ДЕЛОВОЙ АНГЛИЙСКИЙ ЯЗЫК (группы  ФКЗ, ЭЗ, МРЗ, УЗ)

КУРС III, СЕМЕСТР VI
КОНТРОЛЬНАЯ РАБОТА  № 2

Тексты «Financial Statements», «On the phone, twelve telephone tips».
Лексика по темам «Financial Statements», «Telephone communication».

Грамматика

1. Повторение различных типов вопросов.
2. Повторение времен английского глагола.

1. Прочтите и переведите следующие слова и выражения. Выучите их наизусть.

Liability, to repay, taxation, turnover, asset, revenue, balance sheet, tax, expenditure, shareholders' funds, income, purchase, property, debt, trading losses, dividend, equation, interest and mortgage payments, to share, supplier, bookkeeping, profit and loss account, goodwill, flow of cash, loan, parent company, subsidiary, majority, а consolidated account, еquity.
2. Внимательно прочитайте текст № 1, переведите его письменно. 

Financial Statements

Companies are required by law to give their shareholders certain financial information. Most companies include three financial statements in their annual reports. 


The profit and loss account shows revenue and expenditure. It gives figures for total sales or turnover (the amount of business done by the company during the year), and for costs and overheads. The first figure should be greater than the second: there should generally be a profit - an excess of income over expenditure. Part of the profit is paid to the government in taxation, part is usually distributed to shareholders as a dividend, and part is retained by the company to finance further growth, to repay debts, to allow for future losses, and so on. 


The balance sheet shows the financial situation of the company on a particular date, generally the last day of its financial year. It lists the company's assets, its liabilities, and shareholders' funds. A business's assets consist of its cash investments and property (buildings, machines, and so on), and debtors - amounts of money owed by customers for goods or services purchased on credit. Liabilities consist of all the money that a company will have to pay to someone else, such as taxes, debts, interest and mortgage payments, as well as money owed to suppliers for purchases made on credit, which are grouped together on the balance sheet as creditors. Negative items on financial statements such as creditors, taxation, and dividends paid are usually printed in brackets thus: (5200). 


The basic accounting equation, in accordance with the principle of double-entry bookkeeping, is that Assets = Liabilities + Owners' (or Shareholders') Equity. This can, of course, also be written as Assets - Liabilities = Equity. An alternative term for Shareholders' Equity is Net Assets. This includes share capital (money received from the issue of shares), sometimes share premium (money realized by selling shares at above their nominal value), and the company's reserves, including the year's retained profits. A company's market capitalization - the total value of its shares at any given moment, equal to the number of shares times their market price - is generally higher than shareholders' equity or net assets, because items such as goodwill are not recorded under net assets. 


A third financial statement has several names: the source and application of funds statement, the sources and uses of funds statement, the funds flow statement, the cash flow statement, the movements of funds statement, or in the USA the statement of changes in financial position. As all these alternative names suggest, this statement shows the flow of cash in and out of the business between balance sheet dates. Sources of funds include trading profits, depreciation provisions, borrowing, the sale of assets, and the issuing of shares. Applications of funds include the purchase of fixed or financial assets, the payment of dividends and the repayment of loans, and, in a bad year, trading losses. 


If a company has a majority interest in other companies, the balance sheets and profit and loss accounts of the parent company and the subsidiaries are normally combined in consolidated accounts. 

3. Внимательно прочитайте текст № 1, определите, верны (TRUE) или неверны (FALSE) следующие высказывания:

1. Company profits are generally divided three ways. 



     TRUE/FALSE

2. Balance sheets show a company's financial situation on 31 December. 
     TRUE/FALSE

3. The totals in balance sheets generally include sums of money that have 

not yet been paid. 







     TRUE/FALSE

4. Assets are what you own; liabilities are what you owe. 


     TRUE/FALSE

5. Ideally, managers would like financial statements to contain no items 

in brackets.








     TRUE/FALSE

6. Limited companies cannot make a loss because assets always equal 

shareholders' equity. 







     TRUE/FALSE

7. A company's shares are often worth more than its assets.


     TRUE/FALSE

8. Depreciation is a source rather than a use of funds.



     TRUE/FALSE

9. The two sides of a funds flow statement show trading profits and losses.
     TRUE/FALSE

10. A consolidated account is a combination of a balance sheet and a profit 

and loss account.







