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UNIT 1. TYPES OF PROPRIETORSHIP 

 

А business may be privately owned in three different forms. 

These forms are the sole proprietorship, the partnership and 

the corporation. The sole proprietorship is the most common 

in many western countries. For example, more than 80 

percent of all businesses in the United States are sole 

proprietorships. 

But it is evident that sole proprietorships do not do the 

greatest volume of business. They account for only 16 

percent of all business receipts, for example, in America. 

What kind of business is likely to be a sole proprietorship? 

First of all, service industries such as Laundromats, beauty 

shops, different repair shops, restaurants. 

 

Active Vocabulary 

business - дело 

toown - владеть 

soleproprietorship – частная собственность 

partnership - партнерство 

corporation - корпорация 

volume - объем, количество 

receipt - денежные поступления 

serviceindustry – сфера обслуживания 
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to account for - объяснять, отчитываться 

repair shop - мастерская 

Vocabulary Practice 

Exercise. Choose the necessary word and put it in the 

sentence. 

1. Small...are very often 

service industries. 

2. The...industries don't 

produce material goods.  

3. More than 80 percent 

of all business ...are not 

from sole proprietorships.  

4. Less than 20 per cent 

of European businesses 

are partnerships or...  

5.Soleproprietorships...on

ly a small part of all 

business receipts.  

6. Is this bank owned 

publicly or...? 

7. There are three, of 

business ownership.  

 

1 receipts 

2 business 

3 service 

4 privately 

5 account 

6 corporation 

7 forms 
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Self-control 

What does business do? 

Business is a difficult thing . It has many  important elements: 

money, taxes, customers, transport, banks. 

Why do people do business?      

Why do they like small business?     

People do business, provide services, buy and sell goods for 

a profit. There is no business without a profit. What business 

is good? All businesses are good.Production of goods is 

profitable, different services:    for example, at hotels, motels, 

are profitable, too.  

Communications are good business, too. For example, 

telephone and mail services. Financial services, for example, 

banking and insurance, work very well, too. 

So, people do different businesses for a profit. They do what 

they like to do. For example, many families in America run 

small businesses now. 

It is very popular to be a businessman or a businesswoman. 

Women like to do business: to run a firm, to be a bank 

manager, or a shop keeper. 

It is a new and very interesting tendency in modern life. 
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UNIT 2. PARTNERSHIPS 

A partnership is an association of two or more persons to 
carry on a business for profit. When the owners of the 
partnership have unlimited liability they are called general 
partners. If partners have limited liability they are "limited 
partners". There may be a silent partner as well - a person 
who is known to the public as a member of the firm but 
without authority in management. The reverse of the silent 
partner is the secret partner - a person who takes part in 
management but who is not known to the public. 

Any business may have the form of the partnership, for 
example, in such professional fields as medicine, law, 
accounting, insurance and stockbrokerage. Limited 
partnerships are a common form of ownership in real estate, 
oil prospecting, quarrying industries, etc. 

Partnerships have more advantages than sole 
proprietorships if one needs a big capital or diversified 
management. Like sole proprietorship they are easy to form 
and often get tax benefits from the government. 

Partnerships have certain disadvantages too. One is 
unlimited liability. It means that each partner is responsible 
for all debts and is legally responsible for the whole 
business. Another disadvantage is that partners may 
disagree with each other. 

Active Vocabulary 

partnership - партнерство 

to carry on a business - вестидело 

profit - прибыль 
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generalpartner - общий партнер (несущий полную 

юридическую ответственность за дело) 

limitedpartner - партнер с ограниченной юридической 

ответственностью 

silentpartner - партнер без права голоса 

secretpartner - секретный партнер (с правом голоса, но 

неизвестный общественности как партнер) 

law - зд.юриспруденция 

insurance - страхование 

stockbrokerage - биржевое маклерство 

real estate - недвижимость 

oil prospecting - добычанефти  

quarrying industries - добывающиепромышленности 

advantage - преимущество 

disadvantage - недостаток  

to be legally responsible - бытьюридическиответственным 

Comprehension Questions 

1. What is the difference between a general partnership and 

a limited partnership? 

2. Is there any difference between a silent partner and a 

secret partner? What is this difference? 
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3. In what professional fields are the partnerships found? 

4. In what businesses is the partnership a common form? 

5. What are the advantages of a partnership? 

6. Discuss the disadvantages of a partnership. Would you 

prefer partnership or sole proprietorship for business? Give 

your reasons. 

Vocabulary Practice 

Exercise.   Select the necessary word in the sentence. 

1.Partnership very often 

receive...from the 

government. 

2.Limited partnership is a 

common form of ownership 

in… 

3. Partnerships have 

many..., one is thatthey 

receive tax benefits from 

thegovernment. 

4....are the partners with 

unlimited liability. 

5....has the authority in 

management buthe is not 

known to public.  

6. A secret partner takes 

part in... 

7. General partners 

have... 

 

1 secret partner 

2 unlimited liability 

3real estate 

4 general partner 

5advantage 

6 profit 

7 capital 

8management 

9 tax benefits 
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8. One advantage of a 

partnership is that  

it offers a multiple source 

of... 

 

 

9. A partnership can bring much... 

to the partners.

 

Dialogue 

(Two friends Susan and Maurice; are having supper in a 

restaurant) 

Maurice                 

 

Susan     

 

 

Maurice 

Susan    

 

 

Maurice 

 

Susan 

 

 

 

 

Maurice 

Susan    

 

 

Haven't seen you for a long time. 

What have you been busy with?  

I've been pretty busy. Do you know 

my friend Nora? I went into business 

with her.  

Really? How is it going on? 

Fine, thanks. We get along very well, 

andthe shop is attracting more and 

more customers. 

It sounds well. How many partners 

are there in your  business? 

There are two of us and I am very 

pleased about it.I've made a right 

choice. Nora's background is in 

accounting. She is very good at 

keeping the books. 

And you? 
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You know I 

always liked 

talking. I 

guess I am 

rather good 

with 

customers.  I 

enjoy selling 

things 

Maurice 

 

Susan 

 

Maurice   

 

Susan 

 

 

Maurice 

 

 

 

 

Susan   

Maurice 

Susan 

 

Maurice 

 

Susan 

 

Well, it sounds interesting. I believe 

you don't run a risk in your business. 

We haven't had many problems, 

although I suppose all business can be 

risky. As partners we are bothliable. 

Did you both put the same amount of 
money into your business? Do you 
mind my asking? 

No, we didn't invest the same amount 
of capital. But I think we've combined 
our resources very well. I think it's 
good for both of us. 

It seems really so. Thai is one 
advantage of general partnership. 
You can invest less capital than your 
partner - even no money at all. But 
you as a partner can contribute 
important services or skills, 
sometimes just a name or a 
reputation. 

Indeed. 

How did you arrange to distribute 
profits and losses?  
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We share 
them equally. 
We hope to 
be in 
businessfor a 
long time.  

Nice for you. 
Now you 
seem to know 
a lot 
aboutbusines
s. 

Not everything yet but the subject 
becomes quite technical. 

 

Maurice  

 

 

I am glad to hear it. It's time to go 
now. See you later. Bye. 

Active Vocabulary 

tobebusywith - заниматьсячем-либо 

to go into business - заниматьсябизнесом 

to get along well - ладитьдругсдругом 

to attract customers  - привлекатьпокупателей 

to make a right choice  - сделатьправильныйвыбор 

background - зд. рабочийопыт 

accounting - бухгалтерскийучет 

torunarisk - рисковать 

tobeliable - нести юридическую ответственность 

amountofmoney - сумма (количество) денег 

to put an amount of money into business - 

вложитьсуммуденегвбизнес 
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to combine resources - комбинироватьресурсы 

advantage - преимущество 

tocontributeservices, skills - делать вклад, содействовать 

умениям и навыкам 

to distribute profits and losses - 

распределитьдоходыиубытки 

to share - делить 

the subject becomes quite technical - 

этостановитсяужеделомтехники 

deal - сделка 

Exercise.   TranslateintoEnglish. 

1. Члены правления имеют полную юридическую 

ответственность. 

2. Партнер с ограниченной юридической 

ответственностью не имеет реальной власти. 

3. Секретный партнер принимает участие в управлении, 

но он не известен общественности. 

4. Я хочу вложить деньги в недвижимость. 

5. Партнерство имеет много преимуществ. 

6. Партнерство часто получает налоговые льготы от 

правительства. 

7. Мы хорошо ладим с партнером. 



14 
 

8. Наше кафе привлекает все больше и больше 

клиентов. 

9. Я сделал правильный выбор. Это дело приносит много 

прибыли. 

10.Мой рабочий опыт связан с менеджментом.  

11.0на хорошо разбирается в бухгалтерском деле.  

12.Мы вкладываем в дело одинаковый капитал. 

Self-control 

Setting up a new business 

To set up a new business you have to solve a number 

of problems. For example, where do you get your supplies 

from? What is the price you pay for them? What premises- 

do you work from? What type of control do you want to keep 

in your business? All this depends on the type of your work, 

because you may work as a sole trader, a partnership or a 

limited company. 

To work as a sole trader means that you are personally 

responsible for the business and take all profits after paying 

income taxes, but you must remember one thing: you are 

also responsible for all business debts. 

Partnership means a group of people (between two and 

twenty) working as one firm. They share responsibility for 

decision making, profits, and debts. Partnership is useful and 

effective when all partners have high professional skills. 
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A limited company (Ltd) is a company formed by two or 

more shareholders who put the money into the business and 

get a share of the profits. Here the financial responsibility (or 

liability) of the shareholders is limited. When the business 

goes bankruptevery shareholder loses his share. 

