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PART 1.   INTRODUCTION TO ECONOMY

People and Economy

STARTING UP
Discuss these questions
 •        Why is economy a part of people’s everyday life?
· How well is the global economy doing at the moment?

· How well is the economy doing in your country?

·       When was the last significant change to the economy, and what was the most probable cause?

· When do you expect the economic situation to change,
and
why?

· What are
the main causes of the alternate periods of growth and

contraction of the business cycle?

VOCABULARY 1
1. Read the following international words and a) define their part of speech; b) guess their meanings 
Economics, economic, administration, industry, aspect, social, system, agent, component, standard, definition, fiscal, resource, ecoregion, service, monetary, production, producer, civilization, management, modern, investment, factor, economy, sector, engineering, organization, activity, human, specific, term, evolution, technological, policy, composition, business, motive, result.

2. Read and translate into Russian the following word combinations
Consumer expenditure, price increase, consumer income, production level, market economy, resource distribution, business activity, goods and services production.

3. Read and translate the words and their definitions. Use your dictionaries
	1. distribution 
	a. the system of dispersing goods throughout a community

	2. consumption
	b. the using up of goods and services having an exchangeable value

	3. income 
	c. the monetary payment received for goods or services, or from other sources, as rents or investments

	4. profit  
	g. intended to save money

	5. economic 
	e. pertaining to the production, distribution, and use of income, wealth, and commodities.

	6. wage
	i. money that is paid or received for work or services, as by the hour, day, or week.

	7. economy 
	d. the monetary gain derived from a transaction

	8. employment 
	j. an occupation by which a person earns a living; work; business

	9. fiscal
	f. of or relating to government finances, esp tax revenues 

	10. production 
	h. the creation of value 


 READING 
	TIP for success

As you read, circle new vocabulary words that you don’t know. After you finish reading, use the dictionary to look up the words to help you better understand the text.




 PEOPLE AND ECONOMY

Economy is a part of people’s everyday life. They take part in economic activity, live in economic environment, and use economic words such as money, price, wage, profit, and cost. It is impossible to be outside economy.

Different people understand the word “economy” differently. That is because the meaning of this word is very wide. The word “economy” is of Greek origin and its meaning was the art of keeping the house. As a scientific term it was introduced by Greek scientists Csenophont and Aristotle. 

Economy refers to human activities related with the production, distribution, exchange, and consumption of goods and services. However, its definition has been transformed throughout history by the activities attributed to economy. The composition of a given economy is inseparable from: a) its technological evolution, the history and social organization of a civilization, and from Earth's  geography and ecology, e.g. eco-regions, which represent different agricultural  foci and opportunities for resource extraction , among other factors.

The fields of study exploring, registering and describing an economy or a part of it belong in general to the social sciences . These include economics as well as branches of history (economic history) or geography (economic geography). Practical fields directly related to human activities involving production, distribution, exchange, and consumption of goods and services as a whole, range from engineering  to management and business administration, to applied science to finance. Consumption, saving and investment, are core variable components in the economy and determine equilibrium in the markets.

Different aspects of economic life are studied by specific economic sciences because to study economics means to study the laws of economic activity and people’s motives. American economist P. Samuelson called economics the Queen of sciences as the changes in the world can be easily explained by economics.

The economy includes several sectors (also called industries). In modern economies, there are three main sectors of economic activity: primary, secondary and tertiary.

· Primary sector: Involves the extraction and production of raw materials, such as corn, coal, wood and iron. (A coal miner and fishermen would be workers in the primary sector.) 

· Secondary sector: Involves the transformation of raw or intermediate materials into goods e.g. manufacturing steel into cars, or textiles into clothing. (A builder and a dressmaker would be workers in the secondary sector.) 

· Tertiary sector: Involves the provision of services to consumers and businesses, such as baby-sitting, cinema and banking. (A shopkeeper and an accountant would be workers in the tertiary sector.) 

Economic environment is determined by the economic policies of the government. The major factors of such policy are fiscal and monetary policies. So, if an economic system is to perform well it must deal with many economic challenges.

The modern economy is populated by three types of economic agents, whose interaction constitutes economic activity: consumers, producers and the government. The main purpose of the economy is to produce goods and services for the satisfaction of the needs of consumers.

Consumers, typically representing households, spend their income to buy consumer goods and services or to save.

How does a consumer distribute the income earned by him among a variety of goods and services offered in the market? There are different factors affecting his decisions. For instance, a fall in the price of a good or service will increase consumption of it, while a rise in its price will have the opposite effect. Then the rise in his real income will naturally result in an increased consumption of goods and services, and a fall in real income will have the opposite effect. The pattern of consumer expenditure is also influenced by tastes, consumer preferences and family circumstances.The amount spent on goods and services and changes in these variables have a big impact on the level of economic activity: the increase in consumer spending creates new employment opportunities and causes better living standards.

COMPREHENSION

      1. Retell the text in Russian
2. Answer the questions 
1. What origin is the word economy?
3. What does economy refer to?

4. What is the composition of a given economy influenced by?

5. Why is economics called the Queen of sciences?

6. What are the main sectors of economic activity?

7. What does primary sector involve?

8. What does secondary sector involve?

9. What does tertiary sector involve?

10. What economic agents interact in the market?

11. What is the main purpose of the economy?

12. How do consumers spend the income they earn?

13. How do prices influence consumers’ decisions?

14. How does a rise in real income affect consumers’ decisions?

15. Why does consumer expenditure have a big impact on the level of economic activity?
 3. Read the text again and decide whether these statements are true or false. Correct each false statement to make it true
1. Economy is a part of government’s everyday life.

2. Economy refers to the human activities related with the production, distribution, exchange and consumption of goods and services.

3. The composition of a given economy is separable from civilization’s history.

4. Equilibrium in the market is determined by core variable components in the economy.

5. Primary sector involves the transformation of raw materials into goods.

6. To study economics means to calculate expenses and profits.

7. Economics is called the Queen of sciences as the changes in the world may be explained by it.

8. There are many economic agents in the modern economy.

9. Consumers spend their income on goods and services offered in the market.

10. The rise in consumer’s real income will result in decreased consumption of goods and services.

11. The increase in consumer spending creates new employment opportunities.
4. Fill in the blanks with the right words: 
1. … and monetary policies of the government are the major factors of economic environment.

2. The Greek word “economy” meant the art of … .

3. Consumer … depends on tastes, … and family circumstances.

4. The increase in consumer spending creates new … opportunities and results in better … … .

5. A fall in prices will increase … of a good.

6. The rise in real … will cause increased … of goods.

7. The definition of economy transformed … history.

8. In modern economies there are three main sectors of economic activity: …, … and …
(keeping the house, throughout, consumption, income, expenditure, preferences, employment, living standards).

READING SKILL   

ANNOTATING A TEXT

Become an active reader by annotating the texts you read. Annotating a text involves underlining, writing symbols, and taking notes in the margins as you read. These steps can help you to concentrate while you read, increase your understanding, and remember information later. The margins, between paragraphs, and the space at the end of the text are ideal places to make your notes. The following are popular techniques to use:

          • Circle new vocabulary and key terms and write out their definitions. Use the symbol = to show the words are synonyms.

          • Write questions you have about the text.

          • Make connections to your own knowledge and life experience.

          • Summarize main ideas in only a few words.

          • Agree or disagree with the text and make comments.

          • Number the steps in a process, supporting details or examples, key points, and          
Read and annotate the Text. Use at least five different annotation techniques
1. Complete the following sentences according to the text
1. Economy is a part of …

2. The word economy is of … and its meaning was …

3. The composition of a given economy is …

4. Practical fields directly related to …

5. P. Samuelson called economics the Queen of sciences as …

6. The modern economy is populated by …

7. The main purpose of the economy is to …

8. Consumers distribute their income amongst …

9. A fall in the price of a good will …

10. A pattern of consumer expenditure is influenced by …

11. The increase in consumer spending causes …
2. Translate the following sentences from English into Russian 

1. As a result, the profit of the firm increased.

2. He looked as if his income had become less than his expenditure.

3. Government can determine fiscal and monetary policy as well.

4. A company must use raw materials rationally to make production effective.

5. People use economic words such as money, price, wage, profit and cost.

6. Greek scientists used the word “economy” as a scientific term.

7. P. Samuelson called economics the Queen of sciences as it can easily explain the changes in the world.

8. Primary sector involves the extraction and production of raw materials, such as corn, coal, wood and iron.

9. Practical fields directly related to the human activities as a whole, range from engineering to management and business administration, from applied science to finance.
VOCABULARY 2
1. Give Russian equivalents. Translate these words and word combinations 
People’s everyday life; economic environment; the art of keeping house; the Queen of sciences; economic policies of the government; the major factors; is to perform well; the needs of consumers; amongst a variety of goods; a fall in the price of a good; a rise in real income; family circumstances; a big impact on the level of economic activity; new employment opportunities; core variable components; intermediate materials; human activities.
2. Give English equivalents 
Принимать участие, быть вне экономики, по-разному, научный термин, законы экономической деятельности, налоговая политика, составляет экономическую деятельность, удовлетворение нужд потребителей, распределять доход, приведет к увеличению потребления товаров и услуг, уровень экономической деятельности; неотделима от.
3. Make all possible word combinations and translate them into Russian
	Market
	expenditure, equilibrium, consumption, extraction, economy, impact, activity, distribution, costs, increase, spending, profit, income, production, decision, level

	Consumer
	

	Resource
	

	Business
	

	Price
	


4. Find synonyms (antonyms) from the following list
Wage, possible, different, a fall, large, outside, to learn, difficult, salary, to increase, small, worse, narrow, main, to sell, impossible, similar, a rise, inside, wide, easy, major, to study, big, to enlarge, better, to buy.
4. Put the letters in the correct order to make nouns. The first letter is underlined 
	Exepdniutre
	

	dirsitubotin
	

	cosumnptoin
	

	eiqiulbrium
	

	vraiblae
	

	porudctoin
	

	inunflcee
	

	epmlomnyet
	

	iensvt
	

	invntoainos
	


GRAMMAR
1. Find in the text “PEOPLE AND ECONOMY”: 
1) a) Participles I and II and define their functions; b) nouns as attributes; 
2) state the tense forms of all the predicates in the text.
2. Give Russian equivalents. Translate these words and word combinations
Invest, deal, increase, need, describe, consume, provide, include, transform, produce, determine, change, influence, perform.

3. Define the functions of the Participles. Translate the sentences into Russian
1. Investing their money to innovations firms increase profits.

2. Government expenditure has increased this year.

3. Determining the profit, it is necessary to know production costs. 

4. We must know all the factors influencing production and distribution of products.

5. Market regulates the quantity of goods consumed and services provided.

6. During the production, process raw materials are transformed into produced goods.

7. The producing company has changed its policies including resource distribution.

8. Problems dealing with the functions performed by the government were described in many books on Economics.

4. Define the part of speech of the italicized words. Translate the sentences
1. The situation changes with the changes in government policy.

2. We need to know causes and results of this decision.

3. Economics studies the laws of economic activity and people’s motives.

4. A fall in the price of a good or service will increase consumption of it.

5. Economy produces goods and services for the satisfaction of the needs of consumers.
6. Market is a place where people exchange goods and services for money.

7. Increases in consumer spending create new employment opportunities and cause better living standards.

8. These fields of study belong to the social sciences.

9. The rise in real income will result in an increased consumption of goods and services, a fall in real income having the opposite effect.

10. Human activities are related with the production, distribution, exchange, and consumption of goods and services.

11. A rise in the price will have the opposite effect. 
SPEAKING 
Arrange the sentences according to the text and discuss the main ideas in a group
1. The increase in consumer spending creates new employment opportunities and causes better living standards.

2. The modern economy is populated by three types of economic agents: consumers, producers and the government.

3. Economy is a part of people’s everyday life as they take part in economic activity and live in economic environment.

4. Consumers spend their income to buy goods and services.

5. The meaning of the word economy was the art of keeping house.

6. All the changes in the world can be explained by economics so it was called the Queen of sciences.

7. Different factors affect consumers’ decisions about distribution of their income.

8. They are: a fall in the price of a good, a rise in real income, tastes, preferences and family circumstances.

9. There are three main sectors of economic activity: primary, secondary and tertiary.

10. Economy refers to the human activities related with the production, distribution, exchange and consumption of goods and services

WRITING 
1. Choose any question from exercise 2 (comprehension) and write one or two paragraphs in response.   Decide how many paragraphs you need and what information you are going to write in each paragraph.

Paragraph 1:__________________________________________________

____________________________________________________________

Paragraph 2:__________________________________________________      

               ____________________________________________________________

  Paragraph 3:__________________________________________________

                ____________________________________________________________
2. Write notes for a short presentation on your company or a company you would like to work for. 
You should mention:
· what it does:

It designs / makes /provides / distributes/sells / offers / organizes / invests in, etc.
· where it is located:

It has offices /branches /subsidiaries / factories /stores, etc. in ...
· how it is structured and whether this a reason for its success:

It consists of/ includes / is divided into / is organized in, etc.
· why you want to work for this company.
PART 2. INTRODUCTION TO ACCOUNTING

ACCOUNTING’S DEFINITION
STARTING UP  
Discuss this question
· What is the accounting used for?
· What is accounting?

· What skills do you think accountants need?

· Do you think you have these skills? (What are your assets and liabilities?)

· If you have not yet chosen a career, could it be accountancy?
· When did it start?

· How has accounting changed in modern times?
VOCABULARY 1
1. Read the following international words and a) define their part of speech; b) guess their meanings 
Analysis, financial data, information, processes data resources, organization, products, economics, transactions, efficiency, practical problems, industry, private sector, materials, services, capital, inflation, inflationary effects.

 2. Read and translate into Russian the following word combinations 
Accounting information, scarce productive resources, the collection and processing of financial data, assets, debts, to provide guidelines for, in general, thus, the focus of economics, resource inflows and outflows, a fundamental to, to measure and report one’s accomplishments, to undergo critical self-analysis, to thrive in direct proportion to, to meet need, analysis, recording, measurement, relationship, economics, consistent, resources, financial data, a decision maker, flows of resources, the effects of exchange transactions, the resources of an entity, purely inflationary effects, a financial statement, measuring in monetary terms.
2. Read and translate the words and their definitions. Use your dictionaries
	1. influence
	a. he effect that a person or thing has on someone’s decisions, opinions, or behavior or on the way something happens

	2. consumption
	b. the action of using up a resource

	3.assets
	c. an item of property owned by a person or company, regarded as having value and available to meet debts, commitments, or legacies

	4. debts
	d. a sum of money that is owed or due

	5.data
	e. facts or information used for making calculations or decisions

	6.environment
	f.the conditions and influences in which people carry on a particular activity

	7 statement
	g.an official document that lists the amounts of money that have been put in or taken out of a bank account

	8. exchange
	h.the act of changing the money of one country to the money of another country

	9 transaction
	i. the action or process of buying or selling something

	10 . economy 
	j. the system by which a country's trade, industry, and money are organized


  READING 
	TIP for success

As you read, circle new vocabulary words that you don’t know. After you finish reading, use the dictionary to look up the words to help you better understand the text.




TEXT A.  ACCOUNTING`S DEFINITION
Accounting can be defined as the collection and processing, analysis, measurement and recording of about an organization and the reporting of that information to decision makers. An accounting system processes data concerning the flows of resources into and out of an organization, resources (i.e. assets) controlled by the organization, and claims against those resources (i.e. debts). Notice that the products of an accounting system are financial statements that are prepared for decision makers.
Economics has a special relationship with accounting. Economics is the study of how people and society choose to employ scarce productive resources that could have alternative uses to produce various commodities and distribute them for consumption, now or in the future, among various persons and groups in society. Like economics, accounting has a conceptual foundation that provides guidelines for the collection, measurement, and communication of financial information about an organization. In general, accounting reports how an entity has allocated its scarce resources. Thus, accounting collects, measures, interprets, and reports financial information on the same activities that are the focus of economics. Economics explains economic relationships on a conceptual level, whereas accounting reports the economic relationships primarily on a practical level. However, accounting measurements are as consistent with economic concepts as is possible. Accounting must cope with the complex and practical problems of measuring in monetary terms the economic effects of exchange transactions (i.e. resource inflows and outflows). These effects relate to the resources held and the claims against the resources of an entity. It is necessary to stress that the theoretical and practical issues that arise in the measurement process are discussed from the accounting viewpoint.