     TRUE/FALSE
4. The text above contains various British terms that are not used in the USA. Match up the following British and American terms:
	1
	
	2
	
	3
	
	4
	
	5
	
	6
	



British







American

1. creditors






a. accounts payable
2. debtors






b. accounts receivable
3. overheads






c. income statement
4. profit and loss account




d. overhead

5. shareholder






e. paid-in surplus

6. share premium





f. stockholder

5. Задайте к тексту 7 вопросов различного типа.

6. Заполните пропуски в предложениях, выбрав следующие предлоги: as, at, for, from, in, of, on, to.
1. With reference ….. your advertisement ..… the JobFinders.com website, I am interested ….. applying ….. the post of tour leader.
2. I have attached my CV ….. a Word document.
3. I am available ….. interview ….. Naples.
4. I'm working ….. a sales representative at the moment.
5. You can email me or telephone me ….. the number given ….. my CV.
6. I look forward ….. hearing ….. you soon.
7. I have a good knowledge ….. business administration. I studied it ….. university.
8. I'm unemployed ….. the moment. I've been out ….. work since the summer.
9. I'm studying ….. a degree ….. Environmental Studies.
10. I hope to follow a career ….. the legal profession.
11. I have been working ….. Telekom for one year.
12. I attach my CV ….. requested.
7. Просмотрите информацию на сервере ДО и, используя верную структуру электронного заявления о приеме на работу, напишите своё.
1. Geeting
2. Reason for writing 

For example: where (and when) you saw the advertisement and which job you are interested in.

3. Your background and experience
For example: your age (optional); present job and/or studies; your qualifications (or if you are a student what you hope to do in the future); a description of your recent work experience.

4. The job
For example: mention the skills and personal qualities that make you suitable for this job.

5. Refer to you CV
Ask the reader to look at your CV/Resume, and focus on one or two key points.

6. Final comments
For example: say that you hope your application will be considered; say who will give you a reference; say when you are available for interview; say how you can be contacted.

7. Standard final sentence

8. Formal ending
8. Изучите информацию данную ниже. Напишите об истории компании Mantegna S.p.A., используя все возможные времена, которые только можно.
1952 



Mantegna S.p.A., an Italian engineering company.





Mantegna S.p.A. founded by Leonardo Mantegna.

1952-1955


Small factory in Verona. Main product: steel pipes.

1956



New production plant in Milan. Began valve manufacturing.

1975



Head Office moved to Milan.

1980



Rejected attempted takeover by Echo Inc., Chicago.

1081-1990


Sales offices esteblished in 48 different countries.

1990-now


Turnover $450m. Range of over 400 products.





Planning expansion into automative sector.





Next year: new plant in United Kingdom.





In three years: new plant in Boston, Massachusetts.

9. Составьте и запишите предложения из слов, данных вразбивку в таблице. Переведите письменно получившиеся предложения. 

	              to repair                            to take                              to patrol                       to check 

              to manufacture                    to cook                             to make                              to test


a. Vice-President/ important decision/ last week

b. Telephonist/ too many private calls/ recently

c. The nightwatchman/ just/ the factory

d. Plant/ products/ during the August holiday

e. Laboratory/ new product/ next week

f. Company doctor/ employees/ every month

g. Maintenance staff/ production line/ next Monday

h. Canteen staff/ food/ at the weekends

10. Внимательно прочитайте текст № 2, переведите его устно. 

                                                          ON THE PHONE

If you don't have much experience of making phone calls in English, making a business call can be a worrying experience. If you have to call someone you already know, you may actually enjoy making the call - but remember that long-distance calls are expensive.

Or you may have to make a first-time business call to a prospective client: not easy in English! Making a phone call to a stranger can be quite stressful, especially if they speak English better than you.

Most business people, unless they feel very confident, prepare for an important phone call in a foreign language by making notes in advance. And during the call they make notes while they're talking to help them to remember what was said.

Although it's quick and convenient to phone someone to give them information or to ask questions, the disadvantage is that there is nothing in writing to help you to remember what was said. It's essential to make notes and often when an agreement is reached on the phone, one of the speakers will send a fax or e-mail to confirm the main points that were made.

As it's so easy to be misunderstood when talking on the phone it's a good idea to repeat any important information (especially numbers and names) back to the other person to make sure you've got it right. Always make sure you know the name of the person you're talking to. If necessary, ask them to spell it out to you, so that you can make sure you've got it right - and try to use their name during the call. And make sure they know your name too.