So we can see that different types of business organizations 

have advantages (pluses) and disadvantages (minuses). 

What business is better: small business or big 

business? 

 

As we know there are two general types of business: small 

business on the one hand and big business on the other. Many 

people think that small business is more interesting than big 

business. At the same time they think it is more popular than 

the big one. Experience shows that small business is better for 

the people who own it, and big business is better for the 

employees who work in it. Why is it so? May be because in 

small business labour costs and overheads are less than in big 

business. So poor people can make more profit. But in big 

business richer people can spend money on all types of coats 

and stimulate workerswith higher wages. Only experience can 

help you to understand this difference and to know what you 

like more and what you like less. Sometimes the least 

profitable business may become the most interesting one. 

UNIT 3. CORPORATION 

A business corporation is an institution established for the 

purpose of making profit. It is operated by individuals. Their 
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shares of ownership are represented by stock certificates. A 

person who owns a stock certificate is called a stock-holder. 

There are several advantages of the corporate form of 

ownership. The first is the ability to attract financial 

resources. The next advantage is the corporation attracts a 

large amount of capital it can invest it in plants, equipment 

and research. And the third advantage is that a corporation 

can often higher salaries and thus attract talented managers 

and specialists. 

The privately owned business corporation is one type of 

corporation. There are some other types too. Educational, 

religious, charitable institutions can also incorporate. Usually 

such corporation does not issue stock and is nonprofit. If 

there is a profit it is reinvested in the institution rather than 

distributed to private stockholders. 

In some western countries, cities, states, federal government 

and special agencies can establish governmental corporations. 

A few examples of these governmental corporations are state 

universities, state hospitals and city owned utilities. 

Governmental corporations are non-profit as a rule and usually 

they do not issue stock certificates. 

Active Vocabulary 

сorporation - корпорация 

to establish - учреждать 

stock certificate - акция 

stockholder(shareholder) - акционер, держательакций 
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tо attract financial resources - 

привлекатьфинансовыересурсы 

to offer high salaries - предлагатьвысокиезарплаты 

to attract a large amount  of capital - 

привлекатьбольшойкапитал 

educational, religious, charitableinstitutions - 

образовательные, религиозные, благотворительные 

учреждения  

toissuestock - выпускать акции 

nonprofit - неприбыльный  

toreinvest - вкладыватьещераз 

 

Comprehension Questions 

1. Who can own a corporation? 

2. Is a corporation necessarily larger than a sole 

proprietorship? 

3. What are the advantages of the corporate form of 

ownership? 

4. What can you say about the disadvantages of the 

corporate form of ownership? 

5. Do the corporations issue stock to stockholder? 

6. What kind of corporations usually don't issue the stock? 
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7. What world-known corporations do you know? 

8. What types of business usually take the corporate form of 

ownership? 

 

 

 

 

Vocabulary Practice 

Exercise.   Choose the necessary wоrd and put it in the 

sentence. 

1. What kind of... is better: buying stock or 1 charitable 

buying real estate? 2 stock   

2. To attract greater financial... the 3 resources 

company issues the stock.  4 institution 

3. A university can be ... corporation. 5 investment 

4. The partners didn't put the same... 6 nonprofit 

into business. 7 amount of capital 

5. The group of people from different 8 to establish 

countries are going to ... a corporation.  

6. The Red Cross is an international...  

organization.   
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7. I want to buy some ... in IBM and  

General Motors. 

8. An educational ... usually reinvests  

all its money. 

 

 

Dialogue 

Secretary   Good afternoon. 

Steve   Good afternoon. I'd like to see Mr. Jackson. We  

have an arrangement with him. My name is  

Mr. Watson. 

Secretary  Just a minute, please. I'll let him know you are 

here. 

 Steve          Thanks. 

Secretary Mr Jackson is waiting for you. Do you know 

wherehis office is?  

Steve            Oh sure, thank you 

Jackson       Hello, Steve, it's so nice to see you. Sit down,  

please. 

Steve           Thanks, Nick. How are you getting on? 
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Jackson       Quite all right, thanks. And what about you?   

Steve      Everything is all right too. In fact I want to talk to 

you about my business.  

Jackson      Oh, I'll be glad to do something for you. 

Steve   Well, Nick. 1 need some legal advice. John and  

1arethinking of incorporating. 

 

Jackson    You are going to expand, aren't you? It seems  

Thatyour partnership has been doing very well. 

Steve         Oh, yes. We have a success. Now some  

Businessmenare interested in investing with us.  

So could youexplain me what sort of legal  

procedure I haveto follow to form a corporation? 

Jackson   At first you have to apply for a corporate charier.  

Steve  Well? 

Jackson  Let me get this straight. You want to issue and  

sellstock in exchange for investment capital,  

don't you?  

Steve    Exactly. 

JacksonAfter you obtain the charter the stockholders, as 
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owners, hold a meeting to organize the 

corporation. 

Steve         Does that mean we elect our Board of Directors,  

adopt bylaws and choose the company's  

officers? 

JacksonThat’s what mean. Though the officers of the 

company supervise daily management,  

the stockholders always have final  

authority. They vote at annual meetings. 

Steve             Yes, I see it. By the way, does a corporation  

havelimited liability? 

Jackson        It does. It also has she right to own property, to 

buy and sell and right to sue and be sued.  

Steve            I see. The corporation acts like a person. It has  

theright of an individual. 

Jackson You are right. 

Steve          O.K. Why don't we get together for a game of 

golf one daynextweek? 

ActiveVocabulary 
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bylaws - юридическиеположениядляпредприятий 

Ineedsomelegaladvice - мненуженюридическийсовет 

toincorporate - соединяться, объединяться  

toinvest - вкладывать деньги  

toexpand - расширяться (о производстве)  

to follow a legal procedure - 

следоватьюридическойпроцедуре 

toapplyforacorporatecharier - подавать заявление на 

корпоративный патент  

to issue and sell stock  - выпускатьипродаватьакции 

in exchange for investment capital - 

взаменнавложенныйкапитал 

stockholder, shareholder - акционер, держательакций 

to hold a meeting - проводитьсобрание 

to elect a board of directors - 

проводитьсобраниедиректоров 

tochoosethecompany'sofficers - выбирать 

административных исполнителей компании 

to have a final authority - иметьрешающееслово 

to supervise daily management - 

осуществлятьежедневноеруководство 

to vote - голосовать 
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annual meeting - ежегодноесобрание 

tohavelimitedliability - иметь ограниченную юридическую 

ответственность 

toownproperty - владеть собственностью 

tosue - возбуждать судебное дело  

tobesued - подвергаться судебному разбирательству 

 

Exercise.   Translate into English. 

1. Корпорация может выпускать и продавать акции. 

2. Корпорация может предлагать более высокую 

заработную плату. 

3. Корпорация, имеет больше возможностей для 

вовлечения финансовых ресурсов, чем партнерство. 

4. Каждый год акционеры проводят собрание. 

5. Образовательные, благотворительные, религиозные 

учреждения могут быть корпорациями. Подобные 

учреждения, как правило, не приносят прибыль. 

6. Эта корпорация прибыльна, она будет расширяться. 

7. Сначала вы должны подать заявление на 

корпоративный патент. 

8. Акционеры имеют решающее слово в управлении 

корпорацией. 
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9. Административные исполнители кампании 

осуществляют постоянное руководство. 

10. Владельцы акций проводят ежегодное собрание и 

выбирают совет директоров. 

11. Корпорация имеет право возбуждать уголовное дело. 

Self-control 

Public and private companies 

A company is usually formed for the purpose of 

conducting business that is separate from its owners, the 

shareholders. The main difference is between public and 

private; companies. Private companies cannot sell shares to 

or raise funds from the general public. 

Public companies can sell their shares to the 

generalpublic (which they usually do through a stock 

exchange). A company continues to exist despite changes in 

its owners. A company can hold assets; it can sue, and it can 

be sued. The profits are distributed to the members as 

dividends on their shareholding, Losses are borne by 

thecompany. The management of the company is carried out 

by a board of directors. Private limited companies are often 

local family businesses and are common in the building, 

retailing and clothing industries. 

A private company ran be formed with a minimum of two 

people becoming its shareholders. They must appoint a 

director and a company secretary. If the company goes out 

of business, the responsibility of each shareholder is limited 

to the amount that they have contributed; they have limited 

liability. Such a company has Ltd (Limited) after its name. 
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In the US, businesses take the same basic forms. 

American companies have abbreviations Inc. and Copy   . 

Other types of companies are: 

1)holding company, a company that owns another company 

or other companies and which is sometimes referred to as 

the parent company (most public companies operate through 

a number of companies controlled by the groups holding 

company); 

2) Subsidiary company, a company controlled by a holding 

company, usually  

Owns (or indirectly owns through another subsidiary) more 

than 50 per cent of the subsidiary company's shares. 

3) Associated company, which is a company over which 

another company has substantial influence; for example it 

owns between 20 per cent and 50 per cent of its shares. 