TEXT B. ACCOUNTING OPERATES IN A COMPLEX ENVIRONMENT
The environment in which accounting operates is affected by such forces as the type of government, economic system, industry, organizations within that society (e.g., labor unions), and regulatory controls (i.e., private sector versus governmental). Accounting is influenced significantly by the educational level and economic development of the society.
Fundamental to a dynamic and successful society is the ability of each organization to measure and report its accomplishments; to undergo critical self-analysis; and, through sound decisions, to strengthen  itself  and grow. Essentially, society, and the  various  organizations  that comprise it, thrive in direct proportion to the efficiency with which scarce resources of human talent, materials, services, and capital are allocated. To achieve their goals, organizations need information about how resources are obtained and used. Accounting information is designed to meet this need.
Accounting is a system that is continuously changing to meet the evolving needs of society. The environmental characteristics of a society are diverse and complex; therefore accounting is always facing new challenges. For example, during a period of significant inflation, special accounting concepts and procedures are able to report “real” effects separately from purely inflationary effects.
COMPREHENSION

     1. Retell the text in Russian
     2. Answer the questions
1. How can accounting be defined? What is accounting?
2. What data does accounting system process?
3. Are financial statements the end products of an accounting system?
4. Economics has a special relationship with accounting, hasn’t it?
5. What is economics?
6. What foundation does accounting have?
7. Does accounting report the economic relationships on a conceptual or a practical level?
8. What forces is the environment affected by?
9. Accounting is influenced significantly by the educational level and economic development of the society, isn’t it?
10. What is fundamental to a dynamic and successful society?
11. What is the purpose of accounting information?
12. Does accounting play an important role in the activity of any entity?

3. Now read the text again and decide whether these statements are true or false. Correct each false statement to make it true
1. Accounting means the collection and processing of financial data of an organization.
2. Economics has no special relationship with accounting.
3. In general, accounting reports how an entity has allocated its scarce resources.
4. The theoretical and practical issues that arise in the measurement process are discussed from the economic viewpoint.
5. The environment in which accounting operates is not affected by any forces.
6. Accounting is not influenced significantly by the educational level and economic develop​ment of the society.
7. Accounting information is designed to meet how resources are obtained and used.
8. The end products of an accounting system are financial statements that are prepared for decision makers.

READING SKILL   
ANNOTATING A TEXT Become an active reader by annotating the texts you read. Annotating a text involves underlining, writing symbols, and taking notes in the margins as you read. These steps can help you to concentrate while you read, increase your understanding, and remember information later. The margins, between paragraphs, and the space at the end of the text are ideal places to make your notes. The following are popular techniques to use:
          • Circle new vocabulary and key terms and write out their definitions. Use the

            symbol = to show the words are synonyms.

          • Write questions you have about the text.

          • Make connections to your own knowledge and life experience.

          • Summarize main ideas in only a few words.

          • Agree or disagree with the text and make comments.

          • Number the steps in a process, supporting details or examples, key points   and so on.

     Read and annotate the Text. Use at least five different annotation techniques
1. Fill in the blanks with the right words
1. An accounting system processes …... concerning the flows of resources into and out of an organization, assets and debts.
2. Economics has a special…... with accounting.
3. In general, accounting reports how …... has allocated its scarce resources.
4. However, accounting …... are as consistent with economic concepts as is possible.
5. These effects relate to the …... of an entity.
6. Accounting is influenced …… by the educational level and economic development of the society.
7. Accounting information is ...... to meet this need.
8. The environmental ...... of a society are diverse and complex; therefore, accounting is always facing new.
(Challenges, characteristics, data, designed, an entity, measurements, relationship, resources, significantly).
2. Translate the following sentences from English into Russian
1. An accounting system processes data concerning the flows of resources controlled by the organization and claims against those resources.
2. In general, accounting reports how an entity has allocated its scarce resources.
3. Economics explains economic relationships on a conceptual level, whereas accounting reports the economic relationships primarily on a practical level.
4. Accounting must cope which the complex and practical problems of measuring in monetary terms the economic effects of exchange transactions.
5. The environment in which accounting operates is affected by such forces as the type of government, economic system, industry, organizations within that society and regulatory controls.

1. 3. Translate the following sentences from Russian into English
2. Бухгалтерский учет означает сбор и обработку финансовых данных организации.
3. Конечными результатами бухгалтерской системы являются финансовые отчеты, которые готовятся для тех, кто выносит решения.
4. Экономика имеет особые отношения с бухгалтерским учетом.
5. На бухгалтерский учет значительно влияет образовательный уровень и экономическое развитие страны.
6. Бухгалтерская информация предназначена для того, чтобы знать как получают и используют ресурсы.
7. Бухгалтерский учет это система, которая постоянно изменяется, чтобы удовлетворить растущие потребности общества.
VOCABULARY 2
1. Translate these words and word combinations with the word “accounting” 
Accounting, accounting standards, the accounting equation, accounting defects, financial accounting, management accounting.
2. Find financial terms in the text. Translate it
3. Find synonyms among the following words
Collection, demand, account, assembly, claim, statement, goods, deal, enterprise, commodities, transaction, entity, complex, accounting, complicated, bookkeeping.
4. Find antonyms among the following words
Demand, complex, supply, easy, future, inflow, present, possible, outflow, society, impossible, company
5. Put the letters in the correct order to make nouns. The first letter is underlined
	1. acnigcotnu
	

	2. flianiacn
	

	3. sttnaetme
	

	4. citalap                
	

	5. egxecnha
	

	6. tsrnaonistac                 
	

	7. asstes
	

	8. dsetb
	

	9. rsecescoru
	

	10. inonfilta    
	


GRAMMAR
 Find in the text “Accounting’s Definition” some sentences in which Passive Voice is used. Write your own sentences as many as possible.

SPEAKING

     Discuss the main ideas in a group.
a) accounting definition
b) processed data
c) economics study
d) forces which affect the environment
e) what purpose accounting information serves
WRITING
 Write your ideas about the basic rule for accounting. Decide how many paragraphs you need   and what information you are going to write in each paragraph.

            Paragraph 1: _______________________________________________

            ___________________________________________________________

            Paragraph 2: _______________________________________________

            ___________________________________________________________

            Paragraph 3: _______________________________________________

            ___________________________________________________________

            Paragraph 4: ______________________________________________
PART 3
THE ACCOUNTANCY PROFESSION
STARTING UP

 Discuss these questions

· What do you know about the accounting profession in Great Britain and in Russia? 

· How one can become an accountant. 

· Does Russia follow international prac​tice in accounting?

VOCABULARY 
1. Read the following  international  words and a) define their part of speech; b) guess their meanings  
Economic system, market economy, basic  functions, financial position, professional  standard, economic processes, calculation, capital budgeting, management, efficiency, transactions, business investors.
2. Read and translate into Russian the following word combinations
 Performance; to perform; measure;  profit; profitable; to achieve; achievement; target; to be held in low esteem; to recognize;  to do one’s best; to keep up (kept up); professional standard; training; additional training; to record; record; to calculate; to earn; loss; to be concerned with; monetary terms; to interpret; duty; to produce; to communicate; to realize; to draw up a balance sheet; quarterly balance sheet; to take an inventory; to draw up a statement; crop records; livestock records; to consume; consumption; repair; to provide (to supply); the data; to describe; transaction; to adjust; relationship; to keep up knowledge up to date; interdependence; to improve; cost accounting; capital budgeting; tax planning; chartered accountant.

3. Read and translate the words and their definitions. Use your dictionaries
	A
	B

	1. on account
	a. unimportant

	2. account for
	b. on one’s behalf

	3. by all accounts
	c. serve as or provide an explanation for

	4. call to account
	d. because of

	5. of no account
	e. require an explanation from

	6. of some account
	f. important

	7. on one’s account
	g. in everyone’s opinion

	8. on account of
	h. consider

	9. on no account
	i. under any circumstances

	10. take into account
	j. use smth fully and profitably

	11. put (take) smth
	k. to be paid later to good account


 4. Use the words from column A to fill in the blanks
1. She told me not to run
my illness.
2 she was a very clever young lady.
3. 
You can have it
4.  If you buy something, you take it away with you and pay for it at a later date.
5. How do you
losing such a large sum of money?
6. In this new job she can ... her talents

7. Their reactions were to me.
8
must strangers be let in.
9. We’ll certainly ... your feelings

10.  I was
for my conduct by the headmaster.
READING 
	TIP for success

As you read, circle new vocabulary words that you don’t know. After you finish reading, use the dictionary to look up the words to help you better understand the text.




THE ACCOUNTANCY PROFESSION
The accounting system is one of the key elements of the economic system. In a free market economy accounting  provides information  about the performance of enterprises. The basic functions of accounting in a market economy are to measure economic activity of an enterprises and its profits and to show changes in its financial position.
In our country in the past the main function of an accountant was to control whether an enterprise achieved the plan targets. For many years our accountants held in a very low esteem. Now the situation is changing for the better.
It is important to recognize that developing of accounting in any country is impossible without developing the accounting profession. In this direction Russia does its best to keep up high professional standard of an accountant. In our country professional training and additional training of accountants are well organized.
Nowadays the profession of an accountant has become one of the most popular professions in our country. Due to the transition to the new economic system, in the market economy highly qualified accountants are greatly needed in Russia.
The systematic recording of economic processes is called accounting. The main purpose of the accounting function is the calculation of the profits earned by a business or its losses. An accountant is only concerned with those facts that can be measured in monetary terms with high degree of objectivity. An accountant is also concerned with recording, classifying, analyzing, and interpreting of economic phenomena and processes. The duties of an accountant include cost accounting, capital  budgeting, tax planning. His job is also to communicate these results to other people. An accountant should calculate wages to the personnel and draw up balance sheets periodically: quarterly, half-yearly and annually. An ac​countant can work in commerce, industry, agriculture and government organizations.
At farm enterprises an accountant realizes farm management accounting. The first task of a farm accountant is to take inventory and to draw up statements which show a financial position of a farm. An accountant is also concerned with making crop records, livestock records, a systematic record of labor and records on the use of farm machinery, consumption of oil and fuel and the repairs. He provides the data for economic analyses and planning, for higher efficiency of a farm and its greater profit.
Accounting is often said to be the language of business and it is used in the business world to describe the transactions between all kinds of organizations. The owners and managers of business investors and leaders of other enterprises will need some accounting knowledge in order to understand the financial statements and adjust their relationship with the business accordingly.
Accountancy is an international profession due to global interdependence of countries through trade, finance, investments. In 1977 the International Federation of accountants was established. An accountant must keep knowledge up to date. To improve the qualification chartered accountants should go through a course of additional training. To become a qualified accountant it is necessary for him to work for three or more years in an accountant’s office.
COMPREHENSION

1. Retell the text in Russian
2.  Answer the questions
1. What is the accounting system?
2. What are the basic functions of accounting in a market economy?
3. Is it possible to develop accounting without developing the ac​counting profession?
4. What does Russia do to keep up high professional standard of an accountant?
5. Why has the profession of an accountant become one of the most popular in Russia?
6. What is the main purpose of accounting?
7. What is accounting only concerned with?
8. What are duties of an accountant?
9. Who realizes farm management accounting?
10. What is the first task of a farm accountant?
11. Where is accounting used?
12. Why will the owners and managers of a business, investors and leaders?
13. When was the International Federation of accountants estab​lished?
READING SKILL   

ANNOTATING A TEXT

Become an active reader by annotating the texts you read. Annotating a text involves underlining, writing symbols, and taking notes in the margins as you read. These steps can help you to concentrate while you read, increase your understanding, and remember information later. The margins, between paragraphs, and the space at the end of the text are ideal places to make your notes. The following are popular techniques to use:

          • Circle new vocabulary and key terms and write out their definitions. Use the

            symbol =to show the words are synonyms.

          • Write questions you have about the text.

          • Make connections to your own knowledge and life experience.

          • Summarize main ideas in only a few words.

          • Agree or disagree with the text and make comments.

          • Number the steps in a process, supporting details or examples, key points, and so on.

Read and annotate the Text. Use at least five different annotation techniques
2. Fill in the blanks with the right word combinations 
	1. In a free market economy accounting provides…
	a) keep up high professional standard of an accountant

	2. The basic functions of accounting are ...
	b) are greatly needed in Russia 

	3. In our country, in the past the main function of an accountant was ...

	c) those facts that can be measured in monetary terms with high degree of objectivity

	4. Russia does its best to ...
	d) information about the performance of enterprises

	5. Due to the transition to the new economic system the profession of an accountant has become …
	e) to measure economic activity of an enterprises and its profits and to show changes in its financial position

	6. The systematic recording of economic processes is ...
	f) called accounting

	7. An accountant is concerned with …
	g) to control whether an enterprise achieved the plan targets 

	8. The duties of an accountant include …
	h) the language of business 

	9. An accountant can work in ... .

	i) global interdependence of countries through trade, finance, investments

	10. The first task of a farm accountant is to ...
	j) describe the transactions between all kinds of organizations 

	11. Accounting is often said to be ...
	k) should go through a course of additional training 

	12. It is used in the business world to ...
	l) take inventory and to draw up statements which show a financial position of a farm

	m) Accountancy is an international profession due to ...
	n) in commerce, industry, agriculture and government organizations.

	13. To improve the qualification chartered accountants…
	o) cost accounting, capital budgeting, tax planning


3. Translate the sentences from Russian into English
1. Систематическая запись экономических процессов называется бухгалтерским учетом.
2. В рыночной экономике основная функция бухгалтерского учета заключается в измерении, оценке экономической деятельности и прибыли предприятия.
3. Невозможно развитие бухгалтерского учета без развития профессии бухгалтера.
4. В России требуются высококвалифицированные дипломированные бухгалтеры.
5. Бухгалтер должен начислять зарплату персоналу и составлять балансовые отчеты.
6. Балансовый отчет может быть квартальным, полугодовым и годовым.
7. Первая задача бухгалтера сельхозпредприятия заключается в проведении инвентаризации и составлении отчетов.
8. Бухгалтер представляет (дает) данные для экономического анализа и планирования.
9. Часто бухучет называют языком бизнеса.
10. Бухучет применяется (используется) в деловом мире для описания сделок между организациями.
11. Чтобы стать квалифицированным бухгалтером, необходимо проработать 3-5 лет в бухгалтерском учреждении.
VOCABULARY 2
1. Translate these words and word combinations with the word “ accountant”. Make up your own sentensens with each of them
Accountant general, bank accountant, certified public accountant, chartered accountant, cost accountant, functions of accounting, a farm accountant, accountancy.
2. All the words below can be combined with account, accounts or accounting, in a two-word partnership: e.g. bank account, accounts payable or tax accounting. Add the word account, accounts or accounting to each of the words below

1
holder
12.
bank



2
methods
13.
current



3
day
14.
deposit



4
equation
15.
cost



5
payable
16.
managerial. .


6
principles
17.
numbered . . .


7
period
18.
profit and loss


8
procedures
19.
savings


  9…………. receivable
                             20.
tax


  10 ………... standards

  11.
book

2. Find synonyms among the following words
Collection, demand, account, assembly, claim, statement, goods, deal, enterprise, commodities, transaction, entity, complex, accounting, complicated, bookkeeping. 

3. Find antonyms among the following words
Demand, complex, supply, easy, future, inflow, present, possible, outflow, society, impossible, company.

4. Put the letters in the correct order to make nouns. The first letter is underlined
1. oncanctgui        _________________

2. caccnontyau      _________________
3. rleitapofb          _________________
4. gettar                 _________________
5. allcuatec            _________________

6. albcane              __________________
7. semtatent          __________________

8. onmnisucpto     __________________

9. artnctiosan        __________________

10. nsreiohlatip     __________________
5. Complete the chart bellow
	Noun
	Adjective

	economy

	

	finance
	

	information
	

	addition
	

	agriculture
	

	profit
	

	profession
	


   GRAMMAR     
Find some sentences in the text “Accountancy profession” in which Complex Objectis is used. Write your own sentences as many as possible.
 SPEAKING 
 Discuss the main ideas with your partner.Why I want to be an accountant. Any country needs accountants. Ask your foreign friend who is trained to be an accountant and why he wants to make a career in accounting.
WRITING 
1. Write about the accounting profession in Russia. Decide how many paragraphs you need   and what information   you are going to write in each paragraph.