TWELVE TELEPHONE TIPS:

1. Fax or e-mail ahead if you want to make sure the other person has time to prepare for the call.

2. Make sure you have with you all the documents you’ll need before you dial the number.

3. The other person may not understand you easily, so try to speak slowly and CLEARLY.

4. The other person can’t see your reactions, so always CONFIRM that you have (or haven’t) understood each point that’s been made. Don’t pretend you have understood when you haven’t.

5. The other person can’t see what a nice person you are, so make sure you sound POLITE and AGREEABLE.

6. The other person hasn’t got all day, so make sure you call in BRIEF.

7. The other person is getting an impression of your firm while talking with you, so make sure that you sound EFFICIENT – your firm’s image may be at stake, even if you are just taking a message.

8. Don’t rely on your memory: make notes during a call and rewrite these notes immediately afterwards as a record of the call.

9.  Smile while you are talking. Your listener can ‘hear’ your smile.

10. Don’t try to be funny – you may be misunderstood.

11. Don’t interrupt the other person: let them finish what they want to say.

12. Send a follow-up e-mail, fax or letter to confirm any important details (especially prices and numbers), so that you both have a written record. 

It's important to sound interested, helpful and alert when answering the phone. You may have to make or receive calls to or from regular customers and prospective customers, so a good telephone manner not only makes an impression in business, but it also helps to make money.

11. Составьте и напишите аннотацию к тексту №2 (задание 10), используя данные ниже клише. Будьте готовы передать основное содержание текста на английском языке устно.

The headline of this text is … It deals with … 

The author starts by telling the reader that … According to the text … The text also includes … Further the author states that … The text goes on to say that … In conclusion … 

The article is concerned with … It is shown that … There is no doubt that … 
I think the text is addressed to … It will be particularly useful for those who … 

12. Изучите выражения, использующиеся при телефонных разговорах. Переведите и выучите их наизусть.

	Hello, I'd like to speak to Mr ... 



Hello, this is Miss ... calling from 

…

Is Ms ... available, please? 

My name's ...
	Speaking.

I'm afraid he's in a meeting / not in the office / still at lunch / not available just now. 

Is there anything I can do for you? 
Hold on a moment, please. I'll just find out if she's back yet / in the other office / available.

I'll put you through to Miss ... 

I'll ask her to call you back as soon as she's free. What's your extension number / fax number?


13. Изучите выражения, использующиеся при запросе информации, просьбе о помощи или разрешении по телефону. 

Будьте готовы составить микродиалог – разговор по телефону и представить его в паре.

                                          Requesting

	I'd like you to ..., please. 



Could you ask ... to ... for me? 

Could you ..., please? 

Do you think you could ...? 

Would you mind ...-ing ...?
	Sure.

Certainly.

I won't be able to ..., because ...

I'm sorry but...

I'm afraid that's not possible, because ...


                                         Offering to help

	Can I give you a hand?

Would you like a hand with ...?

Shall I...?

Would you like me to ...?

If you need any help,  just let me know.
	Yes, please. Thanks a lot. 

No, thanks, I think I can manage. 

That's very kind of you, but... 

I think I'd prefer to do that myself because ...


                                        Asking permission

	May I ...?

Do you mind if I...?

Could I...?

Is it all right if I...?
	Sure, go ahead.

By all means.

No, I'm afraid you can't, because ...

I'm sorry but...


14. Переведите данные выражения письменно и заполните пропуски.

	be over
	call back
	cut off
	get through
	give up

	hang up
	hold on
	look up
	put through
	pick up


1. The phone's ringing. Why don't you …. …. the receiver? 

2. I'm afraid she isn't available at the moment. Can you …. …. later?

3. Can you …. …. their number in the directory, please? 

4. I'm afraid she's with a client, shall I …. you …. to her secretary? 

5. Hello? Are you still there? I think we were …. …. for a moment. 

6. Mr Green never seems to be in his office. I've been trying to …. …. to him all morning. 

7. Could you …. ….for a moment? I'll just find out for you. 

8. If the telephonist says 'Thank you so much for calling' and plays me that awful electronic music again, I'll ……... 

9. If you get a wrong number, it's polite to say 'I'm sorry, I've dialed the wrong number' before you …. …. 

If an American telephonist asks 'Are you through?', she wants to know if your call ……...