Active Vocabulary 

Individualproprietorship -индивидуальноевладение 

soletrader-предприниматель без образования юридического 

лица (ПБОЮЛ) 

soleproprietor-единичный владелец 

self-employed-занятый собственным делом, не работающий 

по найму 

advantage-преимущество 

drawback-недостаток 
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tobeliableforsmth. - быть ответственным за что-л. 

entrepreneur- предприниматель 

distribution- распределение 

benefit- выгода 

profit- прибыль 

control- управление 

fiscalresponsibility- финансовая ответственность 

ineffect- в действии 

widespread- широко распространенный 

familyenterprises - семейныепредприятия 

purpose -цель 

consultingfirm - консалтинговаяфирма 

shareholders - акционеры 

toraisefunds - собиратьнежныесредства 

generalpublic- население 

buildingindustry- строительная промышленность 

retailing- розничная продажа 

clothingindustry - швейная промышленность 

assets- активы 
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tosue -предъявлять судебный иск 

tobesued- повергаться судебному преследован 

boardofdirectors- совет директоров 

abbreviation- аббревиатура, сокращение 

associated company - дочерняякомпания 

holding company - холдинговаякомпания 

subsidiary company - компания-филиал 

parentcompany - материнскаякомпания 

shares- акции 

Comprehension Questions 

1. What is business? 
2. Who can be called an entrepreneur? 
3. What are the forms of small business? 
4. What are the advantages and drawbacks of small busi-
ness? 
5. What is a partnership? 

6. What are the types of companies? 
7. What are the main differences between public and 
private companies? 

8. What is a corporation? 
Company Results 

Here is a short review of the company's main activities 

last year. I'm going to divide my review into three areas: 

firstly - financial, secondly -personnel, and thirdly - 

technology. 

On the financial front the results have been very 
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encouraging (pleasing): turnover has increased by 14 per 

cent, costs have dropped by 3 per cent, and profits are up by 

16 per cent. So the company as a whole has performed well. 

Export sales have done very well especially in America, our 

largest export market. The domestic consumer market has 

been very competitive, and will continue to be so. To my 

regret, our results in this market have been rather 

disappointing -just 1 per cent as compared with the last year. 

Now, the personnel. Our policy of personnel 

development through training and promotion opportunities 

has been a great success. We have actually recruited 72 

new staff members, while 20 have retired; so there's a net 

balance of 52. The training department has expanded 

considerably, and moved into new areas such as quality 

assurance and sales training. 

Finally, technology. I suppose it's no exaggeration to 

say that our technological thought is on the upgrade 

(upsurge), and our Reseach Department is trying to do its 

best to make a scientific contribution to the production 

process of the company. Over the last year, our Research 

Department has tested a new prototype engine. Results so 

far look very promising. We have also invested heavily in a 

European technology programme which links industry with 

universities. 

ActiveVocabulary 

review - обзор; делать обзор; повторять promotion - 
продвижение по службе  
todivide (into) - разделить на части 
opportunity— возможность; encouraging- 
воодушевляющий 
torecruit – набирать на работу; turnover- оборот 
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staffmembers - штатные сотрудники; costs - затраты 
toretire - уходить на пенсию 
todrop - упасть, снизиться 
considerably- значительно 
disappointing- разочаровывающий 
tomoveinto... areas - распространять на новые области 
to compare - сравнивать; as compared with -посравнениюс 
qualityassurance - гарантия качества 
salestraining - подготовка торгового персонала 
it's no exaggeration to say - 
небудетпреувеличениемсказать 
thought -мысль;  
on the upgrade (upsurge) -наподъеме 
to make a contribution -делатьвклад 
 

 
Tasks 

 
1.  Put 5-7 key questions on the text trying to embrace 
all the main areas of the review. Learn unfamiliar terms. 
2. Using the words and phrases of the text draw up a 
review of your company's activities and report it at the 
Board's session. 

 

UNIT4. THE FUNCTION OF AN EXECUTIVE 

Dialogue 

Anna is having lunch with her sister Barbara. Anna has just 

accepted a position as an Administrative Assistant. Her boss 

is an executive with a firm that manufactures heavy 

machinery used in construction. 
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Barbara You've got a new job, Anna. My 

congratulations. 

Anna   Thanks, Barbara. 

Barbara  Tell me a few words about your boss. What 

does he do? 

Anna   Well, he is one of the vice presidents of the company, 

so he's rather important. He is an executive. 

Barbara    Do you know the difference between an 

executive,a manager and an administrator? 

Anna    I am afraid I can hardly tell you the difference. 

I think these words are interchangeable and they really aren't 

different in many companies. 

Barbara  What about your company? 

Anna In our company the top officers are called 

administrators. The next highest group - the vice presidents, 

the heads of major departments and branch plant managers 

- are executives like my boss. 

Barbara    Is that all? 

Anna  The group below consists of managers, they are 

general managers and foremen.  

Barbara   So I see that an organization has a number of 

positions and some people have more authority than others. 

Anna     You are right. 
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Barbara    But it would be interesting to know more about 

the functions of an executive like your boss.  

Anna       I'dsay he makes a lot of important decisions. 

He sets objectives, coordinates work, delegates authority, 

makes hiring, firing, evaluating and just general leading.  

Barbara  It seems to be important.  

Anna  It is important. It's evident that making careful 

decisions is the basis of good management.  

Barbara     But do, you work under much pressure? 

Anna    Barbara, you know I am quite used to working 

under pressure from my last job. I am also accustomed to 

lots of paper work and red tape.  

Barbara     Good for you.  

Anna And what's more important I feel that I can learn a lot 

because my boss is very competent.  

Barbara   Good, I think we'd be in a hurry not to get late 

for the work. 

Active Vocabulary 

An executive   руководитель, администратор 

Manager   управляющий, администратор 

Anadministrator  управляющий, администратор 

Vicepresident  вице-президент 
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Headofdepartment  руководитель отдела 

Foreman   мастер, руководитель 

Position   должность 

To set objectives  ставитьцели 

To delegate authorityраспределятьобязанности 

Toworkunderpressure работатьпопринуждению 

Red-tape   канцелярскаяработа 

To be competent  бытькомпетентным 

Vocabulary Exercises 

Exercise 1.    Your executive is a very tough man. What 

should his staff do to please him? 

Forideas: 

tobecreative - быть с творческим отношением к делу 

tobewell-organized - быть хорошо организованным 

tokeepfit - держать себя в форме 

to be punctual - бытьпунктуальным 

to be enthusiastic - бытьэнтузиастом 

to obey the rules - подчинятьсяправилам 

 

Exercise 2.     Answer the questions 
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1. What working position is the best for you? 
2. Are you accustomed to working under pressure? 
3. Are you accustomed to a red-tape job? 
4. Do you want to be an executive or an administrator of the 
big company? What should you do for it? 
5.What qualities do you need to be an executive of the 
company? 

6.What does it mean to be a competent manager? 

 

 

WHERE AND HOW TO HIRE AN EMPLOYEE? 

An employer has several options to consider when he 

wants to hire a new employeer. First of all, he may look 

within his own company. But if he can't find anybody suitable 

for the position he will have to look outside the company. If 

there is a personal office in the company, he can ask them to 

help him to find a qualified applicant. The employer can also 

use another valuable sources, for example, employment 

agencies, consulting firms, placement offices and 

professional societies. He can also advertise in a newspaper 

or in a magazine and request candidates to send in 

resumes. 

The employer has two sets of qualifications to consider if 

he wants to choose from among the applicants. He must 

consider both professional qualifications and personal 

characteristics. A candidate's education, experience and 

skills are included in his professional qualifications. These 

can be listed on a resume. Personal characteristics, or 

personality traits must be evaluated through interviews. 
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Active Vocabulary 

anoption - выбор 

anemployer - наниматель, работодатель 

anemployee-служащий, работающий по найму 

toconsider-рассматривать, принимать во внимание 

to be suitable for the position - соответствоватьдолжности 

personneloffice -отделкадров 

anapplicant - кандидатнадолжность 

valuablesource - ценныйисточник 

employmentagency-агентство по найму 

consultingfirm - консультационнаяфирма 

toadvertise - помещатьобъявления, рекламировать 

resume-резюме 

two sets of qualifications -двавидахарактеристик 

experience -рабочийопыт 

to evaluate through interviews- оцениватьчерезинтервью 

Comprehension Questions 

1. Which options should an employer first consider when he 
wants to hire a new employee?       
2. What service does a personnel department provide? 
3. In what way can be the new employees be found outside 
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one's company? 
4. What qualifications does the employes consider in 
choosing an employee? 
5. What is meant by "professional qualification" for a job? 
6. What personal characteristics does the administrator 
consider when choosing an employee? 

Vocabulary Practice 

Exercise 1.   Choose the necessary word and put 

it in the sentence. 

1. We are going to interview three ...  for the position.                                           

2. If you need applicants for this position,... in a special 

section of the local newspaper. 

3. Personnel office will help you to find a new... 

4. All the information about the staff of the firm can be found 

in ... 

5. She has a good... for the position: a college degree, good 

work experience. 

6.I want to find a new secretary, so I'll call an employment... 

7. If you are an applicant for the position, you have to write 

your... 

8. Don't ask him... questions, it will be impolite. 

1to advertise  

2resume 

3employee 
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4applicant 

5personnel office 

6qualification 

7agency 

8personal 

Exercise 2.   Translate into English. 

1. Его должность в компании очень важна. 

2. Администратор ставит цели, принимает на работу, 

увольняет. 

3. Она не любит работать по принуждению. 

4. Я привычен к канцелярской работе. 

5. Управляющий должен быть компетентным. 

6. Руководитель этой группы - очень талантливый 

специалист. 

7. Нам нужно нанять нового служащего. 

8. Поместите объявление в газету. 

9. Этот руководитель с большим опытом. 

10. Мы должны рассмотреть два вида характеристик. 

11. Кандидаты на должность должны послать резюме. 

12. Вы найдете всю информацию в отделе кадров.  

13. Обратитесь в агентство по найму. 

14. Наниматель должен обратиться в консультационную 

фирму. 

Self-control 
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                  HOW TO BEHAVE DURING AN INTERVIEW 

It's evident that getting a job depends on many factors, 

among them writing correctly a job paper application, CV or 

resume and your behaviour during an interview. The latter is 

often the best and often the most important stage in getting a 

job.Interviewsmay be conducted by one or by several 

people. 