            Paragraph 1: _______________________________________________

            ___________________________________________________________

            Paragraph 2: _______________________________________________

            ___________________________________________________________

            Paragraph 3: _______________________________________________

            ___________________________________________________________

            Paragraph 4: _______________________________________________

2. Write the resume of an accountant. Decide how many paragraphs and what information   you need to write.
MAIN OBJECTIVE: To follow up‚ control and organize of all orders, invoices and payments of Supply Department in coordination with Finance department. 
MAIN RESPONSIBILITIES: 
• Following up accounts of companies that Supply Department works with‚ 
• Control of all orders and invoices‚ making objections if required‚ processing them into accounting software system‚ 
• Following up payments‚ notification of payments to related companies‚ 
• Supply Department budget preparation. 
QUALIFICATIONS: 
Education: High School Graduate 
Experience: 1-3 years 
Foreign Language: Very good knowledge of English (writing and speaking) 
Computer skills: Good knowledge of computer skills. 
Others: To be very organized‚ responsible, closely comply with company policies‚ willing to work long-term with the company.
JOB EXPERIENCE 
- Deputy Chief Accountant 
10.2011 - till present 
LLC"..." (Agricultural enterprise in Tatarstan Region) 
- from 50 to 100 employees; 
My job responsibilities include accounting of production cost, fixed assets, goods and material values, services, sales, settlement of disputes with suppliers and buyers, all kinds of accounting and tax, statistical statements, communication with tax inspectors and other auditors. 
- Deputy Chief Accountant 
12.2007 - 05.2009 
"Holding  LLC" (Industry and Manufacturing) 
- Manufacturing firm with 100% foreign investments 
- From 20 to 50 employees; Industry and Manufacturing 
My responsibilities included daily accounting, invoices, composition, preparation and the delivery of accounting and tax statements on Russian standards, partially - for a foreign investor (according to IFRS (International Financial Reporting Standards (МСФО), payroll and salary accounting, fixed assets lists, bank transactions and periodic performing of the duties of Chief Accountant. 

PART 4
THE AUDITING FRAMEWORK
STARTING UP

 Discuss these questions

· What does an auditor do? Look at the following activities and decide which ones are normally done internally or externally
An auditor ...
-  spends time getting to know the business as well as the environment and the industry in which it operates

 - analyses the internal business and financial systems used to make and record transactions

- gathers evidence on the financial control systems and the figures in the financial statements

- gives advice on the business methods and transactions of the company.

- examines financial statements to determine whether they conform to generally accepted accounting principles

- prepares the financial statements in accordance with the generally accepted accounting

- principles of the country where the enterprise operates

- examines the management report and determines whether it conforms to the financial statements

- guarantees the correctness of the figures presented in the accounts

- provides consulting services
 

- presents a written report to the management of the company, describing whether the accounting records, financial statements and management reports conform to legal requirements

- maintains confidentiality and independence



VOCABULARY 1

 1. Read the following  international  words and a) define their part of speech; b) guess their meanings  
Auditor, analytical process, auditing, auditing process, business situations, business practices, financial data, effectiveness, financial statements,
2. Read and translate into Russian these words and word combinations
Auditor, auditing, statement, disclosure, enumerate, evidence, exclusively, preliminaries, procedure, ingredient, available, sampling, ingredient auditor, accounting principles, competent professional, set of financial statements, audit assignment, integrity of the system, judgment opinion, firsthand knowledge, business approach to auditing, reliable evidential matter, key justification, statistical sampling.
3. Read and translate the words and their definitions. Use your dictionaries
	A
	B

	1. auditor

	a.  someone whose job is to officially examine the 

financial or tax records of a company, organization

	2. annual
	b. events happen once a year

	3. assume
	c. to voluntarily take upon oneself

	4.audit

	d. careful examination of something, especially one done to 

find the amount, size, or effectiveness of something

	5. current assets
	e. assets which are receivable within one year, for example, cash, debtors, stock, investments and work in progress

	6. statement
	f. process of explaining something

	7. balance
	g. the amount of money remaining in an account

	8. money
	h. currency and coin that are guaranteed as legal tender

	9.accounting principles
	i. The rules and guidelines that companies must follow when reporting financial data

	10. evaluate
	j. to carefully consider something to see how useful or valuable

	11.current account
	k. a detailed financial statement


4. Check the meaning of the following words in the dictionary
Internal, appropriate, consistently, current, reject, auditing, manage​ment, representation, formulate, initially, support, balance.
READING
THE AUDITING FRAMEWORK

When the independent auditor begins an audit assignment, he assumes that: 

1) the internal control system of the enterprise is appropriate and effective; 

2) generally accepted accounting principles have been applied in all accounting processes underly​ing the financial statements; 

3) the generally accepted accounting principles utilized have been applied consistently between the current and the prior periods; 

4) there is an adequate amount of informative financial disclosure in the financial statements and footnotes. Evidence gathering and its evaluation enable the auditors to reject or confirm these prior assumptions. We are thus in a position to define auditing.
Auditing. The analytical process of gathering sufficient evidential matter on a test or sampling basis enables a competent professional to express an opinion as to whether a given set of financial statements meets established standards of financial reporting.
Now we can enumerate the major steps of the auditing process:

 1) become acquainted with the firm - its environment and its accounting, personnel, production, marketing, and other systems: 

2) review and evaluate the management and the accounting control system in operation; 

3) gather evidential matter on the integrity of the system; 

4) gather further evidence related to the representations made in the financial statements; 

5) formulate a judgement opinion on the basis of the evidence available.
Getting acquainted. Auditing is an analytical process applied to everyday business situations. Hence, it is closely related to existing business practices. Without firsthand knowledge of the nature of these practices and their larger setting, the auditor would have to rely exclusively on available financial data. This would jeopardize both audit efficiency and effectiveness. Therefore, a getting-acquainted phase (which usually includes a visit to a client’s facilities and certain analytical preliminary test and inquiries) initiates the typical audit process. While “getting-acquainted” preliminaries to the conduct of an audit are standard procedures today, they were quite novel prior to 1965. Initially such procedures were described as the “business approach to auditing”.
Control system review. The auditor’s evaluation of the control system operating within the enterprise has a direct influence on the scope of the examination he undertakes and the nature of the tests he conducts. However, even though preliminary evaluation of control system is an essential ingredient of planning the audit scope, we must remember that eventually the audit process covers both the system and the data it produces.
Evidential matter. Evidential matter supporting financial statements consists of the underly​ing accounting data and all corroborating information available to the auditor. The auditor tests underlying accounting data by analysis and review, retracing some of the procedural steps followed in the original accounting process and reconciling the events with the information reported.
The auditor’s evidential material is the result of tests, selected observations, and statistical sampling where large compilations of data are involved. The auditor must always balance the natural desire for more evidential matter to support an opinion against the costliness and social usefulness of completely reconstructing the underlying data and processes that produced the financial statements. One key justification for independent audits, as we have seen, is the economy that results from producing expert opinion-based judgments from limited but reliable evidential matter.
COMPREHENSION

      1. Retell the text in Russian
      2.  Answer the questions
1. What does the independent auditor assume when he begins an audit assignment?
2. Do evidence gathering and its evaluation enable the auditor to reject or confirm his assumptions?
3. What is auditing?
4. How many major steps are there in the auditing process? Will you describe each step?
5. Auditing is an analytical process applied to everyday business situations, isn’t it?
6. Is auditing closely related to existing business practices?
7. What initiates the typical audit process?
8. Has the auditor’s evaluation of the control systems operating within the enterprise a direct influ​ence on the scope of his tests?
9. Evidential matter supporting financial statements consists of the underlying accounting data and all corroborating information available to the auditor, doesn’t it?
10. Why is the economy one key justification for independent audits?
READING  SKILL

ANNOTATING

   Annotate the text by underlining the main ideas for each section of the text. Then write a sentence summarizing each main idea
1. Read the text again and decide whether these statements are true or false. Correct each false statement to make it true
1. The independent auditor assumes that the internal control system of the enterprise is appropriate and effective.
2. There is no an adequate amount of informative financial disclosure in the financial statements and footnotes.
3. There are six major steps of the auditing process.
4. Auditing is an analytical process applied to everyday business situations.
5. We must remember that eventually the audit process covers both the system and the data it produces.
6. Therefore, a getting-acquainted phase doesn’t initiate the typical audit process.
7. The auditor tests underlying accounting data by analysis and review.
8. The auditor’s evidential material is not the result of tests, selected observations, and statistical sampling where large compilations of data are involved.
2. Translate the following sentences from English into Russian
1. The generally accepted accounting principles utilized have been applied consistently between the current and the prior periods.
2. Evidence gathering and its evaluation enable the auditors to reject or confirm these a priori assumptions.
3. Auditing is closely related to existing business practices.
4. While “getting-acquainted” preliminaries to the conduct of an audit are standard procedures to​day, they were quite novel prior to 1965.
5. Evidential matter supporting financial statements consists of the underlying accounting data and all corroborating information available to the auditor
6. Without firsthand knowledge of the nature of these practices and their larger setting, the auditor would have to rely exclusively on available financial data.
7. The auditor must formulate a judgment opinion on the basis of the evidence available.
8. One key justification for independent audits, as we have seen, is the economy that results from producing expert opinion-based judgments from limited but reliable evidential matter.
3.  Fill in the blanks with the right words
1. When the independent auditor begins an audit ..., he assumes that the internal control ... of the enterprise is appropriate and effective
2. Evidence ... and its evaluation enable the auditors to reject or ... these prior assumptions.
3. Now we can ... the major steps of the auditing process.
4. Auditing is an analytical ... applied to everyday... situations.
5. Initially such ... were described as the “business approach to auditing”.
6. We must remember that … both the system and the data it produces are covered by the… process.
7. Evidential matter supporting financial … consists of the underlying … data and all corroborating information … to the auditor.
8. One key … for independent audits, as we have seen, is the economy that results from producing expert opinion-based judgments from limited but reliable ... matter.
(Justification, available, statements, audit, judgment, gathering, eventually, system, enumerate, confirm, assignment, accounting, evidential, procedures, business, process)
4. Translate the following sentences from Russian into English
1. Аудит - это аналитический процесс сборки достаточного материала с целью проверки фи​нансового состояния предприятия.
2. Аудит стал неотъемлемой частью деловой практики предприятия.
3. Существует пять основных этапов аудиторского процесса.
4. Когда независимый аудитор начинает свою проверку, он предполагает, что в финансовых отчетах используются общепринятые бухгалтерские принципы.
5. Одним из главных этапов аудиторского процесса является знакомство с фирмой, её бухгалтерией, производством, штатом и другими системами.
6. Другим этапом является обзор и оценка руководства и системы контроля бухучета в действии.
7. Оценка аудитором системы контроля действующей внутри предприятия имеет прямое влияние на природу его проверок.
8. Доказательный материал аудитора является результатом проверок, избранных наблюдений и огромного количества статистических данных.
9. Независимый аудитор должен сформулировать свое заключение на основе доказательного материала, имеющегося у него в распоряжении.
VOCABULARY 2
1. Translate from Russian into English the following word combinations
Независимый аудитор, общепринятые бухгалтерские принципы, дать определение аудиту, сбор достаточного материала, главные этапы аудиторского процесса, система бухгалтерского контроля в действии, существенная составная часть планирования, финансовые отчеты со​стоящие из, поддержать мнение аудитора.
2. Find synonyms among the following words
Assignment, valuation, auditing, key, appropriate, gathering, preliminary, evidential, judgment, function, suitable, evaluation, collection, audit, tentative, obvious, opinion, clue.
3. Find antonyms among the following words
Dependent, possible, limited, closure, reject, compilated, justification, reliable, independent, disclo​sure, impossible, easy, unlimited, confirm, accusation, unreliable.
4. Put the letters in the correct order to make nouns. The first letter is underlined
1. uitad                   _________________

2. aituord               _________________

3. esintgnasm        _________________

4. smaesus             _________________

5. icinanfal             _________________

6. vefeefcestins    __________________

7. eionatvalu        __________________

8. ysisanal            __________________

9. tisalticsta        __________________

10. siusnebs         __________________

5. Complete the chart bellow
	Verb
	Noun

	to assign
	

	to accept
	

	to utilize
	

	to gather
	

	to express
	

	to enumerate
	

	to account
	


GRAMMAR
Find some sentences in the text “The Auditing Frame Work” in which Complex Subject is used. Write your own sentences as many as possible.

SPEAKING

 1.  Discuss the main ideas in a group
a) assumptions of the independent auditor;
b) major steps of the auditing process;
c) a getting acquainted phase
WRITING     
1. Write the major steps of the auditing process.  Decide how many paragraphs you need   and what information   you are going to write in each paragraph
            Paragraph 1: _______________________________________________

            ___________________________________________________________

            Paragraph 2: _______________________________________________

            ___________________________________________________________

            Paragraph 3: _______________________________________________

            ___________________________________________________________

            Paragraph 4: _______________________________________________

            ___________________________________________________________
2. Write a report to a client outlining how your company can set up a sound internal auditing department for the management of a medium-sized furniture manufacturer. 
In your report, you should explain
· the importance of having an internal auditing department

· the connection between internal and external accounting

· how management accounts would assist the company in monitoring its performance

· what kind of training managers would need to benefit from this facility.

Writing an auditor's report

The usual format for an external audit report on the financial statements of a company incorporated in Great Britain is as follows:

- Opening or introductory paragraph

- Scope paragraph with respective responsibilities of directors and auditors and basis of opinion

- Opinion paragraph

Write a short auditor’s report of company XYZ, using this framework.

- Opening or introductory paragraph (about XYZ)
- Identify the financial statements, including the date and period covered by the financial statements.

- Include a statement that the financial statements are the responsibility of XYZ’s management and a statement that the responsibility of the auditor is to express an opinion on the financial statements based on the audit.

Scope paragraph
- Describe the scope of the audit by stating that the audit was conducted in accordance with established standards or practices.

- Include a statement that the audit was planned and performed to obtain reasonable assurance about whether the financial statements are free of material misstatement.

- Describe the audit as including;

a) Examining on a test basis; evidence to support the financial statements and disclosures

b) Assessing the accounting principles used in the preparation of the financial statements

с) Assessing significant estimates made by the management in preparing the financial statements 
d) Evaluating the overall financial statement presentation.

- Include a statement by the auditor that the audit provides a reasonable basis for the opinion.

Opinion paragraph
- Indicate the financial reporting framework used.

State the auditor’s opinion as to whether the financial statements give a true and fair view and whether they comply with statutory requirements.
PART 5.  INFORMATION PROCESSING
Accounting Information Processing Cycle
STARTING UP

Discuss this question 
What do you know about accounting  period? What are the main stages of the accounting period.
VOCABULARY 1
1. Read the following  international  words and a) define their part of speech; b) guess their meanings  
Financial information, economic data, transactions, documents, cycle, indicates, identification, economic effects, data, debits and credits, basic data,
2. Read and translate into Russian the following word combinations
Financial reports, reporting period, accounting period, income statement, balance sheet, statement of cash flows, transaction analysis, chronological order, operating functions.
3. Read and translate the words and their definitions. Use your dictionaries
	A
	B

	1. reporting period
	a. the time after the end of an accounting period during which all transactions for that period must be finalised

	2. corporation
	b. a business firm whose articles of incorporation have been approved in some state

	3. economic data  
	c. sets of data (covering periods of time) for part or all of a single economy or the international economy

	4. financial reports 
	d. a set of documents that show the financial situation of a company at the end of a particular period of time, including how much profit or loss it has made

	5. analysis
	e. a careful examination of something in order to understand it better

	6. . accounting period
	f. the period for which a business prepares its accounts

	7. journal
	g.  a serious magazine or newspaper produced for professional people or those with a particular interest

	8. documentation
	h. documents that are used to prove that something is true or correct, or as a record of something

	9. .information  
	i. facts or details that tell you about something or someone

	10.  cycle
	j. a series of events that happen in an order that regularly repeats itself

	11.  transactions
	k. the bank provides services to the public one speaks of transactions


