packed so as not to allow for their free movement inside the package when
it changes its position.
5.4 The sellers shall be responsible for damage to the goods owing to the improper packing.
5.5 The marking shall be clearly made with indelible paint stating as follows:

Contract No.

Trans No.

Case No.

Net weight

Gross weight

Dimensions in cubic meters (length, width, height)

5.6 The packages for which special handling is required shall have marking: "Handle with care",
"Top", "Do not turn over".
5.7 The Sellers are responsible for additional transport and storage charges incurred due to the dis-
patch to a wrong address caused by improper or incorrect marking.

Sanctions.
6.1 In the event of the Sellers' delay in the supply against the dates stipulated in the Contract the
Sellers are to pay to the Buyers penalty at the rate of 0.5 percent of the value of goods not delivered
in due time for every week of the delay within the first four weeks and 1 percent for every subse-
quent week but not more than 10 percent of the value of the equipment not delivered in due time.
6.2 The penalties will be deducted from the Sellers' invoices when they will be paid by the Buyers.
In case the Buyers for any reason do not deduct the penalty when paying the Sellers' invoice the lat-
ter are obliged to pay the penalty at the first request of the Buyers.
6.3 Should the delay in delivery exceed four months the Buyers shall have the right to cancel the

Contract or a part thereof.
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6.4 Should the shipment of the equipment not be notified or be notified with delay, the Sellers are
to pay to the Buyers penalty at the rate of 0.1 percent of the value of the equipment already
shipped.

Guarantee .
7. The Sellers guarantee:
7.1 That the equipment to be supplied has been manufactured in full conformity with descrip-
tion, technical specification and with the conditions of the Contract.
7.2 The period of guarantee of the trouble-free operation of the equipment is to be 12 months
from the date of putting it into operation, but not later than 18 months from the date of shipment.
The above period will be accordingly extended if start-up of the equipment is deferred or the op-
eration of the equipment is stopped.
7.3 If the defects cannot be eliminated, the Buyers have the right to reject the defective equipment
or to request a corresponding reduction from price.
In case the Buyers reject the equipment it is returned to the Sellers for the latter's account and the
Sellers are to repay the sums paid by the Buyers with 8 percent interest per annum.
7.4 If curing the guarantee period the equipment proves to be incomplete or/and defective or/and
not in conformity with the Contract conditions, the Sellers are to eliminate the detected defects im-
mediately at the Buyers' request by means of repairing or replacing the defective equipment or parts
thereof with new ones of good quality.
In this case the Buyers are entitled to demand from the Sellers payment of a party as for delay in
delivery at the rate and in accordance with the procedure stipulated in Clause 6 of the present Con-
tract beginning from the date when the claim has been made till the date of delivery of new equip-
ment.
7.5 All the transport charges and other expenses connected with return or/and replacement of the
defective equipment are to be borne by the Sellers.

Force Majeure.

8.1 The parties are released from responsibility for partial or complete non-fulfillment of their li-
abilities under the present contract, if this non-fulfillment was caused by circumstances of Force
Majeure, namely: fire, flood, earthquake, war, provided these circumstances have directly affected
the execution of the present Contract.

In this case the time of fulfillment of the Contract obligations extended for the period equal to that
owning which such circumstances last.

8.2 The Party, for which it became impossible to meet obligations under the Contract, is to notify
the other Party of the above circumstances immediately, but not later than ten days of moment of

their beginning.
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8.3 The written evidence issued by the respective Chamber of Commerce will be a proof of the
above indicated circumstances.
8.4 If these circumstances last longer than six months, then each Party will be entitled to cancel the
whole Contract or any part of it. In this case neither Party shall have the right to demand any com-
pensation from the other Party, the Sellers undertake in this case immediately to reimburse the Buy-
ers for all advanced amounts paid by the latter under the present Contract.

Arbitration.
9.1 All disputes which may arise in connection with the present Contract will be settled as far as
possible by means of negotiations between the Parties. If the Parties do not come to an agreement,
the matter is to be submitted for settlement to Arbitration, with its seat in Stockholm, Sweden.
9.2 The Party, which wishes to refer the dispute to Arbitration shall notify the other Party by regis-
tered letter stating there the name and the address of the arbitrator as well as the subject of the dis-
pute, date and number of the Contract. Within 30 days of receipt of the above letter one other Party
shall choose its arbitrator, and inform the first Party of it by a registered letter stating the name and
the address of the arbitrator chosen.
9.3 If the Party notified of the dispute being submitted to Arbitration fails to choose its arbitrator,
the latter will be appointed within 30 days by the President of the Chamber of Commerce in Stock-
holm.
9.4 Within 30 days the arbitrators shall choose an Umpire. If the arbitrators fail to agree upon the
choice of the Umpire, the latter will be appointed by the President of the Chamber of Commerce in
Stockholm, Sweden.
9.5 The award is to be issued by a majority of votes in accordance with the terms and conditions of
the present Contract, and also the rules of Swedish Material Law.

General Conditions.

10.1 All taxes, duties and customs expenses on the territory of the Sellers' country are borne by the
Sellers.

10.2 In case of the cancellation of the Contract the Parties agree upon the return to the Sellers of the
defected equipment. All expenses on storage and transportation of the equipment are borne by the
Sellers.

10.3 After the Contract has been signed all the preceding negotiations and correspondence pertain-
ing to it become null and void.

10.4 The Sellers have the right to assign to the third Parties the fulfillment of the present Contract
only on the Buyers' written consent.

10.5 In case of non-fulfillment or improper fulfillment by the Sellers of their obligations under the

present Contract, the Sellers are to reimburse to the Buyers the losses suffered by them.
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I1. Make up your own contract.
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Accounting and Auditing. YueOHoe moco6ue.

N3n-8o AMI'Y. IloamucaHo K meyaTu . ®opmar . Ycn. meu. 1.,
y4.-u34. 1. . Tupax 100. 3aka3

Ortneuarano B tunorpaduu AmI'Y.
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