The interview is the opportunity for the applicant to project 

his/her personality and convince the interviewers of his/her 

suitability for the job. 

1.  Pay attention to the way you are dressed. 

When you are properly dressed you demonstrate respect 

and consideration for those with whom you interact.Your 

hairstyle, nails and choice of cosmetic will contribute to your 

appearance. 

Your clothing should meet the requirements of business 

style. It's very important that in your suit you should feel 

comfortable. 

2. Be ready to speak about yourself. Your words should 
contain something to make people take notice of you. 
Describe briefly your experience at the previous job, good 
results you achieved there. 

3. A standard question you may be asked - "Why are 
you looking for a job?" You should be ready to speak about 
the reasons which sound convincing. 

4.  You should organize your thoughts logically, have 
self-confidence, neverdistort facts and try to persuade 
people to your way of thinking. 
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5.  You must be ready to answer some unexpected 
questions. "What are your strong points?" and "What are 
your weak points?" 
Your speech should be illustrated with clear examples. When 

speaking about your failures or mistakes be sure to 

emphasize the conclusion you have drawn after analyzing 

your failures and what they taught you.Just remember that 

the experience of overcoming failures and analyzing the 

mistakes is valuable for the company. 

6.  You may be asked what you can do for the company 
or how you see yourfuture duties. You should learn as much 
as possible about the company you are dealing with. If 
possible quote concrete figures or examples so that the 
interviewer can appreciate the extent of your contribution. 

7.  What salary are you expecting? 

Think of concrete figures - you should base your answer on 

the average salary of other employees with your 

qualification. 

8.  Be ready for practical tests - if you apply for a job as a 
sales-manager you may be asked to sell something or to 
express your opinion on settlement of some conflicts in a 
hypothetical situation. 

9.  At the end of the interview you may ask some 
questions. You have to 
understand better what your future job will entail, what 
possible difficulties there are in store for you, what the other 
staff members are like. 

10.  Some more advice: 

1) Never be late. Even if you came too early, it is better to 
walk around 
outside rather than bother the interviewer with the problem of 
what 
you should do for the next 20-15 minutes. 
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2) Remember your speech should be more than the words 
you use.How you say sometimes is not as important as what 
you say. 
3) Be yourself-just speak the way you speak with your friends 
Try to overcome your nervousness. You can learn to control 

your nervousness rather than let it get you down. Try to 

accept nervousness as a natural way of helping you to be 

alert and do your best. Remember it is normal and natural for 

you to be a little nervous During your speech smile and try to 

change your facial expression to convey the emotions that 

you feel. A smile coupled with good posture can work 

wonders. 

4) Much attention should be paid to eye contact. You 

should not look atthe floor or at the ceiling. Look in the eyes 

of the people you are talking to.Your speech is certain to be 

enthusiastic and livelyNow think what kind of person you are. 

Прочитайте и переведите газетное объявление о 

приеме на работу. 

Marketing Manager 

Dow Jones Telerate, a wholly owned subsidiary of Dow Jones & Co., 

Inc., and a world leader in providing on-line financial information, is 

seeking an individual to play a vital role in our strategy to deliver 

expanded data content to our customers in the financial markets. 

As a member of Americas Group Marketing, this manager will work 

closely with the marketers and newsroom to acquire and enhance the 

wide array of information we offer to the financial community. In 

addition, this individual will manage the relationships with our existing 

information contributors. 

We require prior marketing experience, preferably in the financial 

industry, along with a comprehensive understanding of the domestic 
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and international treasury, corporate, mortgage and foreign exchange 

markets. An aggressive approach to new business ideas, team 

building abilities and excellent written, presentation and interpersonal 

skills required. You will be required to develop marketing programs 

and strategies for existing and new business opportunities BA/BS 

required; MBA preferred. 

We offer a competitive starting salary and comprehensive benefits 

package. For immediate consideration, qualified candidates should 

send resume with salary history and requirements, in confidence, 

to:Employee Relations Department-MI, Dow Jones Telerate, Inc., 

Harborside Financial Center, 600 Ptaza Two, Jersey City, NJ 07311-

3992. Equal opportunity employer m/f/d/v. 

  

UNIT 5. LINE AND STAFF POSITIONS 

In business, organization structure means the relationship 

between positions and people who hold the positions. 

Organization structure is very important because it provides 

an efficient work system as well as a system of 

communication. 

Historically, line structure is the oldest type of organization 

structure. The main idea of it is direct vertical relationships 

between the positions and tasks of each level, and the 

positions and tasks above and bellow each level. For 

example, a sales manager may be in a line position between 

a vice-president of marketing and a salesman. Thus a vice 

president of marketing has direct authority over a sales 

manager. A sales manager in his turn has direct authority 

over a salesman. This chain of command simplifies the 

problems of giving and taking orders. 
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When a business grows in size and becomes more 

complex, there is a need for specialists. In such case 

administrators may organize staff departments and add staff 

specialists to do specific work. These people are usually 

busy with services, they are not tied in with the company 

product. The activities of the staff departments include an 

accounting, personnel, credit and advertising. Generally they 

do not give orders to other departments. 

Active Vocabulary 

Relationship –взаимоотношение 

To hold a position – заниматьдолжность 

Organizationstructure-  организационная структура 

level–уровень 

salesmanager-управляющий по торговле, маркетингу 

salesman-продавец,торговец 

tohavedirectauthority - иметьПРЯМУЮвластьнад 

oversmb. - кем-либо 

staff -штат 

to give orders - отдаватьприказы 

totakeorders -принимать приказы 

alinedepartment-линейный отдел (имеющий 

непосредственноеотношение к конечному продукту) 
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staffdepartment-штабной отдел (не имеющий прямого 

отношения к производству, но его обслуживающий) 

to be tied in with the company - иметьотношение 

product - кконечномупродукту 

complex-сложный 

Comprehension Questions 

1. What does the organization structure mean? 
2. What does the organization structure provide? 
3. What is historically the oldest type of organization 
structure? 

4. In what position is a sales manager in attitude to a vice- 
president of marketing and a salesman? 

5. What is the difference between line and staffdepartments? 

6. Why is an advertising department or a credit department 

considered staff structure rather than line structure? 

Vocabulary Practice 

Choose the necessary word and put it in the sentence. 

1.Organization structure shows ...         1.relationships 

between each position and positions2.to hold a 

positionabove and below. 3.authority 

2.A sales manager has direct... 4. complex 

over a salesman. 5. task 

3.As a rule a ... usually does not give   6.a line department 

orders to other departments.7. a staffdepartment 
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4. When the business gets more ...  

there is a need for staff departments. 

5. My friend ..... of sales manager.  
6. The... of staff departments is to do  
different services.  

7. My friend works in a .... , he is  

responsible for the company product.  

Dialogue 

Peggy Forman is talking with Jack Downing, another 

administrative assistant in her company. 

Jack  How are you today, Peggy? 

Peggy  Oh, fine, thanks. 

Jack  Glad to hear that. By the way, are you familiar 

withthe organizational chart for the company? 

Peggy  No, I am not. What is it like actually? 

Jack  Well, the chart shows how the employees 

aredivided into groups. It gives one an overview of thechain 

of command in the company. 

Peggy   I see. The positions can be line and staff ones. 

Jack  Yes. The subject is not new to you. What 

elsedo you know about it?  

Peggy  As far as I know a worker in a line position 

receivesorders from his immediate subordinate. 

Jack  Exactly, that's the line chain of command. 
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Peggy  A worker in a staff position reports directly to a 

lineworker but he neither gives nor receives orders for line 

workers. Am I right? 

Jack  Yes, you are. But someone may have line 

authority over people in his department and not be 

considered a line administrator. 

Peggy  How can it be? 

Jack  That's possible when a whole department is a 

staffdepartment.For example, in our company the head of 

the credit department or the personnel departmentcan hardly 

ever be president of the company.  

Peggy    And what do the people in staff departments 

do,how is their work different? 

Jack  Well, they are usually busy with services and 

they could do the same service for any company. So they 

are not in the line. 

Peggy  It seems to be rather complicated. 

Jack  It only seems so. I think the chart should help. 
Peggy  Oh, sure. But, Jack, would you explain me 

whatspan of control is? 

Jack  Oh, span of control refers to the number of 

peoplewhom one managers directly. 

Peggy Can you give me an example? 

Jack  Well. The President of our company 

directlymanagers the Vice President of Production, the Vice 

President of Marketing and theComptroller. Thus, his span of 

control includes three people. 

Peggy  Yes, now I see. Thank you for your help. 

Jack  Not at all. Why don't we go to the coffee 

stalland have a snack together? 



45 
 

Active Vocabulary 

organizational chart -организационнаясхема 

lineposition -линейнаядолжность 

staffposition -штабнаядолжность 

immediatesuperior -непосредственныйначальник 

immediatesubordinate -непосредственныйподчиненный 

linechainofcommand -линейная структура подчинения 

toreport -зд. сообщить 

creditdepartment -кредитныйотдел 

spanofcontrol -сфера непосредственного подчинения 

vice-president of production -вице-

президентпопроизводству 

vice-president of marketing -вице-президентпосбыту 

comptroller-главныйфинансист 

 

Exercise 1.  Answer the questions  

1. What is your relationship with your immediate superior? 

2. What position in your company do you want to hold? 

3. Do you want to be a sales-manager or a vice president of 
marketing? Give your reasons. 
4. Over what positions do you have direct authority in your 
company? 

5. What do you like more: to give orders or to receive orders? 
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6.Do you want to work in a staff department or in a line 
department? Give your reasons. 