4. Define what part of speech these words belong to
Financial, information, external, statement, cycle, occur, internally, quality, data, economic, care​fully, procedure, transaction, understanding.
ACCOUNTING INFORMATION PROCESSING CYCLE 
An accounting system, regardless of the size of a business, is designer to collect, process and report financial information about the entity. Financial reports are prepared at the end of each reporting period, often called the accounting period. For external reporting, the accounting period is one year in length, and it may, or may not, be the calendar year (January 1 to December 31). During each accounting period, the accounting system systematically collects and processes economic data, about all of the transactions completed by the entity.
This collecting and processing activity is called the accounting information processing cycle. It is called a cycle because it is repeated each accounting period for the new economic data. This processing cycle involves a series of sequential phases (steps), starting with collecting information concerning transactions and continuing through the accounting period to the preparation of the required financial statements - income statement, balance sheet, and statement of cash flows.
There are six phases of the accounting information processing cycle.
Phase 1 - collect original data
The first phase in the accounting information processing cycle is the collection of data about each transaction affecting the entity. Data are collected continuously throughout the accounting period as transactions occur. Each transaction that involves external parties usually generates one or more source documents that provide essential information about that transaction. Examples are sales invoices, cash register tapes, purchase invoices, and signed receipts. Documentation must be generated internally for certain transactions (a) that are not between entities, such as de​preciation and the using up of office supplies already on hand, but nevertheless have a particular economic impact on the entity being accounted for and (b) that involve an exchange between two or more separate entities (or persons). The original source documents are not generated by the accounting function but through the various operating functions of a business. The quality of the outputs of an information processing system is determined primarily by the quality of the inputs of original data based on transactions. Therefore, a carefully designed and controlled data collection system is an essential part of an accounting information processing system.
Phase 2 - analyze each transaction
Transaction analysis is the process of studying a transaction to determine its dual effect on the entity in terms of the accounting model. Transaction analysis starts when a business document is available that indicates a completed transaction. Based on transaction analysis, the effects of the transaction are recorded in the accounting system. It’s necessary to remember that for each transaction recorded, two separate balances must be maintained:
(1) Assets = Liabilities + Owners’ Equity, and (2) Debits = Credits
Transaction analysis requires an understanding of the nature of business transactions, the operations of the business, and a sound knowledge of the concepts and procedures of accounting. Phase 3 - record transactions in journal
After transaction analysis, the economic effects of each transaction are formally entered into the accounting system in a record known as the journal. The journal is a simple form used to record each transaction using the Debits = Credits format. In a simple situation, each transaction could be recorded directly in the separate accounts for each asset, liability and owners’ equity. However, in more complex situations, each transaction should be recorded in one place in chrono​logical order (i.e., in order of date of occurrence). The accounting record designed for this pur​pose is the journal. Typically, the effects of transaction analysis are recorded first in journal and later transferred to the appropriate accounts. The journal contains a chronological listing of each entry for all of the transactions. Notice that the debit always is listed first and the credit is listed last and intended to avoid incorrect identification.
The journal entry is a physical linking of the dual effects of each transaction. The journal is the place of initial (or first) entry of the economic effects of each transaction.
Therefore, it is called the book of original entry. The journal serves three useful purposes:
1. It provides for the initial and chronological listing of each transaction immediately after its transaction analysis is completed.
2. It provides a single place to record the economic effects of each transaction without further subclassifications of the data.
3. It facilitates later tracing: checking for possible errors; and reconstruction of each transaction, its analysis and its recording.
Knowledge of the approximate date of a transaction often is tracing activities. The journal is the only place in the accounting system where the economic effects of each transaction are linked physically and recorded chronologically.
Phase 4 - post (transfer) data from journal to ledger
A separate account is set up for each asset, liability and owners’ equity. An accounting system typically contains a large number of such accounts. Collectively, these individual accounts are contained in a record known as the ledger. The ledger may be organized in many ways. Hand-written accounting systems may use a loose-leaf ledger-one page for each account. In a machine accounting system, a separate machine card is kept for each account. With a computerized accounting system, the ledger is kept on electronic storage devices, but there are still individual accounts under each system. Each account is identified by a descriptive name and an assigned number.
The ledger contains information that initially was recorded in the journal and then transferred to the appropriate accounts in the ledger. The transfer of information from the journal to the ledger is called posting. This transfer from chronological arrangement in the journal to the account format in the ledger is important because the ledger reflects the data classified as assets, liabilities, owners’ equity, revenues and expenses. This reclassification of the data facilitates the subsequent preparation of financial statements. Usually a business will record the transactions in the journal each day and post to the ledger less frequently, say, every few days, of course, the timing of these activities varies with the data processing system used and the complexity of the entity.
To post to the ledger, the debits and credits shown in the journal entries are transferred directly as debits and credits to the appropriate accounts in the ledger. Both, the journal and the ledger have a Folio column for cross-reference between these two records. In the journal, the numbers in the Folio column indicate the account to which the rouble/dollar amounts were posted. In the ledger account the numbers in the Folio column indicate the journal page from which the rouble/ dollar amounts were posted. Folio numbers are used in the posting phase to (a) indicate that posting has been done and (b) provide an “audit train”. The economic data concerning transactions end up in the ledger; therefore it has been called the book of final entry.
Phase 5 - prepare a trial balance
At the end of the accounting period, a trial balance is prepared directly from the ledger. A trial balance is a listing, in ledger account order, of the individual accounts and their respective net ending debit and credit balances. The ending balance shown for each individual account is the difference between the total of its debits and the total of its credits. A trial balance has two purposes:
1. It provides a check on the equality of the debits and credits as shown in the ledger accounts at the end of the period.
2. It provides financial data in a convenient form to help in preparing the financial statements. Phase 6 - prepare financial statements
This phase is the preparation of the three required financial statements - income statement, balance sheet and statement of cash flows. The trial balance provides basic data that are needed to prepare the financial statements at the end of the accounting period.
Classifications of the Three Required Financial Statements
To make financial statements more useful, classifications of information are included on the financial statements. There are a variety of acceptable classifications used in practice. Classifications on the Income Statement An income statement is classified as follows:
A. Revenues (often classified by type, such as sales, service and interest revenue)
B. Expenses
Cost of goods sold (an expense) operating expense:
Selling expense
General and administrative expense Interest expense Income tax expense
C. Income before extraordinary items (A - B)
D. Extraordinary items (unusual and nonrecurring)
Gains and losses
E. Net income (C - D)
F. Earnings per share (EPS)
Classifications on the Balance Sheet Typically a balance sheet is classified as follows:
Assets (by order of liquidity):
Liquidity refers to the average period of time required to convert a noncash asset to cash.
1. Current assets (short term)
2. Long-term investments
3. Operational assets (property, plant and equipment)
4. Intangible assets
5. Deferred charges
6. Other (miscellaneous) assets Total assets
A. Liabilities (by order of time to maturity):
1. Current liabilities (short term)
2. Long-term liabilities Total liabilities
B. Owners’ equity (by source):
1. Contributed capital (by owners)
2. Retained earnings (accumulated earnings minus accumulated dividends declared)
Classifications of the Statement of Cash Flows (SCF)
The SCF is classified as follows:
1. Cash flows from operating activities.
Cash flows are associated with earning income.
2. Cash flows from investing activities.
Cash flows are associated with buying and selling productive assets (other than inventory).
3. Cash flows from financing activities.
These cash flows are related to financing the business.
COMPREHENSION

1. Retell the text in Russian
2. Answer the questions
1. What is an accounting system designed for?
2. How often are financial reports prepared?
3. How many phases are there in the accounting information processing cycle?
4. The quality of the outputs of an information processing system is determined primarily by the quality of the inputs of original data based on transactions, isn’t it?
5. What does transaction analysis require?
6. How is the transfer of information from the journal to the ledger called?
7. When and how is a trial balance prepared?
8. What is phase six devoted to?
READING SKILL   
ANNOTATING

Go back to skim the Text 1. Annotate the text by underlining the main ideas for each section of the text. Then write a sentence summarizing each main idea.
 1. Read the text again and decide whether these statements are true or false. Correct each false statement to make it true
1. An accounting system is not designed to collect, process and report financial information.
2. For external reporting, the accounting period is usually one year in length.
3. The collecting and processing activity is called the accounting information processing cycle.
4. Data are not collected continuously throughout the accounting period.
5. Transaction analysis is the process of studying a transaction to determine its dual effect on the entity in terms of the accounting model.
6. The journal does not contain a chronological listing of each entry for all of the transactions.
7. The journal serves three useful purposes.
8. The transfer of information from the journal to the ledger is called posting.
9. At the end of the accounting period, a trial balance is prepared directly from the ledger.
10. The trial balance does not provide basic data that are needed to prepare the financial state​ments at the end of the accounting period.
2. Fill in the blanks with the right words
1. Financial ... are prepared at the end of each reporting ... .
2. This collecting and processing ... is called the accounting information processing... .
3. There are six ... of the accounting information processing cycle.
4. Data are collected ... throughout the accounting period as transactions occur.
5. Documentation must be generated ... for certain transactions.
6. Transaction analysis ... when a business document is ... that indicates a completed transac​tion.
7. The journal is ... form used to record each transaction using the Debits =
Credits…
.
8. The journal is the only ... in the accounting system where the economic ... of each transaction are linked ... and recorded... .
(activity, phases, continuously, reports, place, format, cycle, internally, effects, chronologically, available, period, starts, simple.)
3. Translate from Russian into English the following word combinations
Cистема бухучета, финансовые отчеты, обработка бухгалтерской информации, поступление наличности, сбор данных, эффект двойной записи, анализ сделок предприятия, в хронологическом порядке, запись сделок в журнале, перевести на соответствующий счет, главная бухгалтерская книга.
4. Translate the following sentences from English into Russian
1. Financial reports are prepared at the end of each reporting period, often called the accounting period.
2. This processing cycle involves a series, of sequential phases starting with collecting informa​tion concerning transactions.
3. The first phase in the accounting information processing cycle is the collection of data about each transaction affecting the entity.
4. Transaction analysis requires an understanding of the nature of business transactions, the op​erations of the business and a sound knowledge of the concepts and procedures of accounting.
5. In a simple situation, each transaction could be recorded directly in the separate accounts for each asset, liability and owners’ equity.
6. Collectively, these individual accounts are contained in a record known as the ledger.
7. The transfer of information from the journal to the ledger is called posting.
8. Phase six is the preparation of the three required financial statements - income statement, bal​ance sheet, and statement of cash flows.
1. 5. Translate the following sentences from Russian into English in written form
2. Система бухучета предназначена для сбора, обработки информации о предприятии и составления отчета.
3. Данные собираются непрерывно на протяжении всего отчетного периода.
4. Таким образом, тщательно контролируемая система сбора данных, является существенной частью системы обработки бухгалтерской информации.
5.  Журнал это простая форма, используемая для записи каждой сделки, использующей формат дебет равен кредиту.
6. Каждая сделка должна быть записана в одном месте в хронологическом порядке.
7. Главная бухгалтерская книга содержит информацию, которая сначала была записана в журнале, а затем переведена на соответствующие счета в главную бухгалтерскую книгу.
8. Пробный баланс готовится непосредственно из главной бухгалтерской книги в конце отчетного периода.
9. На практике существует разнообразие приемлемых классификаций составления финан​совых отчетов.
VOCABULARY 2
1. Read and translate the following words and word combinations 
Regardless, entity, sequential, throughout, source, depreciation, output, input, equality, format, asset, liability, owner’s equity, transfer, appropriate, a loose-leaf ledger, descriptive name, post​ing a trial balance, financial statement, acceptable.
2. Find synonyms among the following words
Report, collect, each, transaction, essential, complete, purpose, information, gather, every, deal, material, full, goal.
3. Find antonyms among the following words
Start, debit, other, order, difference, respective, revenues, external, input, end, credit, disorder, resemblance, irrespective, expenses, internal, output.
4. Put the letters in the correct order to make nouns. The first letter is underlined
1.naifincal retpors _________________
2. tepoinrrg ioperd _________________
3.ntiaccoung perdio ________________
4.sactiotranns        _________________
5. noecomic atda   _________________
6. ccyle                __________________
7. mentadocution __________________
8. matinforion      __________________

9. ysanalis            __________________

10. rnjoual            _________________
5. Complete the chart bellow
	Verb
	Noun

	to form

	

	to collect
	

	to report
	

	to inform
	

	to transact
	

	to generate
	

	to analyze
	


GRAMMAR
 Find some sentences in the text “Accounting Information Processing Cycle” in which Gerund is used. Translate them into Russian.  Write your own sentences as many as possible.
SPEAKING
Discuss the main ideas with your partner about
a) the purpose of an accounting system;
b) the phases of a typical accounting information processing cycle;
c) classifications of financial statements elements.
a) what this processing cycle involves;
b) in what format the economic effects are entered into the accounting system;
c) the financial statements which include income statement, balance sheet and statement of each flows.
WRITING

 Write the six phases of the accounting information processing cycle.   Decide how many paragraphs you need     and what information you are going to write in each paragraph
            Paragraph 1: _______________________________________________

            ___________________________________________________________

            Paragraph 2: _______________________________________________

            ___________________________________________________________

            Paragraph 3: _______________________________________________

            ___________________________________________________________

            Paragraph 4: _______________________________________________

            ___________________________________________________________ 
PART 6. BALANCE SHEET
STARTING UP

 Discuss this question in Russian

- What are the basic accounting equations?
VOCABULARY 1

 1. Read the following international words and a) define their part of speech; b) guess their meanings 
Capital, financial status, balance, capital balances, business resources, corporation , patents, report, limitation, credit, services, to finance, a formal contract, creditors, transaction credits, partnership, investment, information, companies.
2. Read and translate into Russian the following word combinations
Double-entry system, financial status, accounting model, assets, liabilities, owners’, equity, legal claims, total cost, market value, acquisition cost, cash borrowings, definite maturity, income taxes, residual interest contributed capital, retained earning, cash flows.
3. Read and translate the words and their definitions. Use your dictionaries
	                 A
	                             B

	1. double-entry
	a. The double entry bookkeeping system, also known as the double entry accounting system

	2. credit
	b. an entry made on the right hand side of an account and indicating a gain to a liability, owner s equity or revenue account. 

	3. customer 
	c. a person or business that purchases a commodity or service

	4. balance
	d. An apparatus for weighing

	5. obligation
	e. A legal responsibility, such as to repay a debt

	6. liabilities
	f. The financial obligations of the debtor

	7. stockholder
	g. an owner of corporate stock

	8. measurement
	h.  the act of measuring

	9. statement
	i. an official or formal report or declaration a statement of policy

	10. limitation
	j. a statement or stipulation in a deed or will placing limits on the disposition of an estate or interest 

	11. asset
	k.  an item of property owned


4. Define what part of speech these words belong to
Statement, entry, financial, particular, frequently, accounting, stockholder, intangible, purport, payable, maturity, lender, directly, equal, employee, primary.

5. Check the meaning of the following words in the dictionary 
Account, entire, acquire, purport, primarily, residual, misinter-pret, objective, available, productive, analyst, delivery, therefore, purchase.
 BALANCE SHEET 
After the trading and profit and loss accounts have been completed, a statement is drawn up in which the remaining balances in the books are arranged according to whether they are asset balances or liability or capital balances. This statement is called a balance sheet. The balance sheet is a statement of the financial status of the firm as recorded by an accountant.It is very important to know that balance sheet is not part of the double-entry system. This contrasts with the trading and profit and loss account which is part of double-entry. The purpose of the balance sheet is to report the financial position of a business at a particular point in time. Financial position is the amount of resources (i. e., assets) and the liabilities (i. e., debts) of a business. Therefore, the balance sheet is frequently called the statement of financial position. The accounting model for balance sheet is Assets = Liabilities + Owners’ Equity
After the statement heading, the assets are listed on the left and the liabilities and owners’ equity (called stock holders’ equity for a corporation) on the right. It is necessary to note that the accounting model for the balance sheet is the basic building bloc for the entire accounting process.
Next we discuss the three elements reported on a balance sheet - assets, liabilities and owners’ equity.
Assets
Assets are the resources owned by the entity. Assets may be, tangible (physical in charac​ter) such as land, buildings and machinery; or they may be intangible (characterized by legal claims or rights) such as amounts due from customers (legal claims called accounts receivable) and patents (protected rights).
An asset should be measured on the basis of the total cost incurred to acquire it. Even if the market value of the land changes the balance sheet will report the land at its original acquisition cost. Balance sheets do not purport to show the current market value of the assets listed. Some unsophisticated users of financial statements do not understand this limitation and can easily misinterpret the financial position of a business.
Accountants do not change the measurement of each asset to reflect the new market values because the acquisition cost is factually objective (i. e., not an estimate), where as the current market value of the assets owned by the entity would have to be estimated at end of each year. The estimate would be subjective because the assets are not sold each year-end. Such subjectivity could reduce the reliability of the financial statements.
Liabilities
Liabilities are the debts or obligations of the entity. They arise primarily because of the purchase of goods or services from others on credit and through cash borrowings to finance the business.
If a business does not pay its creditors, the law may give the creditors the right to force the sale of assets sufficient to meet their claims. Business entities often borrow money by entering in to a formal contract. In this case, a liability called notes payable is created. A note payable specifies a definite maturity or payment data and the rate of interest charged by the lender. Many businesses purchase goods and services on credit that do not involve formal notes. This transaction credits a liability known as accounts payable. Another type of liability arises because in​come taxes often are paid, at least in part, several months after the balance sheet date. Therefore, a liability to the government, income taxes payable, must be reported untill the taxes are fully paid.
Owners’ Equity
The accounting model (Assets = Liabilities + Owners’ Equity) shows that owners’ equity is equal to total assets minus total liabilities of the business. Because creditors’ claims legally come first, owners’ equity represents a residual interest in the assets. Owners’ equity sometimes is called net worth. However, the preferable designations are (a) “owners’ equity” for a sole pro​prietorship, (b) “partners’ equity” for a partnership, and (c) “stockholders’ equity” for a corpora​tion. Owners’ equity in a business comes from two sources: (1) contributed capital, which is the investment of cash and other assets in the business by the owners; and (2) retained earning, which is the amount of accumulated earnings kept in business.
Statement of Cash Flows (SCF)
Each financial statement has a primary purpose. The balance sheet shows the resources that are owned and owed to other by a business at a point in time. The income statement reports the revenues that were earned during an accounting period and the expenses that were incurred to earn the revenue. But revenue is not always equal to cash collected from customers because some sales may be on credit. Also, expenses reported on the income statement may not be equal to the cash paid out during the period because expenses may be incurred in one period and payment made in another. As result, net income (revenues minus expenses) is usually not the amount of cash earned during the period. In fact, many successful companies may earn large amounts of income and, nevertheless go out of business because they do not have sufficient cash to meet their obligations. Because the income statement does not provide any information concerning cash flows, accountants prepare the statement of cash flows (SCF) which reports cash flows from various activities.
There are three primary categories of cash flows in a typical business.
1. Cash flows from operating activities.
These cash flows are directly related to earning income (i. e., normal business activity). Exam​ples of this type of cash flows include cash collected from customers and cash paid to employ​ees.
2. Cash flows from investing activities
This category includes cash flows that are related to the acquisition or sale of productive assets used by the company. Examples include the purchase of a new factory and the sale of a used de​livery truck.
3. Cash flows from financing activities
These cash flows are directly related to the financing of the enterprise itself. Examples of these cash flows include cash received from owners for their initial investment in the business and cash used to repay a loan from a bank. Many analysts believe that the SCF is the most important financial statement because it is useful for predicting the future cash flows that may be available from an investment in a particular business.
COMPREHENSION
       1. Retell the text in Russian
 2.  Answer the questions
1. Does the balance sheet contrast with the trading and profit and loss account?
2. What is the purpose of the balance sheet?
3. What is the accounting model for the balance sheet?
4. Assets are the resources owned by the entity, aren’t they?
5. How should an asset be measured?
6. Do accountants change the measurement of each asset to reflect the new market values or not?
7. Why should the estimate be subjective?
8. How do liabilities arise?
9. In what case may law give the creditors the right to force the sale of assets sufficient to meet their claims?
10. What creates a liability known as accounts payable?
11. What does the income statement report?
12. How many categories of cash flows are there in a typical business?
READING SKILL   

ANNOTATING

Annotate the text by underlining the main ideas for each section of the text. Then write a sentence summarizingeach main idea 

1. Read the text again and decide whether these statements are true or false. Correct each false statement to make it true
1. It is very important to know that the balance sheet is not part of the double-entry system.
2. The balance sheet is not a statement of the financial status of the firm as recorded by account​ant.
3. After the statement heading the assets are listed on the left and the liabilities and owners’ equity on the right.
4. Assets are not the resources owned by the entity.
5. Balance sheets do not purport to show the current market value of the assets listed.
6. Liabilities are the debts or obligations of the entity.
7. The balance sheet doesn’t show the resources that are owned and owed
to others by a business at a point in time.
8. Because the income statement does not provide any information concerning cash flows, ac​countants prepare the statement of cash flows (SCF) which reports cash flows from various activities.
2. Fill in the blans with the right words

1. This contrasts with the trading and profit and loss ... which is part of double-entry.
2. Financial position is the ... of resources and the liabilities of a business.
3. Assets are the ... owned by the entity.
4. Balance sheets do not purport to show the current
of the assets listed.
5. Business entities often ... money by entering in to a formal contract.
6. Owners’ equity sometimes is called ...
7. The income statement reports ... that were earned during an accounting period and... that were incurred to ... the revenue.
8. There are three primary ... of cash flows in a typical ...
(Amount, money, categories, revenues, business, account, market value, earn, net worth, re​sources, expenses)
3. Translate from Russian into English the following word combinations
Составить отчет согласно активам и обстоятельствам, быть частью системы двойной запи​си, финансовый статус фирмы, цель балансового отчета, модель (образец) бухучета, налог на доход, собственный капитал, остаточный интерес, уплатить по обязательству, отразить рыночную стоимость, поступления (потоки) наличности, заимствования наличности, пер​воначальное капиталовложение, оплатить заем, субъективная оценка, финансовый отчет.
4. Translate the following sentences from English into Russian
1. After trading and profit and loss accounts have been completed, a statement is drawn up in which the remaining balances in the books are arranged according to whether they are asset bal​ances or liability or capital balances.
2. Therefore, the balance sheet is frequently called the statement of financial position.
3. Assets may be tangible (physical in character) such as land, buildings and machinery; or they may be intangible such as amounts due from customers and patents.
4. Even if the market value of the land changes the balance sheet will report the land at its origi​nal acquisition cost.
5. Such subjectivity could reduce the reliability of the financial statements.
6. They arise primarily because of the purchase of goods or services from other on credit and through cash borrowings to finance the business.
7. A note payable specifies a definite maturity or payment date and the rate of interest charged by the ledger.
8. In fact, many successful companies may earn large amounts of income and, nevertheless go out of business because they do not have sufficient cash to meet their obligations.
5. Translate the following sentences from Russian into English
1. Очень важно знать, что балансовый отчет не является частью системы двойной записи.
2. Балансовый отчет это отчет о финансовом положении фирмы, представленный бухгал​тером.
3. Финансовое положение фирмы это количество ресурсов, т. е. активов и обязательств, т. е. долгов бизнеса.
4. Бухгалтерская модель для балансового отчета это активы = обязательства + собствен​ный капитал.
5. Необходимо отметить, что бухгалтерская модель для балансового отчета является ос​новным строительным блоком для всего бухгалтерского процесса.
6. Оценка должна быть субъективной потому что активы не продаются в конце каждого года.
7. Доход не всегда равен наличности, собранной у клиентов, потому что некоторые про​дажи могут быть в кредит.
8. Существуют три главные категории движения наличности в типичном бизнесе.
VOCABULARY 2
1. Read and translate the following words and word combinations
According to, double-entry system, balance sheet, assets, liabilities, owners’ equity, stockholder, total cost, market value, financial statement, to meet smb’s claims, cash flows, revenues, ex​penses, net income, primary category, to predict smth.
2. Find synonyms among the following words
Report, amount, often, customer, value, estimate, reliance, lend, inform, quantity, frequently, cli​ent, cost, evaluation, trust, loan.
3. Find antonyms among the following words
Remain, tangible, frequently, purchase, legally, payable, revenues, cash, leave, intangible, sel​dom, sell, illegally, expenses, unpayable, cheque.
4. Put the letters in the correct order to make nouns. The first letter is underlined
1. ancbale          _________________
2. dolube-etryn _________________
3. asetss              _________________
4. bililiaties        _________________
5. ctomuser         _________________
6. itaontilim        __________________
7. reeasmmuent __________________
8. mestatent       __________________

9. atobonligi       __________________

10. hdstoolcker  __________________
5. Complete the chart bellow
	Verb
	Noun

	to complete

	

	to account
	

	to report
	

	to measure
	

	to select
	

	to estimate
	

	to own
	


GRAMMAR
Find some sentences in the text ”Balance sheet” in which Relative Clauses are used. Write your own sentences as many as possible. 
SPEAKING

1. Discuss the main ideas with your partner  about
a) the purpose of the balance sheet;
b) the accounting model for the balance sheet;
c) three main categories of cash flows.
      2. Discuss the main ideas with your partner about
a) what financial position is;
b) where the assets and liabilities and owners’ equity are listed;
c) if revenue is always equal to cash collected from customers.
WRITING

3. Choose any question from exercise 2 (comprehension) and write one or two paragraphs in response.   Decide how many paragraphs you need and what information you are going to write in each paragraph
Paragraph 1:__________________________________________________

____________________________________________________________

Paragraph 2:__________________________________________________      

                   ____________________________________________________________

                   Paragraph 3:__________________________________________________

   2. Write a report to the shareholders

You work for an accountancy firm, and one of your clients is a fruit-juice producer. During the last five years, the company’s income has grown steadily, and for the last two years, sales have increased by 100%. However, the company has experienced problems processing orders on time due to the low capacity of its bottling machinery, which is now rather old and prone to breakdowns.

The company is considering expanding and plans to apply to the bank for a loan to purchase new equipment, which will make bottling operations quicker and enable the company to triple production. As this is a small family firm, the shareholders are wary of taking on the risk of such a loan.

Write a report (200-250 words) to the shareholders:

· explaining what financial documents the company should present to the bank

· summarizing the company’s current financial position

· outlining why the company is in a good position to take on such a loan

· explaining why you think the bank would view the company’s financial position favourably.
PART 7.  ACCOUNTING EQUATION
STARTING UP

 Discuss this question in Russian

- What are the basic accounting equations?
VOCABULARY 1

 1. Read the following international words and a) define their part of speech; b) guess their meanings  
Business, investor, data, total capital, organizations, managers, investors, analysis and interpretation, financial results, management, resources, data ,firm,  bank,
2. Read and translate into Russian the following word combinations
The language of business, accounting terms, the actual record-making phase, to need accounting knowledge, to meet its commitments, accounting equation, to supply assets the equality of assets, total capital and liabilities, to make loans to smb.

3.  Read and translate the words and their definitions. Use your dictionaries
	A
	B

	1. equation
	a. one of the relationships between assets and liabilities used in accounting

	2. data
	b. statistics information or facts about a particular subject that someone has collecte

	3. bookkeeping
	c. the recording of financial transactions

	4.  accounting
	d. the work of keeping a company's financial records, recording its income and expenses, and its business deals

	5.  relationship
	e. the way in which people, companies, countries etc that are working together behave towards each other

	6. associate
	f. someone who you work with or do business with

	7. commitment
	g. a promise to do something or to behave in a particular way

	8. investor
	h. the owner of a financial asset

	9. statement
	i. an official or formal report or declaration a statement of policy

	10. alternative
	j. offering or expressing a choice an alternative contract

	11. transactions
	k. the bank provides services to the public one speaks of transactions


4. Define what part of speech these words belong to
Business, transaction, manager, investor, accounting, interpretation, management, financial, accordingly, accountant, equation.
       READING 

	TIP for success

As you read, circle new vocabulary words that you don’t know. After you finish reading, use the dictionary to look up the words to help you better understand the text.




 ACCOUNTING EQUATION
Accounting is often said to be the language of business. It is used in the business world to describe the transactions entered into by all kinds of organisations. Accounting terms and ideas are therefore used by people associated with business, whether they are managers, owners, investors, bankers, lawyers, or accountants. As it is the language of business there are words and terms that mean one thing in accounting, but whose meaning is completely different in ordinary language usage.
The actual record-making phase of accounting is usually called bookkeeping. However, accounting extends far beyond the actual making of records. Accounting is concerned with the use to which these records are put, their analysis and interpretation. An accountant should be concerned with more than the record-making phase. In particular, he should be interested in the relationship between the financial results and the events, which have created them. He should be studying the various alternatives open to the business, and be using his accounting experience in order to aid the management to select the best plan of action for the business. The owners and managers of a business will need some accounting knowledge in order that they may understand what the accountant is telling them. Investors and others will need accounting knowledge in order that they may read and understand the financial statements issued by the business, and adjust their relationships with the business accordingly.
Probably, there are two main questions, that the managers or owners of a business want to know: first, whether or not the business is operating at a profit; second, they will want to know whether or not the business will be able to meet its commitments as they fall due, and so not have to close down owing to lack of funds. Both of these questions should be answered by the use of the accounting data of the firm.
The whole of financial accounting is based on the accounting equation. This can be stated to be that for a firm to operate it needs resources, and that these resources have had to be supplied to the firm by someone. The resources possessed by the firm are known as Assets, and obviously some of these resources will have been supplied by the owner of the business. The total amount supplied by him is known as Capital. If in fact he was the only one who had supplied the assets then the following equation would hold true:
Assets = Capital
On the other hand, some of the assets will normally have been provided by someone other than the owner. The indebtedness of the firm for these resources is known as Liabilities. The equation can now be expressed as:
Assets = Capital + Liabilities
It can be seen that the two sides of the equation will have the same totals. This is because we are dealing with the same thing from two different points of view. It is:
Resources: What they are = Resources: Who supplied them
                   (Assets)                                      (Capital+Liabilities)

 It is a fact that the totals of each side will always equal one another, and that this will al​ways be true no matter how many transactions are entered into. The actual assets, capital and li​abilities may change, but the equality of assets with that of the total of capital and liabilities will always hold true.
Assets consist of property of all kinds, such as buildings, machinery, stocks of goods, motor vehicles, also benefits such as debts owing by customers and the amount of money in the bank account.
Liabilities consist of money owing for goods supplied to the firm, and for expenses also for loans made to the firm.
Capital is often called the owner equity or net worth.
COMPREHENSION

      1. Retell the text in Russian
2. Answer the questions
1. How is accounting often said?
2. Where is accounting used?
3. There are words and terms that mean one thing in accounting, but whose meaning is com​pletely different in ordinary language usage, aren’t they?
4. What is the actual record-making phase of accounting usually called?
5. What is accounting concerned with?
6. Should an accountant be interested in the relationship between the financial results and the events which have created them?
7. Why will the owners and managers of a business need accounting knowledge?
8. What is the whole of financial accounting based on?
9. Do assets consist of property of all kinds or only money in the bank account?
10. What do liabilities consist of?
READING SKILL   

ANNOTATING A TEXT
Become an active reader by annotating the texts you read. Annotating a text involves underlining, writing symbols, and taking notes in the margins as you read. These steps can help you to concentrate while you read, increase your understanding, and remember information later. The margins, between paragraphs, and the space at the end of the text are ideal places to make your notes. The following are popular techniques to use:

          • Circle new vocabulary and key terms and write out their definitions. Use the

            symbol = to show the words are synonyms.

          • Write questions you have about the text.

          • Make connections to your own knowledge and life experience.

          • Summarize main ideas in only a few words.

          • Agree or disagree with the text and make comments.

          • Number the steps in a process, supporting details or examples, key points, and so on.
  Read and annotate the Text. Use at least five different annotation techniques
1. Read the text again and decide whether these statements are true or false. Correct each false statement to make it true
1. Accounting is often said to be the language of business.
2. The actual record-making phase of accounting is usually called bookkeeping.
3. Accounting is not concerned with the use of records, their analysis and interpretation.
4. The owners and managers of a business won’t need some accounting knowledge.
5. The whole of financial accounting is based on the accounting equation.
6. The total amounts supplied by the owner of the business is known as Capital.
7. The equality of assets with that of the total of capital and liabilities will always be different.
8. Capital is often called the owner equity or net worth.
2. Fill in the blanks with the right words

1. Accounting is often said to be ...
2. The actual record-making phase of accounting is usually called ...
3. In particular, he should be interested in …between the financial results and the events which have created them.
4. The owners and managers of a business will need some... in order that they may understand what the accountant is telling them.
5. Investors and others will need accounting knowledge in order that they may read and understand ... .issued by the business.
6. The managers of a business want to know whether or not the business is operating at ... .
7. The … possessed by the firm are known as Assets.
8. The total ... supplied by him is known as Capital.
9. The actual assets, capital and liabilities may change, but ... with that of the total of capital and ... will always hold true.
(Bookkeeping, relationship, the language of business, financial statements, at a profit, amount, accounting knowledge, resources, equality of assets, liabilities)
3. Translate from Russian into English the following word combinations
Язык бизнеса, бухгалтерские термины, финансовые отчеты, работать с прибылью, бухгалтерские данные фирмы, задолженность фирмы, активы состоят из, чистый капитал, метод ведения записей, балансовый отчет, основы бухгалтерского уравнения, требования владельцев бизнеса.
4. Translate the following sentences from English into Russian
1. Accounting terms and ideas are therefore used by people associated will business.
2. However, accounting extends far beyond the actual making of records.
3. An accountant should be interested in the relationship between the financial results and the events, which have created them.
4. Probably, there are two main questions, which the managers or owners of a business want to know.
5. Some of the assets will normally have been provided by someone other than the owner.
1. 5. Translate the following sentences from Russian into English in written form  
2. Бухгалтерский учет часто называют языком бизнеса.
3. Существуют слова и термины, которые означают одно понятие в бухгалтерском учете и совершенно другое в повседневном языке.
4. Бухгалтер должен использовать свой опыт, чтобы помочь руководству выбрать лучший план действий для бизнеса.
5. Владелец бизнеса хочет знать будет ли его бизнес приносить прибыль.
6. Ресурсы, которыми обладает фирма, известны как активы.
7. Общее количество средств, предоставленное владельцем, известно, как капитал.
8.  Активы состоят из собственности всех видов, таких как здания, техника, запасы това​ров, транспорт и деньги на банковском счете.
VOCABULARY 2
1. Read and translate the following words and word combinations
Accounting, the language of business, to describe the transactions, accountant, book-keeping, to aid the management to do smth, to need accounting knowledge, to understand financial statements, to operate at a profit, to meet its commitments, owing to lack of funds, accounting data, assets, liabilities.