 

Exercise 2.    Have a look at the organizational chart of 

the company. 

 

What line and staff positions can you discern? Speak about 

the organizational structure of this enterprise. 

Exercise 3.   Translate into English. 

1. Мои взаимоотношения с начальником очень 
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хорошие. 
2. Мой друг занимает должность главного финансиста. 
3. Я не знаком с организационной структурой нашего 

предприятия. 

4. Он больше любит отдавать приказания, чем 
получать их. 

5. Я предпочитаю работать в линейном отделе. 
6. Штабные отделы не связаны с конечным продуктом. 

7. Структура нашего предприятия сложна. 
8. Я больше подхожу к штабной должности, чем к 

линейной. 
9. Мой непосредственный начальник очень пунктуален. 
10. В сферу моего непосредственного подчинения входяттри 

руководителя групп. 
11. Главный финансист имеет очень большую 

ответственность. 
 

 

Self-control 

PRODUCTION MANAGEMENT 

Management by definition is a function of planning, 

organizing, coordinating, directing and controlling. Any 

managerial system, at any managerial level, is characterized 

in terms of these general functions. 

Management is revealed in a variety of specific 

activities. Production management also called 

OPERATIONS MANAGEMENT is the planning and control of 

industrial production processes to ensure that they move 

smoothly at the required level. Techniques of production 

management are employed in service industries as well as in 

manufacturing industries. 
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The responsibilities of production management are called the 

"five M's": men, machines, methods, materials and money. 

The management of men, machines and methods involves 

maintaining a flexible production process with a work force 

that can readily adapt to new equipment and schedules. 

Responsibilities for materials include the management of 

both physical (raw) materials and information materials 

(paperwork). Money management, including such areas as 

inventory, plant capacity, and customer service, is a major 

responsibility and can determine the competitiveness of an 

entire operation. The production cycle requires that various 

departments interact. Sales, financial, engineering, and 

planning departments exchange information such as sales 

forecasts, production schedules, inventory levels, and 

budgets until finally detailed production orders arc 

dispatched by the production-control division. 

Control is a chief function of production management. 

The manager must ensure that operations produce at 

planned output levels while meeting cost and quality 

objectives. The production plan must be monitored regularly, 

and adjustments must be made to meet fluctuating market 

demands. Inventory control oversees raw materials, 

component parts, work in process, finished goods, packing 

and packaging materials, and general supplies and 

determines when to replenish inventory and by what amount. 

The control of labour involves using industrial-engineering 

tools, such as time-study measurements, to design efficient 

work methods, workers must be hired, trained and assigned 

in synchronization with changing production processes and 

schedules. 
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Активнаялексика: to produce, producer, production, 

industry, industrial, level, service industries, to manufacture, 

manufacturing,industries, responsibility, flexible, work       

force, to adapt to, inventory, capacity, customer, to 

exchange, forecast, schedule, to ensure, cost, quality, to 

fluctuate. 

Exercises: 

Найдите в тексте эквиваленты 

следующихсловосочетаний: 

управление производством, планирование и контроль 

производственных процессов, необходимый уровень, 

уровеньпромышленного производства отрасли, 

гибкийпроизводственный процесс, рабочая сила, 

приспособиться к новому оборудованию, мощность 

предприятия, обслуживание покупателя, обмениваться 

информацией, прогнозирование сбыта, управление 

запасами, колеблющийся рыночный спрос, готовая 

продукция. 

 

Ответьте на вопросы по тексту: 

1. What is management? 
2. What is production management? 
3. What is the aim of production management? 
4. How are the responsibilities of production management 
called? Why are they called so? 

5. What is meant by material management? 

6. What can you about money management? 
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7. What determines the competitiveness of an entire 
operation? 

8. What do various departments exchange information for? 

9. What is a chief function of production management? 

10. What is the role of control manager? 

11. What does inventory control oversee? 

 

Text 

This is a typical organization of a company. At the top 
there's the Board of Directors. Their job is to administrate the 
company, make general policies, and so on. There are two 
kinds of directors: so to say non-executive directors (not full 
time employees). They are the sort of people who have 
some standing in various parts of the business world and are 
in a position to help the company to succeed. They only 
appear when there are meetings of the Board. But the 
second lot of directors - the executive directors - are full time 
employees of the company. Most of them are managers of 
the departments. 

The absolute head of the company is the Chairman of 
the Board, and his job is to take the chair at meetings of the 
shareholders, and the Board of Directors, and to represent 
the company's interests at outside functions. He does not 
take much part in the running of the business. 

Then comes the Managing Director whose job is to 
coordinate the policies decided by the directors, and see that 
they are implemented. It is carried out through various 
departmental managers. 

The first one is the Production Manager, who is 
responsible for seeing that our products are made properly 
and on time. 

The Marketing Manager's main job is to sell the 
product. 
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Then there's the Purchasing Manager, who makes 
sure we have the raw materials for the Production Manager 
to make the product. 

Then comes the Chief Accountant, who is in charge 
of the financial picture of the company and keeps books. 
Then there's the Company Secretary, whose job is to 
organize the work of the Board of Directors. And the 
Personnel Manager brings up the rear. He recruits people to 
work in the company, and looks after their welfare. 

Task 

Read the text and describe the structure of a company. 

Translate the text 

The Manager: Role and Responsibilities 

Managers are coordinators of economic activities in 
business organizations. Coordination of group efforts is an 
essential function in a company, and whoever acts as a 
coordinator is a manager. 

Managers do not perform physical tasks which are 
necessary to produce and sell the goods and services that 
are the output of the company. All this is done by workers 
and employees. On the other hand, the latter would be 
unable to achieve the goal of the organization without the 
guiding hand of management. 

There are literally thousands of decisions in a 
company about what is to be done, who is to do it and how it 
is to be done. It is managers who make these decisions and 
see that they are implemented. 

The duties of a manager include: the determination of 
the best form of organization, development of a control 
system, budgeting and forecasting, marketing and sales 
policies, effective performance of the sales staff, 
development of improved methods for the planning and 
control of ordering, handling and sorting out of the materials 
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and supplies, determination of wages and salaries, the 
establishment of incentives for good performance. 

The work of managers is, by no means, confined to 
manufacturing industries. It is indispensible in offices, banks, 
mercantile establishments, insurance agencies and other 
similar activities. 

Speaking-about personal qualities of a manager it 
should be noted that he she needs energy, good judgment, a 
sense of reality and a sense of social responsibility. He or 
she must be persistent in getting at the root of a matter, 
quick in grasping things and in reaction, and operationally 
efficient. 
A manager must be professionally well educated and be 

knowledgeable in the field of psychology, sociology, 

management, economics and modern type of business 

running policy. 

Comprehension Questions 
1. Why are managers considered to be coordinators?  
2. Do managers perform physical tasks which are necessary 
to produce and sell goods and services?  
3. Can the organization achieve its goal without the guiding 
hand of management?  
4. What are the decisions which are made in any company 
about  
5. Who makes these decisions? 
6. What do the duties of a manager include?  
7. In what organizations is the work of managers 
indispensible?  
8. What personal qualities should a manager possess 
(have)? 
9. Must a manager be professionally well educated?  
10. In what fields must a manager be knowledgeable? 

Active Vocabulary 

to coordinate - координировать; coordinator, coordination 
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effort -усилие; to make efforts - 
предпринятьусилияessential -существенный 
whoever - ктобыни; whatever; whenever; wherever; however 
to perform one's duties (a task, a job) -
выполнятьобязанности 
output - выпуск. What's the output of coal this year?угол 
on the other hand - сдругойстороны; on the one hand - 
соднойстороны 
thelatter – последний из 2-х упомянутых 
theformer- первый из 2-х упомянутых 
to achieve a goal (results, one's aim, success) - 
достигнутьцелиto be unable - бытьневсостоянии 
to make a decision - приниматьрешение; decision-making - 
принятиерешения 
to implement (carry out, fulfill) -выполнять 
determination- определение; to determine -определять 
budget (ing) - бюджетирование 
sales - продажа; sales and purchase -купляипродажа 
staff (personnel) - штатный состав работников, персонал 
controlofordering - контроль над заказами 
handling - обращение с; to ha)idle - обращаться, 
обходиться, управлять 
supply (supplies) - поставки; to supply smb. (with) - 
снабжать чем-то 
wagesandsalaries – зарплата рабочих и служащих 
incentive[in'sentiv] - стимул 
to be confined to -сводитьсяк 
indispensible - то, без чего нельзя обойтись 
mercantile establishments -торговыепредприятия 
insurance -страхование;  
insurance agencies -страховыеконторы 
to judge - судить; 
judgment –суждение 
judging by -судяпо 
a sense of reality (humor, duty, social responsibility) - 
чувство 
to get at the root of a matter -добратьсядосутидела 
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to grasp -схватывать; 
quick in grasping things -быстросхватывающийсутьдела 
efficient -эффективный, действенный; knowledgeable -
знающийpsychology -психология 
responsibility -ответственность 

 

 

UNIT 6. ACCOUNTING 

 Accounting shows a financial picture of the firm. An 

accounting department records and measures the activity of 

a business. It reports on the effects of the transactions on 

the firms financial condition. Accounting records give a very 

important data. It is used by management, stockholders, 

creditors, independent analysts, banks and government. 

 Most businesses prepare regularly the two types of records. 

That is the income statement and balance sheet. These 

statements show how money was received and spent by the 

company. 

 One major tool for the analysis of accounting records is ratio 

analysis. A ratio analysis is the relationship of two figures. In 

finance we operate with three main categories of ratios. One 

ratio deals with profitability, for example, the Return on 

Investment Ratio. It is used as a measure of a firms 

operating efficiency. 