2. Check the meaning of the following words in the dictionary
Term, associate , decision , relationship , financial , experience, issue , adjust , according, deal, equal, customer, capital, loan, equity.
3. Find synonyms among the following words
Deal, accountant, accounting, transactions, help, book-keeper, number, book-keeping, amount, demand, according to, next, in accordance with, following, whole, ex​penditures, all, expenses, claim, aid.
4. Find antonyms among the following words
Sell, increase, profit, decrease, loss, buy, perfect, value, divide, slowly, split, rapidly, cost, imper​fect, complicated, simple.
5. Put the letters in the correct order to make nouns. The first letter is underlined
1. uqoatien             _________________

2. trnsaionsact       _________________

3. iasoteasc            _________________

4. okepibokeng     _________________

5. tialternaves       _________________

6. kwgelenod        __________________

7. esortinv             __________________

8. mestatent          __________________

9. mntsitmcome   __________________

10. tada                  __________________
6. Complete the chart bellow
	Verb
	Noun

	to account
	

	to manage
	

	to transact
	

	to creat
	

	to select
	

	to understand
	

	to express
	


GRAMMAR
Find some sentences in the text “Accounting equation” in which Conditional Sentences are used. Write your own sentences as many as possible
SPEAKING

      Discuss the main ideas with your partner about accounting and its role in conducting of a business
WRITING
    What do you know about “Accounting equation”? Write one or two paragraphs in response.   Decide how many paragraphs you need and what information you are going to write in each paragraph
Paragraph 1:__________________________________________________

Paragraph 2:__________________________________________________      

                ____________________________________________________

Paragraph 3:__________________________________________________

APPENDIX 1. (ECONOMIC TERMS)
	Account
	Счет

	Account balance
	Сальдо по счету (остаток по счету)

	Accounting 
	Бухгалтерский учет 

	Accounting and review service
	Услуги по учету и проверке

	Accounting base
	Базовые правила и методы учета

	Accounting concept
	Концепция бухгалтерского учета

	Accounting data
	Учетные данные

	Accounting estimate 
	Бухгалтерский расчет (бух.учет) Оценочное значение (аудит)

	Accounting income 
	Учетная прибыль 

	Accounting period 
	Учетный период

	Accounting policy
	Учетная политика

	Accounting principle
	Принцип бухгалтерского учета

	Accounting procedure
	Учетная процедура

	Accounting profit
	Бухгалтерская прибыль

	Accounting record
	Бухгалтерская, учетная запись

	Accounting standard
	Стандарт учета

	Accounting system
	Система бухгалтерского учета

	Accounting treatment 
	Порядок учета

	Accounts / Financial Statements
	Финансовая отчетность

	Accounts payable
	Кредиторская задолженность

	Accounts receivable 
	Дебиторская задолженность 

	Accrual basis
	Метод начисления

	Accrual basis of accounting
	Учет по методу начисления

	Accumulated loss
	Накопленный убыток 

	Accumulated profit
	Накопленная прибыль

	Accumulating compensated absences
	Накапливаемые оплачиваемые отпуска

	Active market
	Активный рынок

	Actuarial assumption
	Актуарное допущение 

	Actuarial gains and losses
	Актуарные прибыль и убытки

	Actuarial present value of promised retirement benefit
	Актуарная дисконтированная стоимость причитающихся пенсий

	Actuarial valuation
	Актуарная оценка

	Actuarial valuation method
	Метод актуарной оценки

	Add value
	Добавленная стоимость

	Adequate control
	Адекватный контроль

	Additional consideration
	Дополнительное возмещение

	Additional paid-in capital
	Дополнительно оплаченная часть акционерного капитала

	Adjusted trial balance
	Скорректированный проверочный / пробный баланс

	Adjustment
	Корректировка 

	Administrative expenses
	Административные расходы

	Advance 
	Авансовые платежи, аванс, авансировать

	Agricultural activity
	Сельскохозяйственная деятельность

	Agricultural inventories
	Запасы сельскохозяйственной продукции

	AICPA (American Institute of Certified Public Accountants)
	Институт дипломированных бухгалтеров США 

	Allocation
	Распределение, списание, отнесение

	Allowance 
	Оценочный резерв

	Allowance for doubtful accounts
	Резерв по сомнительным долгам

	Allowance for sampling risk
	Резерв на покрытие риска выборки

	Allowed alternative method
	Разрешенный альтернативный подход

	Allowed alternative treatment
	Допустимый альтернативный порядок учета

	Amortisation 
	Амортизация

	Amortization method 
	Метод начисления амортизации

	Amortisation period
	Срок амортизации

	Analytical procedure
	Аналитическая процедура

	Annual lease costs
	Годовая стоимость аренды

	Annual report
	Годовой отчет

	Annuities
	Аннуитет

	Anomalous error
	Нетиповая ошибка

	Application control
	Прикладные средства контроля

	Appraisal (of mineral reserves)
	Оценка (запасов полезных ископаемых)

	Appraisal well
	Оценочная скважина

	Appraised value
	Оценочная стоимость

	Asking price
	Цена предложения

	Assertion
	Утверждение

	Assess 
	Оценка 

	Assets
	Активы

	Asset exchanged at a loss (at a gain)
	Актив, обмененный с убытком (с прибылью)

	Assets held by a long-term employee benefit fund
	Активы в распоряжении фонда долгосрочных выплат сотрудникам

	Assistance
	Помощь, содействие

	Assistant 
	Ассистент (аудитора)

	Associate
	Ассоциированная компания

	Assurance
	Уверенность

	Assurance engagement
	Задание по подтверждению достоверности информации

	Assurance service
	Услуги по предоставлению заключения в отношении финансовой информации

	At cost 
	По себестоимости, по первоначальной стоимости

	Audit
	Аудит

	Audit adjustment
	Аудиторская корректировка

	Audit analytical review
	Аналитические процедуры проведения аудита 

	Audit committee
	Комитет по аудиту

	Audit contract
	Договор оказания аудиторских услуг

	Audit evidence
	Аудиторское доказательство

	Audit firm
	Аудиторская фирма

	Audit objective
	Цели аудита

	Audit plan
	План аудита

	Audit procedures
	Процедуры аудита

	Audit program
	Программа аудита

	Audit risk
	Аудиторский риск

	Audit sampling
	Аудиторская выборка

	Audit team
	Аудиторская команда 

	Auditing Standards Board
	Совет по стандартам аудита 

	Auditor
	Аудитор

	Auditor's association
	Причастность аудитора

	Auditor's opinion
	Аудиторское мнение

	Auditor’s responsibility
	Ответственность аудитора

	Authorisation
	Разрешение 

	Auction
	Аукцион

	Available-for-sale financial assets
	Финансовые активы, имеющиеся в наличии для продажи

	Average cost
	Средняя стоимость, средние затраты

	Backup
	Дублирование 

	Balance between benefit and cost 
	Соотношение между выгодами и затратами

	Balance sheet
	Бухгалтерский баланс

	Balance sheet date 
	Отчетная дата

	Balance sheet liability method
	Метод обязательств по балансу

	Balance
	Сальдо (остаток)

	Balancing item
	Статья, по которой выводится остаток

	Bank 
	Банк

	Bank overdraft
	Банковский овердрафт

	Bankrupt 
	Банкрот

	Bankruptcy
	Банкротство

	Barrels-of-oil equivalent
	Эквивалент в баррелях нефти

	Base stock
	Метод базовых запасов

	Basic accounting equation
	Основное балансовое равенство

	Basic earnings per share
	Базовая прибыль на акцию

	Beginning inventory
	Запасы на начало периода

	Black Tuesday
	Черный вторник

	Benchmark
	Основной подход

	Benchmark treatment 
	Основной порядок учета

	Beneficiary
	Выгодоприобретатель

	Benefit
	Выгода, польза, выплата

	Bill of lading
	Накладная, коносамент

	Binding sale agreement
	Соглашение о продаже, имеющее обязательную силу

	Biological asset
	Биологический актив

	Biological transformation
	Биотрансформация

	Bonus
	Бонус, дополнительная выплата, премиальные

	Book value (Carrying amount)
	Балансовая стоимость (Учетная стоимость)

	Book value of a liability
	Балансовая стоимость обязательства

	Book value of an asset
	Балансовая стоимость актива

	Borrowing costs
	Затраты по займам 

	Borrowings
	Заемные средства 

	Bottom hole contribution
	Вклад в покрытие затрат на забой скважины

	Break-up basis
	Метод учета в условиях срочной реализации имущества

	Budget constraints
	Ограничения денежных средств; бюджетные ограничения

	Business cycle
	Экономический цикл; цикл деловой активности

	Business segment
	Хозяйственный сегмент

	By-product
	Побочный продукт

	Call option
	Опцион покупателя

	Cancel supporting documents
	Аннулирование первичной документации 

	Capability to change
	Способность к изменению

	Capital 
	Капитал

	Capital asset
	Капитальный (внеоборотный) актив

	Capital goods
	Инвестиционные товары; капитальные блага

	Capitalisation of interest
	Капитализация процентов

	Capitalised costs
	Капитализируемые затраты

	Carried interest (carrying arrangement)
	Полупассивное долевое участие (договоренность о «полупассивном» долевом участии в добыче полезных ископаемых)

	Carryforward of unused tax credit 
	Перенос неиспользованных налоговых кредитов на будущий период

	Carrying amount (Book value)
	Учетная стоимость (балансовая стоимость)

	Cash 
	Денежные средства; наличные деньги

	Cash balancing
	Компенсационный остаток 

	Cash commitments
	Денежные обязательства 

	Cash equivalents 
	Эквиваленты денежных средств

	Cash flow risk
	Риск, связанный с движением денежных средств, риск денежного потока

	Cash flow statement (Statement of cash flows)
	Отчет о движении денежных средств

	Cash flow
	Денежный поток, движение денежных средств

	Cash inflow
	Поступление денежных средств

	Cash method
	Кассовый метод

	Cash on hand 
	Денежные средства в кассе, касса

	Cash outflows (payments)
	Выбытие денежных средств

	Cash payments 
	Денежные платежи, выплаты, расчеты

	Cash proceeds
	Денежные поступления

	Cash receipts from customers
	Поступление денежных средств от клиентов 

	Cash received on account with a discount
	Денежные средства, полученные с учетом скидки

	Cash surrender value 
	Выкупная стоимость, сумма, на которую имеет право страхователь в случае досрочного прекращения договора страхования жизни

	Certificate of deposit
	Депозитный сертификат

	Changes in accounting policy
	Изменения в учетной политике

	Changes in equity
	Изменения в капитале 

	Changes in financial position 
	Изменения финансового положения

	Chancellor of the Exchequer
	Канцлер казначейства; министр финансов в Великобритании 

	Check register
	Реестр чеков

	Chief audit executive
	Руководитель внутреннего аудита

	Claim processing expenses
	Расходы по обработке требований о возмещении ущерба

	Claims payable
	Страховое возмещение к оплате

	Classification
	Классификация

	Client's account
	Счет клиента

	Client's funds
	Денежные средства клиентов

	Closing rate 
	Валютный курс на отчетную дату

	Closing rate method
	Метод курса на отчетную дату

	Closure
	Закрытие

	Collusion
	Тайное соглашение

	Comfort letter
	Рекомендательное письмо 

	Commodity contract
	Контракт на поставку товара

	Common stock
	Обыкновенные акции

	Communication
	Представление отчетности, информации (заинтересованным пользователям)

	Comparability
	Сопоставимость

	Comparable financial statements
	Сопоставимая финансовая отчетность

	Comparatives
	Относительные показатели

	Compensating balance
	Компенсационный остаток

	Competence
	Компетенция

	Compliance
	Соответствие

	Component
	Компонент, составляющая, часть, статья

	Compound financial instrument
	Комбинированный финансовый инструмент

	Comprehensive basis of accounting
	Общие основы бухгалтерского учета

	Comprehensive income
	Полный доход, включая все изменения в чистых активах, за исключением тех средств, которые являются результатом операций с собственниками компании 

	Computation
	Подсчет

	Computer information systems (CIS) 
	Компьютерные информационные системы

	Computer-assisted audit techniques (CAAT)
	Методы аудита с использованием компьютеров (МАК)

	Concession (concessionary agreement)
	Концессия (концессионный договор)

	Condensed (internal) financial reports
	Сокращенная (внутренняя) финансовая отчетность

	Confidentiality
	Конфиденциальность

	Confirmation
	Подтверждение
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APPENDIX 2. (GRAMMAR REFERENCE)
Страдательный залог 


Залог показывает, является ли лицо или предмет, выраженный существительным или местоимением в функции подлежащего, деятелем или испытывает на себе чье-либо воздействие. Это значение залога выражается в форме глагола.


Активный (действительный) залог (the Active Voice) показывает, что лицо или предмет, обозначенный подлежащим, исполняет действие, которое называет сказуемое.

People consume different goods . 
Люди потребляют разные товары.


Economists study the ideas of Adam Smith for two centuries.

Экономисты изучают идеи Адама Смита на протяжении двух веков.


Пассивный залог показывает, что действие глагола-сказуемого направлено на лицо или предмет, выраженный существительным или местоимением в функции подлежащего.


Если подлежащее является объектом действия, то сказуемое стоит в форме страдательного залога. 


Страдательный залог (the Passive Voice) описывает то, что произошло с лицом или предметом, обозначенным подлежащим.

The ideas of Adam Smith are studied by economists for two centuries.
Идеи Адама Смита изучаются экономистами на протяжении двух веков.


Страдательный залог образуется при помощи соответствующей видовременной формы глагола to be (вспомогательный глагол) и формы причастия прошедшего времени (Participle II) смыслового глагола.

Prices are determined by supply and demand.

Цены определяются спросом и предложением.

В страдательном залоге употребляются только те глаголы, которые могут иметь прямое дополнение, т.е., переходные глаголы.

Таблица видовременных форм глагола в страдательном залоге
	
	Present
	Past
	Future

	Indefinite
	is (are, am) taught
	was (were) taught
	will be taught

	Continuous
	is (are, am) being taught
	was (were) being taught
	-----

	Perfect
	have (has) been taught
	had been taught
	will have been taught


Времена страдательного залога употребляются по тем же правилам, что и времена действительного залога.


Страдательный залог употребляется тогда,

1) когда нет необходимости сообщать, кто или что именно совершил(о) действие, поскольку это является очевидным:

The streets are swept every day.

Улицы подметают каждый день.

2) когда мы не знаем или забыли, кто совершил действие:

John was offered a job.

Джону предложили работу.

3) когда подлежащее не определяется четко, например, при помощи слов people, someone, one, somebody:

He is suspected of stealing.( People suspect him of stealing.)

Его подозревают в воровстве.

This kind of advertisement is seen everywhere. (One sees this kind of advertisement everywhere.)

Этот вид рекламы можно увидеть везде.

4) когда нас более интересует действие или событие, чем тот, кто его совершил:

A new supermarket is being built.

Строится новы супермаркет.

The house next door has been bought (by Mr. Smith).

Соседний дом купили. (Это сделал господин Смит.)


Однако, если мы хотим подчеркнуть, что именно господин Смит купил этот дом, необходимо употребить действительный залог:

Mr. Smith has bought the house next door.

Господин Смит купил соседний дом.


В предложении с Passive Voice предмет или лицо, производящее действие может не указываться, если он неизвестен или эта информация не является важной с точки зрения содержания данного предложения. Если же надо указать, кем (или чем) именно было совершено действие, то соответствующее имя существительное или местоимение вводятся предлогами by (для обозначения субъекта действия или действующей силы) и with (для обозначения орудия действия).

В этом случае предлоги by, with самостоятельного значения не имеют, а существительные или местоимения, следующие за ними, переводятся на русский язык существительными или местоимениями в творительном падеже.

These products have been designed by a special team..

Эти товары разрабатывались специальной группой.


Страдательный залог используется и с модальными глаголами. В этом случае в форме страдательного залога ставится инфинитив:

This task has to be done right now.

Это задание нужно сделать сейчас.

This shop must be closed.

Магазин должен быть закрыт.


Страдательный залог в английском языке используется чаще, чем в русском языке, т.к. не только прямое дополнение, но и косвенное и предложное могут быть подлежащим в настоящем предложении. Некоторые глаголы имеют два дополнения:

I gave Mary a bad advice about selecting courses.
Я дал Мэри плохой совет относительно выбора курсов.


В таком случае можно образовать два предложения в страдательном залоге:

Mary was given a bad advice about selecting courses. Мэри дали плохой совет относительно выбора курсов.

A bad advice about selecting courses was given to Mary.
 Плохой совет относительно выбора курсов был дан Мэри.


К глаголам подобного типа относятся: to ask, to give, to offer, to lend, to pay, to promise, to show, to sell, to teach, to throw, to tell, to send. Обычно при образовании от них страдательного залога данные предложения начинаются с указания на лицо:

I was told the truth.

На русский язык страдательный залог переводится:

1. Возвратным глаголом (глагол, оканчивающийся на -ся, -сь):

A lot of letters and documents are typed in the office every day.
Каждый день в офисе печатается много документов.

2. Глаголом «быть» в прошедшем или будущем времени и краткой формой причастия:

Yesterday an important contract was signed.
 Вчера был подписан важный контракт.

3. Неопределенно-личным предложением:

Under the contract a new project will be constructed next year.Согласно контракта новый проект будет осуществляться в следующем году.

Неличные формы глагола. Participle (Причастие)

Причастие – неличная форма глагола, совмещающая в себе свойства глагола, прилагательного и наречия.

Различают следующие формы причастий:

	
	Participle I
	Participle II
	Perfect Participle

	Active
	producing
	-
	having produced

	Passive
	being produced
	produced
	having been produced


Причастие I (активная форма) и Причастие II являются простыми формами, все остальные формы – сложные и образуются при помощи соответствующих вспомогательных глаголов.

Причастие I выражает действие, одновременное с действием сказуемого.

Причастие I (активная форма) образуется от инфинитива глагола прибавлением к нему суффикса -ing. Например: rеаd + -ing = rеаding – читающий, читая

На русский язык Причастие I переводится 1) действительным причастием; 2) деепричастием; 3) обстоятельственным придаточным предложением. 

В предложении причастие I может служить:

1) определением и употребляется либо перед определяемым словом (т.е. слева), либо после определяемого слова (т.е. справа). В последнем случае оно, вместе с уточняющими его словами, образует причастный оборот:

Еvеrуbоdу listened to the reading student. Все слушали читающего студента. Еvеrуbоdу listened to the student reading the newspaper. Все слушали студента, читающего газету.

2) обстоятельством и употребляется в начале или в конце предложения. Вместе с уточняющими его словами соответствует русскому деепричастному обороту:

Serving as a medium of exchange money is essential in the economy.
Являясь средством обмена, деньги важны для экономики.

3) частью сказуемого. Вместе с глаголом to be образует формы времен группы Continuous:

Тhe government is imposing new taxes on this category of goods. 
Правительство вводит новые налоги на эту категорию товаров.

Причастие II выражает действие, одновременное с действием сказуемого или предшествующее ему. Причастие II у правильных глаголов образуется от инфинитива при помощи окончания -еd, а у неправильных глаголов является третьей основной формой глагола:

рroduсе + еd = ргоduсеd - производимый, произведенный 
write – written – написанный


На русский язык Причастие II переводится 1) страдательным причастием причастием; 2) обстоятельственным придаточным предложением.

В предложении причастие II может служить :

1) определением и тогда оно стоит либо перед определяемым существительным (т.е. слева), либо после него (т.е. справа), образуя вместе с уточняющими его словами зависимый причастный оборот:

Customers can get information of all the produced goods in the catalogue. 

Клиенты могут получить все сведения о производимых товарах. в этом каталоге.

The goods produced by the company are in great demand. 

Товары, производимые этой компанией, пользуются большие спросом.

2) частью сказуемого при образовании страдательного залога (Раssive Voice) или времен группы Регfect:


The goods were produced in China.
Товары были произведены в Китае.


Тhe company has developed a new model of equipment. 
Компания разработала новую модель оборудования.


Перфектные причастия выражают действие, предшествующее действию сказуемого. На русский язык перфектное причастие переводится 1) деепричастием; 2) обстоятельственным придаточным предложением.

Например:

Наving introduced new technology, the enterprise increased output.Внедрив новую технологию, предприятие увеличило выпуск продукции.
 

Having been introduced extensively in the economy, barter transactions made the latter highly wasteful. После того как в экономике стали широко использоваться бартерные операции, они сделали ее крайне неэффективной.

Сложные причастия выполняют в предложении, как правило, функцию обстоятельства.
Serving as a means of exchange, money is essential in economy. Cлужа средством обмена, деньги жизненно важны в экономике.

Being traded openly on the stock exchange, government securities make monetary policies more flexible. Так как государственные ценные бумаги находятся в открытой продаже на фондовой бирже, они делают кредитно-денежную политику более гибкой. 
Инфинитив и его функции в предложении

Инфинитив – это неличная форма глагола. Он не выражает лица, числа, наклонения, а также не выражает времени действия, указывая лишь на соотнесенность во времени.


Показателем инфинитива является частица to, не имеющая самостоятельного значения, однако существует ряд случаев, когда частица не употребляется перед инфинитивом. К ним относятся:

· Употребление после модальных глаголов.

· Употребление после глагола to let (пускать, позволять).

· Употребление после глаголов to see, to watch, to feel и т.д. (т.е. глаголов чувственного восприятия).

· Употребление после глагола to make (в значении заставлять).

· Употребление после глагола to help.

· Употребление после конструкции had better (следовало бы) would rather (предпочел бы).


В английском языке имеется несколько форм инфинитива:

	
	Non-Perfect
	Perfect

	
	Indefinite
	Continuous
	Perfect

	Active
	to use
	to be using
	to have used

	Passive
	to be used
	-
	to have been used


Формы инфинитива Non-Perfect показывают, что действие инфинитива происходит одновременно с действием глагола сказуемого или относится к будущему времени.


Перфектные формы указывают на то, что действие инфинитива предшествует действию глагола-сказуемого.


Перевод инфинитива на русский язык зависит от его формы и функции в предложении.


В предложении инфинитив может выполнять следующие функции:

1. Подлежащее. Если предложение начинается с инфинитива, за которым следует глагол-сказуемое, то этот инфинитив является подлежащим и переводится на русский язык глаголом в неопределенной форме или существительным:


To control an economy is the same as to intervene in it.
 Контролировать экономику – это то же самое, что вмешиваться в нее.

Такой инфинитив вместе с уточняющими его словами образует группу подлежащего (она кончается перед глаголом-сказуемым):

To keep unemployment low means to effectively use labour resource of society.

Удерживать безработицу на низком уровне означает эффективно использовать трудовые ресурсы общества.

2. Часть сказуемого. Инфинитив может входить в состав сказуемого в сочетании со вспомогательным или модальным глаголом:

The firm should change its production costs to lower costs.
Фирма должна изменить производственный цикл, чтобы снизить расходы.

1. Дополнение. Инфинитив или инфинитивная группа, следующие за сказуемым, будут выполнять функцию дополнения: 


I am glad to hear about the success of our company.
Я рад слышать об успехах нашей компании.

4. Определение. Инфинитив или инфинитивная группа, следующая за существительным, могут являться определением к этому существительному.


Farmers attract additional labour force to be used at harvest time.
 Фермеры привлекают дополнительную рабочую силу, которая будет использоваться во время сбора урожая.


Инфинитив в функции определения может переводиться на русский язык различными способами:

1. Инфинитив переводится неопределенной формой русского глагола:

The employers’ refusal to raise wages resulted in a strike. 
 Отказ работодателей повысить заработную плату привел к забастовке.

2. Инфинитиву соответствует в русском языке определительное придаточное предложение, начинающееся словами который будет или который должен. Сказуемое такого придаточного предложения обозначает действие, которое должно произойти в будущем. Инфинитив, переводимый придаточным предложением, чаще всего имеет пассивную форму (to be used, to be produced и т. п.):

The Gross National Product per head is an important characteristic to be considered in determining living standards.  Валовый национальный продукт на душу населения – важная показатель, который будет рассматриваться при определении уровня жизни.

3. Инфинитиву соответствует в русском языке определительное придаточное предложение, начинающееся словами который может. Сказуемое такого придаточного предложения обозначает действие, которое можно произвести с определяемым существительным. Инфинитив имеет, как правило, пассивную форму:

To raise the living standards of population is the goal to be only reached under conditions of economic growth. 
Повысить уровень жизни населения является целью, которую можно достичь при условии экономического роста.

5. Обстоятельство цели следствия. Инфинитив (или инфинитивная группа – т.е. инфинитив с уточняющими его словами), находясь в начале предложения, может выполнять и другую функцию: он может быть не подлежащим, а обстоятельством цели. Такой инфинитив часто вводится союзом in order (чтобы, для того чтобы):


In order to earn income, we have to work.
Чтобы иметь доход, мы должны работать.


Однако союз in order часто опускается, и тогда предложение начинается с инфинитива (или инфинитивной группы). При переводе на русский язык перед таким инфинитивом следует добавить союз чтобы: 


To increase their earnings they made this innovation. 
Чтобы увеличить свой доход, он использовали эту инновацию. 


Инфинитив в функции обстоятельства цели может находиться не только в начале предложения, но и в конце, причем союз in ordеr и в этом случае часто опускается: 

The government allocated additional means to create jobs for young people. 
 Правительство разместило дополнительные средства, чтобы создать рабочие места для молодежи.


Инфинитив в предложении выполняет также функцию обстоятельства следствия и переводится неопределенной формой русского глагола с союзом чтобы (для того чтобы) после слов еnough (достаточно) и tоо (слишком): 


The average wage in this industry is high enough to attract workers from other industries.
Cредняя заработная плата в этой отрасли промышленности достаточно высока, чтобы привлекать рабочих из других отраслей.

The wage in this enterprise is too low to attract qualified workers. Заработная плата на этом предприятии слишком низкая, чтобы привлечь квалифицированных рабочих. 
Герундий

Герундий – неличная форма глагола. Как и инфинитив он не выражает и лица, ни числа. Он близок по значению к отглагольному существительному. Он образуется от основы инфинитива при помощи суффикса –ing.


Термин «герундий» взят из латинского языка, он означает «выполняю, совершаю». В русском языке нет аналогичной формы, поэтому на русский язык он переводится различными способами: существительным, инфинитивом, деепричастием, глаголом в личной форме, придаточным предложением. Способы перевода зависят от формы и функции герундия в предложении. Герундий имеет следующие формы:

	
	Indefinite
	Perfect

	Active
	teaching
	having taught

	Passive
	being taught
	having been taught



Форма Indefinite означает действие, одновременное с действием глагола-сказуемого. Герундий в форме Perfect показывает, что действие, выраженное герундием, предшествует действию сказуемого.

1. Teaching Business English requires knowledge of commerce.
Обучение деловому английскому языку требует знания коммерции.

2. They insisted on being taught customs regulations. Они настаивали на том, чтобы их обучали таможенным правилам.

3. I remember her having taught Business English.
 Я помню, что она учила деловой английский язык.

4. I remember her having been taught Business English.
Я помню, что ее обучали деловому английскому языку.


Герундий совмещает в себе свойства глагола и существительного. Обладая свойствами существительного, герундий может употребляться

а) с предлогом: After reading this article you will know the author’s point of view. Прочитав эту статью, ты узнаешь точку зрения автора.

б) с притяжательным местоимением: Would you mind my taking part in this transaction.
Ты не возражаешь против моего участия в этой сделке?
в) с существительным в притяжательном падеже: They objected to their partner’s borrowing money from this bank.
Они возражали против того, чтобы их партнер занимал деньги в банке.


В отличие от существительного герундий не употребляется с артиклем или указательным и неопределенным местоимениями. Герундий не имеет множественного числа.


Обладая свойствами глагола, герундий может определяться наречием и иметь прямое дополнение.

Our partners like having business with us.
 Наши партнеры любят с нами работать.

Doing business successfully is rather difficult. Заниматься бизнесом успешно достаточно сложно.

В предложении герундий может выполнять следующие функции:

1. Подлежащее.

Borrowing money now will be a mistake. Занимать деньги сейчас будет ошибкой.

В этом случае герундий часто употребляется после: 

it is (of) no use; 

it is useless; 



бесполезно
it is no good; 

it is worth while (стоит).

2. Часть составного глагольного сказуемого.

Stop arguing and start working. Прекрати спорить и начинай работать.

В данной функции герундий употребляется после глаголов: to begin; to continue; to finish; to go on; to start; to stop; to keep on, etc.

3. Дополнение с предлогом.

They insisted on introducing this good in a month.
 Они настаивали на введении этого товара через месяц.

4. Дополнение без предлога.

I hate borrowing money. Я ненавижу занимать деньги.
5. Обстоятельство.

By reading English books you will improve your knowledge of the language. Читая английские книги, ты сможешь улучшить свои знания языка.


Герундий часто употребляется 

a) после глаголов

to aVoid 

to delay

to enjoy

to give up

to go on

to hate

to like

to dislike 

to regret

to suggest

to expect

to mean

to mind

to want

to suggest

b) после глаголов с предлогами

to apologise for

to depend on

to hear of

to insist on 

to know of

to object to

to prevent from

to rely on

to result in

to succeed in

to think of

c) после выражений

to be afraid of

to be famous for

to be fond of

to be interested in

to be (dis)pleased with

to be proud of

to be accused of

to be proud of

to get used to

to look forward

to be interested in 

to thank for 

to be responsible for 

to be tired of

d) после предлогов

after; before; by; for; in; on (upon); without; instead of, because of, thanks to/owing to/ due to, in spite of, for the purpose of/ with a view to.

e) после словосочетаний

can’t bear; can’t stand; would like; would mind; would prefer, etc.

После ряда глаголов может использоваться как герундий, так и инфинитив. Вот некоторые из них:

to start

to hate

to detest

to continue

to prefer

to like

to intend 

to stop

to remember

to forget

Обратите внимание, что употребление инфинитива или герундия после глаголов to stop, to remember и to forget меняет смысл предложения:

He stopped smoking. 


Он перестал курить.

He stopped to smoke. 


Он остановился, чтобы закурить.

I remember posting the letter.
 
Я помню, что отправлял письмо.

I remember to post the letter. 

Я помню, что должен отправить письмо.

He forgot opening the window
. 
Он забыл, что открывал окно.

He forgot to open the window
. 
Он забыл открыть окно.

Инфинитивные обороты
1. Объектный инфинитивный оборот «сложное дополнение» (Complex Object)


Сложное дополнение состоит из существительного (в общем падеже) или местоимения (в объектном падеже) и инфинитива смыслового глагола, которые стоят после сказуемого в английском предложении.


The manager wanted us to learn this information about the good.


us to learn – сложное дополнение


Менеджер хотел, чтобы мы изучили информацию о товаре.

Сложное дополнение переводится на русский язык дополнительным придаточным предложением с союзами что, чтобы, как. Существительное или местоимение, стоящее перед инфинитивом, становится в переводе подлежащим, а инфинитив – сказуемым русского придаточного предложения.


Как правило такой оборот употребляется после следующих глаголов:

to want - хотеть





to expect - ожидать
to wish - желать





to find - находить
to know - знать





to consider - считать
to believe - полагать




to make - заставлять
should (would) like - хотелось бы


to feel - чувствовать
to think - думать





to see - видеть
to notice - замечать




to hear - слышать

Обратите внимание, что после глаголов, выражающих физическое восприятие и ощущение, а также после глагола to make в значении заставлять частица to не употребляется.

2. Субъектный инфинитивный оборот «сложное подлежащее» (Complex Subject)


Сложное подлежащее состоит из существительного (в общем падеже) или местоимения (в именительном падеже) и инфинитива смыслового глагола, который стоит после сказуемого в английском предложении.



The firm is said to receive high profits.



the firm to receive – сложное подлежащее


Говорят, что фирма получает большие прибыли.


Эта конструкция строится по следующей модели:

Подлежащее+Сказуемое+Инфинитив


Сложное подлежащее употребляется после определенных глаголов:

1. Глаголы, употребляемые в действительном залоге:

to seem - казаться




to appear - оказываться

2. Глаголы, употребляемые в страдательном залоге.

to know – знать, известно


to say - говорить

to believe, to think – считать, полагать





 

to consider - считать



to expect – ожидать, полагать
to report - сообщать



to suppose - предполагать
to find - обнаруживать



to assume - 

to presume - полагать, допускать

to mean - иметь в виду
3. to be likely - по-видимому

Как правило, оборот переводится на русский язык сложноподчиненным предложением следующим образом: сначала переводят сказуемое как неопределенное личное предложение, и оно будет главным предложением в переводе. Далее ставится союз что, за которым переводят подлежащее и инфинитив как подлежащее и сказуемое придаточного предложения.