 The second set of ratios deals with assets and liabilities. It 

helps a company to evaluate its current financial position. 

The third set of ratios deals with the overall financial 

structure of the company. It analyses the value of the 

ownership of the firm. 
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Active Vocabulary 

Accounting - бухгалтерскийучет 

Record - документ, запись, протокол 

torecord  - записывать, регистрировать  

tomeasure - измерять 

transaction - сделка, банковская операция  

firm'sfinancialcondition - финансовое положение фирмы 

toprovidedata - обеспечивать данными 

creditor - кредитор 

independent -  независимый 

incomestatement -  отчет о доходах 

balance sheet  - балансовыйотчет 

to receive - получать 

to spend  - тратить 

ratio analysis -  анализкоэффициентов 

profitability - прибыльность 

Return on Investment Ratio -  

коэффициентвозвращенияинвестиции 

efficiency - эффективность, производительность 

toevaluate - оценивать 
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value - ценность, стоимость 

ownership - собственность 

overallfinancialstructure - полная финансовая структура 

Comprehension Questions 

1. What is the purpose of accounting? 

2. Who uses the data provided by accounting firms? 

3. What are the two types of records which most businesses 

prepare? 

4. What can you know analyzing the income statement and 

balance sheet of a company? 

5. What is the purpose of the ratio analysis? 

6. What categories of  ratios in finance do you know? 

Vocabulary Practice 

Exercise.   Choose the necessary word and put it in the 

sentence. 

1. An accounting helps... the activity of a business.  

2. Do you know the effect of your last...on financial condition 

of the firm?  

3. Accounting records provide ... for stock-holders, 

independent analysis 

4. The second type of ratio helps the company ... its current 

financial position.   
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5. ... is one the two main records which most of the 

businesses prepare regularly. 

6. The ... of the company includes real estate in California.   

7. I am sure of the ... of this transaction.  

8. Our company's current... is very high 

9. They ... from the association with that corporation.   

1 to profit 

2 profit 

3 efficiency 

4 ownership 

5 to evaluate 

6 transaction 

7 data 

8 incomestatement 

9 to measure 

Dialogue 

(Peter and Karen work in a large company. They are having 
dinner in the company cafe). 

Peter                  Hi, Karen. Glad to meet you. You looked 
very busy this morning. There were so many statements on 
your table. 
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Karen                Oh, Peter. This is the end of the year. The 
accounting department is very busy. 

Peter                  I know. We are all very busy, totaling 
accounts. But I've already turned in the report on my 
department. 

Karen                Good 

Peter                 So, how's business. 

Karen                I don't know everything. I am busy with 
some records and statements. 1 don't have the whole 
picture. But I think the company is doing very well. 

Peter                 I am sure of it. We have to keep our 
creditors and investors happy. 

Karen               Well, the balance sheet and profit and loss 
statement are ready. It is the end of  the fiscal year. So 
everybody can check out the assets and  liabilities, net worth 
and profit position of the companyin the financial statements. 

Peter                Do you work with the pay checks? 

Karen              Why are you asking? 

Peter                I thought you could explain me the big 
difference   between my gross pay and my net take-home 
pay.  

Karen              The explanation takes only one word-
taxes.Actually the salaries are done through the computer. 

Peter                Really? 

Karen               Sure. We can’t handle any volume in a large 

company without computers.  
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Peter                You are right. Thank you for very interesting 

information. 

Karen     Oh, its my pleasure. Let’s go to get some dessert. 

 

Active Vocabulary 

accounting department  - бухгалтерскийотдел 

to total accounts - суммироватьсчета 

to turn in the report  - сдатьотчет 

creditor -  кредитор 

investor  -инвеститор 

profit and loss statement  - отчетпоприбылииубыткам 

assets and liabilities  - активипассив 

networth - а) стоимость имущества за вычетом 

обязательств 

                  б) собственный капитал предприятия  

afinancialstatement - финансовыйотчет 

apaycheck - платежныйчек 

gross - валовый, брутто  

grosspay - плата с вычетами 

net - чистый, нетто  
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netpay - плата без вычетов 

tax - налог  

salary - зарплата 

fiscalyear - фискальный (бюджетный) год 

 

Exercise. Translate from Russian into English. 

1. Бухгалтерский учет представляет данные для 

кредиторов и вкладчиков.  

2. Они готовят отчет о доходах и балансовый отчет в 

конце финансового года.  

3. Мы определяем эффективность производства с 

помощью анализа коэффициентов. 

 4. Недвижимость является собственностью корпораций.  

5. Мы проверим актив и пассив и определим стоимость 

имущества за вычетом обязательств.  

6. Мы платим большие налоги.  

7. Сколько ты получаешь без вычетов? 

Self-control 

Read the text 

Work of no company is possible without measuring and 

recording the financial data concerning its activity. This 
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process is called accounting and the main document of it is 

called a balance sheet of company. 

The balance sheet consists of two parts: assets and 

liabilities, which should be equal in the sum, thus balancing 

each other. 

Besides this balance, which is one of the main organization 

principles of any company, accounting serves many other 

purposes, for example, the company’s communications with 

the organizations outside of, e.g. banks or tax inspections. 

More or less brief summaries of the company’s performance 

balance sheet are called in Britain “accounts” and in America 

“financial statements”. This information is carefully studied by 

a bank crediting a company. 

Exercise 1.Write down 5 questions about the text. 

Read and discuss the text 

THE BALANCE SHEET 

Financial statements are the final product of the accounting 

process. They provide information on the financial condition 

of a company. The balance sheet, one type of financial 

statement, provides a summary of what a company owns 

and what it owes on  one  particular  day. 

Assets represent everything of value that is owned by a 

business, such as property, equipment, and accounts 

receivable. On the other hand, liabilities are the debts owed 

by a company — for example, to suppliers and banks. If 

liabilities are subtracted from assets (assets — liabilities), the 
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amount remaining is the owners' share of a business. This is 

known as owners' or stockholders'   equity. 

One key to understanding the accounting transactions of a 

business is to understand the relationship of its assets, 

liabilities, and owners' equity. This is often represented by 

the fundamental accounting equation:  assets equal  

liabilities plus owners'  equity. 

ASSETS   =   LIABILITIES   +   OWNERS'   EQUITY 

These three factors are expressed in monetary terms and 

therefore are limited to items that can be given a monetary 

value. The accounting equation always remains in balance; 

in other words,  one  side  must  equal  the  other. 

The balance sheet expands the accounting equation by pro-

viding more information about the assets, liabilities, and 

owners' equity of a company at a specific time (for example, 

on December 31, 1996). It is made up of two parts. The first 

part lists the company assets, and the second part details 

liabilities and owners' equity. Assets are divided into current 

and fixed assets. Cash, accounts receivable, and inventories 

are all current assets. Property, buildings, and equipment 

make up the fixed assets of a company. The liabilities 

section of the balance sheet is often divided into current 

liabilities (such as accounts payable and income taxes 

payable) and long-term liabilities (such as bonds and   long-

term   notes). 

          The balance sheet provides a financial picture of a 

company on a particular date, and for this reason it is useful 

in two important areas. Internally, the balance sheet provides 

managers with financial information for company decision-
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making. Externally, it gives potential investors data for 

evaluation of the company's   financial   position 

UNIT 7. CORPORATE FINANCE 

Corporations need financing for the purchase of assets and 

the payment of expenses. The corporations can issue shares 

in exchange for money or property. Sometimes it is called as 

equity funding. The holders of the shares form the ownership 

of the company. Each share is represented by a stock 

certificate, which is negotiable. It means that one can buy 

and sell it. The value of a share is determined by the net 

assets divided by the total number of shares outstanding. 

The value of the share also depends on fee success of the 

company. The greater the success, the more value the 

shares have. 

A corporation can also get capital by borrowing. It is called 

debt funding. If a corporation borrows money, they give 

notes or bonds. They are also negotiable. But the interest 

has to be paid out t whether business is profitable or not. 

When running the corporation, management must consider 

both the outflow and inflow of capital. The outflow is formed 

by the purchase of inventory and supplies, payment of 

salaries. The inflow is formed by fee sale of goods and 

services. In the long ran the inflow must fee greater than the 

outflow. It results in a profit. In addition, a company must 

deduct its costs, expenses, losses on bad debts, interest on 

borrowed capital and other items. It helps to determine if the 

financial management has been profitable. The amount of 

risk involved is also an important factor. It determines the 

fund raising and it shows if a particular corporation is a good 

investment. 
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Active Vocabulary 

purchase - покупка, купля, приобретение 

paуmentofexpenses  - оплатарасходов 

properly - собственность, имущество 

equityfunding - акционерный (долевой) способ 

образования денежного фонда предприятия 

debtfunding  - образование денежного фонда 

предприятия с помощью займа 

holders of the shares - держателиакций 

stockcertificate  - сертификат акций 

negotiable  - оборотный, могущий быть переуступленным, 

купленным, проданным 

netassets - стоимость имущества за вычетом 

обязательств 

bond  - долговое обязательство, облигация 

note - зд. долговая расписка 

interest - доля, фиксированный процент 

topayout - выплачивать 

to run a corporation - руководитькорпорацией 

inflow - приток (зд. денег) 
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outflow - утечка (зд. денег) 

inventory- материально-производственные запасы, 

инвентарь 

supplies - ресурсы 

debt  -долг 

goods - товары 

Comprehension Questions 

1. Why do all corporations need financing? 

2. What does equitу funding mean? 

3. What does debt funding mean? 

4. How is the value of a share determined? 

5. What activities produce an inflow and outflow of capital. 

6. What can happen if an enterprise has a greater outflow of 

capital than an inflow? 

7. Why is the risk involved an important factor in determining 

fund raising? 

Vocabulary Practice 

Choose the necessary word and put it in the sentence. 

1. ... funding is a financing formed by borrowing. 1 equity. 

2. They have borrowed much money and they 2 negotiable. 

have to pay a big....3 interest. 
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3. Financing by shares is called... funding.        4 inventory. 

4. That is a very profitable deal, for that 5 funding. 

purpose we need extra .... 6 inflow. 

5. You can sell your shares and .... They are... 7 bond 

6. The current assets of a company usually         8 debt. 

include cash and....      

7. As a result of this deal we’ll have greater… 

than outflow. 

 

Dialogue 

Mary  It ‘s so nice to see you, Frank. Sorry, I couldn'tcome to 

your office today. 

Frank            Never mind. Have a seat. Let's start by having 

somecoffee. Later. 

Mary            So Frank. I guess it might be right time for me 

toinvest in that computer company. As mystockbroker, what 

can you suggest?  

Frank           I am sure they are doing extremely well and 

theywould welcome your investment. 

Mary           But why do they need my investment if they 

aredoing so well? 
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Frank          O.K. I think I should explain you a little about 

acorporate finance.  

Mary           Go ahead. If it concerns my money I am always 

interested. 

Frank           If a corporate enterprise wants to expand it 

needsfinancing.  

Mary           You are right. 

Frank           So there are two basic types of financing: equity 

and debt. 

Mary  What's the difference between them? 

Frank           If the money is supplied by the owners of a 

business it is called equity funding. And the use of money 

supplied by loans is called debt funding. 

Mary            So as investor, what am I? 

Frank           Well, as an investor you become a partial owner 

of a business and receive equity. You get shares 

orcertificates of common stock which represent yourportion 

of ownership.  

Mary           You did right buying the stock for me. By the 

way, are there any documents which show the financial state 

of the company?  

Frank             Oh yes. You've just reminded me. I’ve brought 

acopy of the company's Annual-Report for you tolook over. 

You should read it very carefully. And ifyou have something 

to ask do it, please.  
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Mary             Thanks a lot, Frank. I will. Does this company 

paydividends on its stock?  

Frank            Yes. In fact, I studied their Annual Report and 

Ican tell that they have good management. Theirbusiness is 

doing very well, the value of their stock been rising. It can be 

an excellent long-terminvestment, I am sure.  

Mary             But if I want to sell my shares very soon? 

Frank            No problem. Undoubtedly you can make a 

profit onthe sale. But it seems to me you'll want to keep 

thiscompany in your portfolio.  

Mary             Thank you for your advice. You are wise as 

usual.  

Frank            Well, my advice now is to study the 

company'sAnnual Report. You need several days for that. 

Then we'll meet and talk again. 

Active Vocabulary 

a stockbroker - биржевыймаклер 

ifitconcernssmth - еслиречьидеточем-либо 

loan - заем, ссуда 

partialowner - совладелец 

Annual Report - годовойотчет 

to pay dividends - платитьдивиденды 

long-term investment - долгосрочныйвклад 
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to make a profit on the sale  - 

получитьприбыльприпродаже 

Exercise .   Answer the questions. 

1. What kind of funding is preferable; equity or debt? 

2. What shares of what enterprises of your town would you 

buy? Explain why. 

3. Imagine that your business is going to get capital funds by 

borrowing. What bond interest would you charge? Explain 

why.  

4. What should you do to produce more inflow of capital? 

5. How can you calculate the net assets of your enterprise? 

Exercise . Translate from Russian into English. 

1. Наше предприятие нуждается в денежных фондах для 

покупки оборудования. 

2. Я предпочитаю акционерный способ образования 

денежного фонда предприятия. Он привлекает большее 

количество капитала. 

3. Акция облигации могут быть переуступлены, куплены, 

проданы. 

4. Я хочу купить десяти процентные облигации. 

5. Мы намерены выплатить все долги к началу 

финансового года. 
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6. Ты получишь хорошую прибыль при продаже этих 

товаров. 

7. Он является совладельцем компании SONY. 

8. Покупка акций этой компании - хороший долгосрочный 

вклад. 

9. Если речь идет о моих деньгах, я изучу годовой отчет 

компании. 

Self-control 

ACQUISITION OF CAPITAL 

A corporation needs capital in order to start up, operate, 

and expand its business. The process of acquiring this 

capital is known as financing. A corporation uses two 

basic types of financing: equity financing and debt 

financing. Equity financing refers to funds that are 

invested by owners of the corporation. Debt financing, on 

the other hand, refers to funds that are borrowed from 

sources outside the corporation. 

Equity financing (obtaining owner funds) can be 

exemplified by the sale of corporate stock. In this type of 

transaction, the corporation sells units of ownership 

known as shares of stock. Each share entitles the 

purchaser to a certain amount of ownership. For 

example, if someone buys 100 shares of stock from Ford 

Motor Company, that person has purchased 100 shares 

worth of Ford's resources, materials, plants, production, 

and profits. The person who purchases shares of stock is 

known as a stockholder or shareholder. 
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All corporations, regardless of their size, receive their 

starting capital from issuing and selling shares of stock. 

The initial sales involve some risk on the part of the 

buyers because the corporation has no record of 

performance. If the corporation is successful, the stockholder 

may profit through increased valuation of the shares of stock, 

as well as by receiving dividends. Dividends are proportional 

amounts of profit usually paid quarterly to stockholders. 

However, ifthe corporation is not successful, the stockholder 

may take a severe loss on the initial stock investment. 

Often equity financing does not provide the corporation with 

enough capital and it must turn to debt financing, or borrowing 

funds. One example of debt financing is the sale of corporate 

bonds. In this type of agreement, the corporation borrows 

money from an investor in return for a bond. The bond has a -

maturity date, a deadline when the corporation must repay all 

of the money it has borrowed. The corporation must also make 

periodic interest payments to the bondholder during the time 

the money is borrowed. If these obligations are not met, the 

corporation can be forced to sell its assets in order to make 

payments to the bondholders. 

All businesses need financial support. Equity financing (as in 

the sale of stock) and  

debt financing (as in the sale of bonds) provide important 

means by which a corporation may obtain its capital. 

Exercise 1 

Look at the terms in the left-hand column and find the 

correct synonyms or definitions in the right-hand column. 

Copy the corresponding letters in the blanks: 
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1.interest payment             1) satisfy 

2. severe                           2) give one a right  

3.obligation                       3) occurring at regular times 

4.source                            4) extreme 

5.entitle                             5) first 

6.periodic6) the contract or promise that 

compels one to follow a  

certain course of action  

7.issue                              7) a sum paid for borrowing  

money 

8.deadline                         8) anything or place from  

which something is obtained 

9.meet                              9) a time limit for finishing  

something 

10.initial                           10) print for sale or distribution  

Exercise 2 

Determine which of the following statements are true and 

which are false. Then put T or F in the blanks. Correct 

those statements which are false by rewriting them: 

1) Long-term financing is used by a company to 
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purchase new equipment and to construct additional 

facilities. 

2) A new business only needs capital to meet day- 

to-day expenses. 

3)  In financing business operation, a company 

relies almost entirely on short-term financing. 

4)  Long-term and short-term financing may be 

acquired from outside sources. 

5)  How well a company manages its finances affects 

the overall success of the business venture.  

Exercise 3 

Circle the letters of the answers that best complete the 

sentences below: 

1. The process of acquiring capital is known as:  

a. finance 

b. financier 

c. financing 

d. financial 

2. The unit of ownership in a corporation is a:  

a. bond 

b. share 

c. certificate 

d. stock 

3. All corporations receive their starting capital by: 

a. selling bonds 

b. purchasing stock 
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c. purchasing shares 

d. selling stock 

4. The sale of corporate bonds is an example of: 

a. debt financing 

b. bond financing 

c. equity financing 

d. corporate financing 

5. A corporation may be forced to sell its assets if it 
does not: 

a. pay dividends 

b. share its profits with stockholders 

c. make the required payments to bondholders 
sell bonds 

UNIT 8. BАNKS AND BUSINESS 

Banks are different in different countries. Let's speak about 

the banks in the United States of America. There, 

commercial banks are classified into two main groups. First, 

there are national banks. They are charted and supervised 

by the Federal Government. Secondly, there are stale banks. 

They are charted and supervised by the state in which they 

are operated. All commercial banks can make loans to 

borrowers. 

Major commercial banks in such cities as Tokyo, Paris, Rio 

cooperate with each other. In this way they finance imports 

and exports between countries. 

An importer buys merchandise from another country using 

the currency of that country, for that purpose he buys this 

currency from the foreign exchange department of his bank. 

And in the same way if an exporter receives foreign money 

from sales to other countries, he sells this currency to his 
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bank. By this method the currency of any country can usually 

be exchanged. 

Active Vocabulary 

commercialbank - коммерческийбанк 

nationalbank - национальный банк  

tocharter - учреждать, создавать  

tosupervise -  заведовать, контролировать  

statebank - государственный банк  

merchandise - товары 

currency - валюта, деньги 

foreign exchange department - отделобменавалюты 

to exchange currency - обмениватьвалюту 

Comprehension Questions 

1. What do all commercial banks do? 

2. What kinds of commercial banks in the USA do you know? 

What are they called? 

3. Who supervises the operations of national bank? 

4. What kind of currency does an importer generally use 

when he buys goods from another country? 

5. What do you know about the "international exchange"? 

6. What is the currency of this country called? 
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7. What is the exchange rate between your currency and the 

currency of the USA and Germany? How can you find it out if 

you don't know it? 