Предложения со сложным дополнением можно переводить простым предложением, употребляя вводное предложение.



This firm is known to have trade relations with many countries.

Эта фирма, как известно, имеет торговые отношения со многими странами.

The Absolute Participle Construction (Независимый причастный оборот)

1. Если главное и придаточное обстоятельственное предложение имеют одно и тоже подлежащее, то придаточное предложение может быть заменено причастным оборотом (как в русском, так и в английском языках).

2. Если подлежащее в главном и в придаточном обстоятельственном предложениях различны, то в английском языке возможна замена придаточного предложения причастным оборотом, сохраняющим свое подлежащее. Такой оборот называется независимым или абсолютным причастным оборотом.

3. Независимый причастный оборот может стоять в начале или в конце предложения. Если независимый причастный оборот предшествует основной части предложения, на русский язык он переводится придаточным предложением с союзами так как, когда, если в зависимости от смысла всего предложения.

Если причастный оборот употребляется после основной части предложения, он переводится предложением, присоединяемым словами причем, при этом, а, и. Причастный оборот после основной части предложения может начинаться словом with, что не меняет его значения и способа перевода. Причастие в независимом причастном обороте выполняет функцию сказуемого и переводится на русский язык глаголом. Перфектные формы причастия переводятся глаголом в совершенном виде. Например:

The country having a budget deficit, inflation may follow.
Если в стране имеется дефицит бюджета, то за ним последует инфляция.

A bank is a business, its owners and managers aiming to maximize profits.

Банк – это бизнес, а цель его владельцев и управляющих – максимизировать прибыль.

Money has a number of functions, with medium of exchange being the principal function.
Деньги выполняют ряд функций, причем главной является средство обмена.

 Бессоюзное присоединение определительных и дополнительных 

придаточных предложений


Придаточные определительные предложения отвечают на вопросы what (какой?) и which (который?). В английском языке в определительных придаточных предложениях союзные слова who, which, that (который), whеп (когда) могут быть опущены. Если за двумя рядом стоящими существительными (или существительным и личным местоимением в общем падеже) следует глагол в личной форме, второе существительное (или местоимение) обычно является подлежащим придаточного предложения, которое присоединено к главному без союза. Например: 

Мопеу сап be used to buy things we wish to consume..

На стыке слов thing и wе опущено союзное слово which или that. Такие придаточные предложения на русский язык переводятся с добавлением союзного слова который: Деньги можно использовать для покупки вещей, которые мы хотим потребить.


Если в конце такого придаточного предложения имеется предлог, то он переводится с добавлением союзного слова который. Например: Тhe information the economist relied upon was outdated. Информация, на которую полагался экономист, была устаревшей.


Придаточные дополнительные предложения отвечают на вопросы (кого?) или (что?) без предлогов или с предлогами.


Если за переходным глаголом-сказуемым или словосочетанием – его эквивалентом следует существительное без предлога (местоимение в именительном падеже), за которым идет глагол в личной форме, это существительное (местоимение) является подлежащим придаточного дополнительного предложения. Обратите внимание, что запятая между главным и придаточным предложениями не ставится.I am sure the manager was right. Я уверен, что менеджер был прав.

Conditional Sentences (Условные предложения)


Сложноподчиненное условное предложение состоит из главного и придаточного предложений, соединенных союзами if, provided, unless и другими. Придаточное предложение содержит условие при котором возможно осуществление действия главного предложения. Существует три типа условия.


1 тип. Реальное условие. Употребляется, когда действие главного предложения относится к будущему и вероятно, что оно произойдет.


If labor resources are used properly, labor efficiency will grow.
Если трудовые ресурсы будут правильно использоваться, эффективность труда возрастет.

Запомните. Несмотря на то, что этот вид условных предложений указывает на будущее время, после if не употребляется Future Simple, а только Present Simple.


2 тип. Маловероятное условие. Употребляется, когда действие главного предложения относится к настоящему или будущему и описываются маловероятные события или действия. На русский язык и главное, и придаточное предложения переводятся с частицей бы.


Форма: if + Past Simple, would + Infinitive


If we applied new highly efficient equipment, we would decrease the production costs.
Если мы применим новое высоко эффективное оборудование, мы бы уменьшили производственные затраты.


Во втором типе условных предложений после if употребляется were вместо was.


If he were here now, he would help us.
Если он здесь сейчас, он бы нам помог.


3 тип. Нереальное условие. Условное предложение относится к прошедшему времени и описывает ситуацию, которая имела место в прошлом. Действия, не были совершены в соответствующем моменте в прошлом и уже не могут произойти.


If they had used the latest achievements they would have got higher profits.
Если бы они использовали последние достижения, они бы получали более высокие прибыли.

I didn’t see him yesterday when he passed me in the street. If I had seen him, I would said him hello.
Я не видел его вчера, когда он проходил мимо по улице. Если бы я его видел, я бы поздоровался.


Форма: if + Past Perfect, would + have + V,   3


Сравните три типа условных предложений:

1. If we install the equipment, we will become more competitive.
Если мы установим оборудование, мы станем более конкурентоспособными. (Относится к будущему времени и является вероятным).

2. If we installed the equipment, we would become more competitive.
Если мы установили бы оборудование, мы стали бы более конкурентоспособными. (Относится к настоящему времени и описывает гипотетическую ситуацию).

3. If we had installed the equipment, we would have become more competitive.
Если бы мы установили оборудование, мы бы стали более конкурентоспособными. (Относится к прошедшему времени и описывает ситуацию, которую уже невозможно изменить).

 Reported Speech (Косвенная речь)


В английском языке существует два способа передачи чужого высказывания. Можно повторить чьи-либо слова. Это так называемая прямая речь (Direct Speech). Второй способ – употребление косвенной речи (Indirect/ Reported Speech).


Например:

Прямая речь – John says, “I’m ill.”

Косвенная речь – John says that he is ill.


Основные глаголы, вводящие косвенную речь: to add, to announce, to answer, to ask, to inform, to inquire, to know, to order, to remark, to remind, to reply, to think, to say, to state, to tell.


В косвенной речи чужая мысль пересказывается с некоторыми изменениями. Прежде всего меняется временная форма основного глагола: say, tell, complain, explain, protest, object и т.п. Основной глагол может стоять в настоящем времени, если:

1. Мы цитируем предложение или мнение во время беседы, которая еще длится.

John says he doesn’t agree.

2. Мы читаем письмо и пересказываем кому-то его содержание.

The letter says we’ve been invited to the conference.

3. Мы читаем инструкцию и говорим кому-либо, что это обозначает.

The instructions say you have to press this button.

4. Мы передаем чье-либо мнение или предложение, которое этот человек часто повторяет.

Paul says he doesn’t believe in God.


Когда основной глагол стоит в настоящем или будущем времени, грамматическое время в цитированном предложении не меняется.

Tom says, “I love Mary.” – Tom says that he loves Mary.


Однако обычно мы пересказываем то, что другой человек сказал в прошедшем времени. И в таком случае глаголы say, tell, explain и т.п. стоят в прошедшем времени.

He said he was trying to find Mary.


Обратите внимание, что глагол в косвенной речи изменяется на прошедшее время.


Утверждение в прямой речи – простое или сложное повествовательное предложение. При изменении его в косвенную речь образуется сложноподчиненное предложение. Слова, вводящие прямую речь, становятся главным предложением, а утверждение трансформируется в придаточное дополнительное предложение, вводимое союзом that. Однако следует отметить, что часто союз that опускается, и косвенная речь представляет собой бессоюзное предложение.


Следующая таблица показывает, какие изменения происходят в косвенной речи, когда основной глагол стоит в прошедшем времени.

	Direct Speech
	Indirect Speech

	Present Simple

Present Continuous

Present Perfect

Present Perfect Continuous

Past Simple

Future Simple
	Past Simple

Past Continuous

Past Perfect

Past Perfect Continuous

Past Perfect

Future-in-the-Past



Без изменения остаются модальные глаголы: would, could, might, should, ought.


В утвердительных предложениях в косвенной речи кроме глаголов say и tell могут использоваться следующие глаголы: add, admit, answer, assure smb., boast, protect, complain, deny, explain, observe, promise, protect, reply.


Глагол say употребляется, когда нет указания на лицо, к которому делается сообщение. Если же лицо, к которому обращена прямая речь, известно, то в косвенной речи употребляется глагол tell и косвенное беспредложное дополнение.

The teacher said that the lesson was over.

The teacher told the students that the lesson was over.


Помимо времени глагола происходят изменения местоимений по смыслу и наречий.

	Direct Speech
	Indirect Speech

	now

here

this, these

today

tomorrow

yesterday

next week

last week

last
	then

there

that, those

that day

the next day, the following day

the day before, the previous day

the following week

the previous week

before



В вопросительных предложениях как временная форма, так и местоимения, и наречия времени изменяются так же как и в утвердительных предложениях. Изменяется так же порядок слов с вопросительной формы на утвердительную. В конце вопроса в косвенной речи не ставится вопросительный знак. Кроме того, глагол say следует заменить глаголом ask.

He said, “What’s her name?” – He asked what her name was.


При переводе в косвенную речь вопросов, начинающихся с вопросительных слов, например, what, when, where, who и т.п. эти слова не изменяются:

He said, “What are you doing?” – He asked what I was doing.


Однако, если в вопросе нет вопросительного слова, то следует добавить if или whether, которые переводятся на русский язык частицей ли.

She said, “Do you know John?” – She asked if I knew John.


В вопросах в косвенной речи используются следующие выражения: ask, inquire, wonder, want to know.

He wanted to know what time it was.


Команды, просьбы и советы в косвенной речи образуются при помощи инфинитива:

He said, “Sit down, John.” – He told John to sit down.


Команды, просьбы и т.п. в отрицательной форме образуются при помощи not + Infinitive:

He said, “Don’t move, Mary.” – He told Mary not to move.


При пересказе в косвенной речи чьих-либо команд или просьб глагол to say заменяется выражениями: advise, ask, beg, command, encourage, forbid, order, recommend.


После каждого из этих выражений следует употреблять дополнение, т.е. указание на человека, к которому обращена просьба или совет:

He advised me to talk to her.

He forbade me to talk about it.

APPENDIX 3. (HOW TO WRITE ANNOTATIONS)
Аннотирование, которое определяется как «предельно краткое изложение главного содержания первичного документа, составленное в результате компрессии текста оригинала, и в нескольких строчках дающее представление о его тематике», представляет собой творческий речемыслительный процесс аналитической переработки текстовой информации. Аннотация не должна повторять заглавие первоисточника, а наоборот, должна раскрывать его и конкретизировать. В аннотации не используются ключевые фрагменты оригинала, а даются формулировки автора аннотации. Существует несколько видов аннотаций:

справочные (называемые также описательными или информационными), дающие наиболее обобщенную характеристику материала; рекомендательные, содержащие оценку первичного документа и рекомендации по его использованию; 

общие, рассчитанные на широкий круг пользователей и характеризующие первичный документ в целом; 

специализированные, рассчитанные на узкий круг специалистов и освещающие определенные аспекты документа; 

аналитические, описывающие только те части первичного документа, которые посвящены определенной проблеме.

Аннотация состоит из трех частей: вводной, в которой сообщаются все необходимые выходные данные первоисточника, библиографическое описание: перевод заглавия статьи, документа; заглавие на языке оригинала; фамилия и инициалы автора; название издания или журнала, год, том, номер или дата выпуска, страницы, язык публикации. В описательной части или в тексте аннотации сообщаются два, три или более основных положения первоисточника. В заключительной, части приводятся отдельные особенности изложения содержания первоисточника (кратко или подробно, уделяется особое внимание и т.д.) 

Сообщая о теме или предмете исследования, рекомендуется пользоваться в первую очередь формами настоящего времени Present Indefinite, а в тех случаях, когда необходимо подчеркнуть законченный характер действия, – Present Perfect. Форма прошедшего времени Past Indefinite используется при описании проделанной работы. Для вводной части можно предложить такие выражения: 
The text under consideration deals with the problem……..

The article investigates the problem……. 

The article deals with........

The paper is concerned with.........

The text gives valuable information about.......

The article is of great help to.......

The paper looks at recent research dealing with.....

The main idea of the article is........... 

The article is of great interest to...... 

При сообщении о предмете исследования используют целый ряд глаголов с общим значением исследования: study, investigate, examine, analyze. Глагол «study» широкое значение «изучать», «исследовать»; глагол «investigate» подчеркивает тщательность и всесторонность исследования и наряду со значением «изучать», «исследовать», включает такое понятие как «расследовать». Глагол «examine» наряду со значением «изучать», «исследовать», означает «рассматривать», «внимательно осматривать», проверять; «analyze» – «исследовать», «изучать», включая момент анализа.

В описательной части аннотации используются фразы типа: 

It gives a detailed analysis of..........

It is known that..........

It should be noted about.......

The fact that....... is stressed...........

A mention should be made about....

It is spoken in detail about.......

It is reported that..........Much attention is given to.............

It is shown that........

It draws our attention to........

It is stressed that......

As the title implies the article describes.......

The following problems are described……. 

Such questions are considered………… 

В описательной части используются глаголы с общим значением описания: describe, discuss, outline, consider. Глагол «describe» – в значении «описывать, давать описание»; «discuss» – в значении «обсуждать, описывать», иногда с элементом полемики, «излагать». Глагол «outline» имеет значение «кратко описывать, описывать в общих чертах, очерчивать, «сonsider» – «изучать, рассматривать, принимая во внимание разные параметры». 

В заключительной части аннотации можно использовать следующие клише: 

It is shown that.......

The following conclusion is drawn.........

To sum it up we can say that….. 

The following conclusion can be made…. 

В заключительной части используются глаголы с общим значением получения: obtain, determine, find, establish. Глагол «obtain» означает получать имеет наиболее широкое значение, когда способ получения безразличен. Глагол «determine» — «определять», «получать», «находить» любым способом, иногда этот глагол означает «определять путем вычисления», «вычислять». Глагол «establish» — имеет значение «устанавливать точно». «определять», «убедительно показать». Для сообщения о результатах используются глаголы: «show» — «показывать», «find» — «обнаруживать», «conclude» — «делать вывод».

APPENDIX 4. (Irregular Verbs)
	be
	was, were
	been
	быть

	bear
	bore
	born
	рождать

	beat
	beat
	beaten
	бить

	become
	became
	become
	становиться

	begin
	began
	begun
	начинать(ся)

	break
	broke
	broken
	ломать

	choose
	chose
	chosen
	выбирать

	build
	built
	built
	строить

	buy
	bought
	bought
	покупать

	come
	came
	come
	приходить

	do
	did
	done
	делать

	draw
	drew
	drawn
	рисовать

	drink
	drank
	drunk
	пить

	drive
	drove
	driven
	везти

	eat
	ate
	eaten
	кушать

	fall
	fell
	fallen
	падать

	find
	found
	found
	находить

	fly
	flew
	flown
	летать

	forget
	forgot
	forgotten
	забывать

	forgive
	forgave
	forgiven
	прощать

	give
	gave
	given
	давать

	get
	got
	got
	получать

	give
	gave
	given
	давать

	go
	went
	gone
	идти

	grow
	grew
	grown
	расти

	have
	had
	had
	иметь

	hear
	heard
	heard
	слышать

	hide
	hid
	hidden
	прятать

	hit
	hit
	hit
	ударять

	keep
	kept
	kept
	держать

	know
	knew
	known
	знать

	leave
	left
	left
	оставлять

	lie
	lay
	lain
	лежать

	lose
	lost
	lost
	терять

	make
	made
	made
	делать

	meet
	met
	met
	встречать

	pay
	paid
	paid
	платить

	put
	put
	put
	класть

	read
	read
	read
	читать

	run
	ran
	run
	бежать

	say
	said
	said
	сказать

	see
	saw
	seen
	видеть

	seek
	sought
	sought
	искать

	set
	set
	set
	помещать

	show
	showed
	shown
	показывать

	sing
	sang
	sung
	петь

	sit
	sat
	sat
	сидеть

	sleep
	slept
	slept
	спать

	speak
	spoke
	spoken
	говорить

	spend
	spent
	spent
	тратить

	stand
	stood
	stood
	стоять

	swim
	swam
	swum
	плавать

	take
	took
	taken
	брать

	teach
	taught
	taught
	учить

	throw
	threw
	thrown
	бросать

	wake
	woke
	woken
	будить

	wear
	wore
	worn
	носить

	win
	won
	won
	выигрывать

	write
	wrote
	written
	писать
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