 

 

Vocabulary Practice 

 Exercise. Choose the necessary word and put it in the 

sentence. 

1. Federal government.....and ..... all 

national banks. 

2. International cooperation between 

banks makes it possible.....import and 

exports. 

3. It is possible to convert American  

dollars to Swiss francs in... department 

4. The.....of Germany is the euro.   

5. All.....banks make loans to 

borrowers.                    

6. If the importer buys .....from another 

country he will pay for it in the 

currency of this country.                 

 

1 merchandise. 

2 currency 

3 commercial 

4 foreign exchange 

5 to finance 

6 to supervise. 

7 to charter 

 

Dialogue 
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(A banker's office in New York City. Mr. Smith, a Vice 

President, is speaking to Bill Wilson). 

Smith                  O.K. Bill. As a secretary you ought to know 

certainthings about banking.  

Bill   That's what I want. I hope to make my career 

inbanking. 

Smith                  And what bank services are you familiar 

with?  

Bill Oh, let me see. 1 am familiar with checking andsavings 

accounts, safety deposit boxes, insuranceand things like 

that. 

Smith                  It is something. 

Bill                     But I don't have a clear idea of the services 

which  banks offer to business. 

Smith                 O.K. Let's discuss it then, in fact it is more 

directly concerned with what passes over my desk.  

Bill                     I think businesses come to the banks for 

loans. 

Smith                You are right. Banks make loans to 

corporations, to organizations, individuals and to 

smallcompanies. For this service, we always charge interest. 

Bill                    But how can a bank decide whether a 

business should receive a loan. 

Smith  First of all we request a financial statement. It shows 

what the company has in inventory, accounts receivable and 
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other assets and liabilities. Profit and loss statement shows 

the company'sincome and expenses. 

Bill                    In other words you look over the financial 

situationof a business. 

Smith             Exactly. If the company is eligible for a loan, it 

may choose a long-term loan or a short-term loan.  

Bill                I see. And how much interest does the bank 

charge on these loans? 

Smith            It can be different. We have so-called prime-

rate, that is the lowest interest rate available at the particular 

time. Only prefered customers can have it. 

Bill                Who decides on prime rate then?  

Smith             Major lending banks do. 

Bill                Oh, I must know that. And very often I hear the 

term "a line of credit". I have a vague idea what it is. 

Smith            A line of credit is the maximum amount of 

money that a company can borrow from a bank. This top 

amount of customer's credit is based on the profits and 

earnings of a business. 

Bill               Well. Then it is very important to have a good 

line of credit, isn't it? 

Smith            Sure. A bank also issues letters of credit. Such 

letter says that its holder can borrow up a certain sum of 

money. Or a bank can also issue a letter of credit for a 

person who goes to the other country where another bank is 
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involved. Then there is the credit, reference letter which 

recommends a company to its suppliers, and well - I could 

goon all morning.  

Bill               Thank vou. It's very useful information. 

Smith           O.K. We cars pass on to a more complicated 

subject. That is lax service. 

Active Vocabulary 

banking - банковскоедело 

tomakeacareerinsmth - сделатькарьерувчем-либо 

bankservices  - банковские услуги   

checkingaccount  - чековый счет  

savingsaccount  - сберегательный счет с  установленным 

процентом  

safetydepositbox - сейф для депозитов, предоставляемый 

частным лицам в банке 

to make a loan to smb. - даватьзаемкому-либо 

tobeeligiblefaraloan  - подходящий для займа (т.е. 

признаваемый платежеспособным)  

long-termloan - долгосрочный заем  

shot-termloan - краткосрочный заем  

prime-rate - наименьший процент со ссуды, 

установленный в определенное время и в  
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определенном месте  

preferredcustomer  - привилегированный клиент  

tobeavailable - наличный, имеющийся в распоряжении 

line of credit - кредитныйлимит 

to borrow  - занимать 

letter of credit  - кредитноеписьмо, аккредитив 

credit reference letter  - 

рекомендательноекредитноеписьмо 

insurance – страхование. 

Exercise.  TranslateintoEnglish.  

1. Государство учреждает коммерческие банки. 

2. Если ты хочешь купить товары за границей, ты должен 

поменять деньги в отделе обмена валюты. 

3. Я бы хотел сделать карьеру в банковском деле. 

4. Все банки устанавливают проценты на ссуду. 

5. Наш банк намерен предоставить краткосрочную ссуду 

этому предприятию. 

6. Наименьший процент со ссуды предоставляется 

привилегированным клиентам. 

7. Банки могут выпускать аккредитивы и 

рекомендательные кредитные письма. 
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8. Я намерен занять крупную сумму денег. 

9. Банк считает, что это предприятие платежеспособно и 

ему можно предоставить заем. 

 

Self-control 

Aclive Vocabulary 

Account-счет 

Accountant-бухгалтер 

board of directors - советдиректоров 

capital-капитал 

clerk-служащий 

current account –текущийсчет 

deposit account –депозитнфйсчет 

depositor -вкладчик 

dividend-дивиденд 

draw upon an account (v)-сниматьсосчета 

invest (v)-инвестировать 

interest-процент,поцентный доход 

jointstock-акционерный капитал 

loan –ссуда,заём,кредит 

profit-прибыль  

reserve-резерв,запас 

runthebank (v) –управлятьбанком 

shares -акции 

shareholder -акционер 
statement-выписка из банковского счета 
standingorder-постоянное поручение клиента банку 

 

Dialogue 



82 
 

’"Read the dialogue in parts. 

Student: Who really owns the bank ? 

Banker: The stockholders own it. In the beginning, they 

put up the necessary capital and were granted a charter 

from the government. 

S.: Are the members of the board of 

directorsstockholders? 

B.: Oh, yes. They’re chosen by the other stockholders      

to operate the bank. 

S.: And the board hires the president and the vice-

presidents to manage it? 

B.: That’s right. Along with the cashier, the tellers and          

the clerical workers. 

S.: I guess most of your work Ьал to do with checking 

andsavings accounts and making loans. 

B.: Yes. But we invest money too. Planning the bank’s          

investments is also very important. 

S.: Do you divide all the profits among the stockholders? 

B.: Not all of them. The stockholders receive 

regulardividends. 

But some of our earnings are held in reserve accounts. 

S.: I suppose that would be necessary. 

B.: Here’s a copy of our last published statement. You see,       

the reserves are shown here аз surplus and undivided 

profits. 

Questions on the dialogue: 

1. Who owns the bank? 

2. How does a bank start? 

3. Who chooses the board? 

4. What’s the board’s task? 
* 

5. Who hires the employees? 

6. What are the bank’s main activities? 

7. How are the profits distributed?  



83 
 

8. How are the stockholders kept informed? 

 

As you read the passage, find the answers to the 

questions given below. 

  The English commercial banks have branches in all the major 

towns and a similar structure and mode of working is common 

to them all The owners are the shareholders. At the outset they 

provide the necessary capital. They are all organized on the 

joint stock principle and are registered public companies. 

  The Chairman and Board of Directors are elected by the 

ordinal shareholders at the Annual General Meeting and are 

responsible for the efficient management of the bank. The 

Board is concerned with the over-all policy of the bank and the 

major decisions which put that policy into effect.  

  The Board will appoint a Managing Director who is directly 

responsible to them and a member of the Board. They will also 

appoint the most senior executives who in turn appoint the rest 

of the clerical staff who will be responsible in different 

capacities for the day to day running of the bank.  

  The essence of a bank’s activities is the collection of deposits 

through current accounts and deposit accounts and the use of 

these funds to provide loans or funds for investment .The 

current account is the one commonly held and is drawn upon 

by cheques and standing orders. The deposit account is more 

in the nature of a savings account The pattern of investments 

which a bank decides upon is crucial because, on the one 

hand, the bank must use the funds wisely to make a profit and, 

on the other, funds must be available for depositors to 

withdraw when they wish to do so.  
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  At the end of each business year the Directors recommend 

and the .Annual General Meeting decides how much of the 

profit should be distributed to the shareholders as dividend, 

and how much should be retained in the business. In 

preparation for the Annual General Meeting, a bank publishes 

its Report and Accounts. These must be sent to every 

shareholder and are also available for anyone with an interest 

in the 

affairs of the bank. From the published accounts shareholders 

can easily determine the total profits the bank has earned and 

how much is available for distribution. 

          Questions on the text: 

1. Who owns the English commercial bank? 
2. How does a bank start? 
3. Who chooses the Board? 
4. What is the Board’s task? 
5. Who hires the employees? 
6. What are the bank’s main activities? 
7. How are the profits distributed? 
8. How are the shareholders kept informed? 

Borrowing money 

When people set up a new business they need help in 

financing it.  In this case  they must know how much 

money they need to borrow and how many workers they 

need to employ. To do it they usually draw a cash flow 

chart: 

What is cash flow ? 

Money can do two things: it comes in and goes out. This 

is called cash flow. When it comes in faster than it goes 
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out the business is effective and vice versa Borrowing 

money from the bank. The bank managers will lendyou 

money only when they think your business is a 

goodinvestment . Banks lending money may ask you to 

provide a security. Security is property  that guarantees 

your ability to pay off your debts  if your businessgoes 

bust. Sometimes it is enough to provide a guarantor 

(your friend or relative who can repay your loan for you). 

There are different forms of borrowing money. The main 

two are overdraft and loan. 

Overdraft . You can take out more money than you have  

in your account. The bank sets up the limit. You pay 

interest  on all the sum you borrow on a daily basis. The 

bank can ask you to repay your overdraft at any moment. 

Loan.  This is safer than an overdraft because the period 

of your repay is fixed . Put you pay interest on the whole 

loan) (though you may need less). 
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