MIHICTEPCTBO OCBITH I HAYKU YKPATHU

TEPHOITUIbCHKNI HAITIOHAJILHUNM TEXHIYHUI
YHIBEPCUTET IMEHI IBAHA ITYJIFOS

Kadgheopa ykpaincokoi ma inozemuux moe

HaBayjabHUM NOCIOHHMK 3 TUCHUILIIHHA

«IHO3eMHa MOoBa npo@ecinHo-
T1IJIOBOI0 CIIPAMYBAaHHS)

Tepuonisib — 2024



ba6’ax XK.B., bommap O.l, IlnaBynska [.P. HaBuanbauii mnociOHMK 3
auciuiuliag «[Ho3eMHa MoBa Hpo(deciiiHO-A1TI0OBOr0 CHPSAMYBAaHHS» ISl HAOpsIMy

MIATOTOBKM 00K 1 ayaut / ykiaa. I.P.IlnaBynpka. Tepronins, 2024. 176 c.

Yxkaanaui: k.@uion.g. I.P. [InaBynpka
K. uton. H. O.1. bognap
K. neqd. H. JK.B. ba0’ sk

BinnoBiganabHuii 3a BUNmyckK: k.¢u1oi.H, qoueHT, [.P. IlnaByipka

Penenszentn: Tersna KpaBuyk, K.(u1011.H., TOLEHT Kadeapu iIHO3EMHUX MOB
TepHOMIBCHKOr0 HAI[IOHATBLHOTO MEIaroriYHOr0 YHIBEpCUTETY iMeH1 Bonoaumupa
I'natroka.

Okcana Kyma, k.¢pi101.H., T011eHT Kadeapu Teopii i PaKTHKH nepexany
TepHOMIBCHKOTO HAI[IOHATBLHOTO MEIaroT1YHOr0 YHIBEPCUTETY iMeH1 Bonoaumupa

I'matroka.

HaBuanpHuii mociOHMK pO3MIISIHYTHN 1 3aTBEpIPKCHHI Ha 3acimaHHl kadeapu
1HO3eMHUX MOB TepHOMUILCHKOTO HAIIOHAILHOTO TEXHIYHOTO YHIBEPCUTETY IMEHI

IBana ITymtos. . [Ipotokon Ne 1 Big 1 Bepecus 2023 p.

CxBaneHO 1 PEKOMEHJOBAHO /0 JPYKYy BUYEHOI paaol0 TepHOMUIBCHKOTO
HAI[IOHAIPHOTO TeXHIYHOTO yHiBepcuTeTy iMeHi [Bana [Tymtost. IIporoxom Ne 9 Bix 21

muctonana 2023 p.



HEPE/IMOBA

[lepexin KkpaiHM A0 BUIBHOI EKOHOMIKM PpO3IIUPIOE cepy AlSUIbHOCTI
€KOHOMICTa, BIJKPUBAIOUM Mepe]l HUM MOXIMBOCTI CHIBOpAalLl 3 3aKOpJIOHHUMHU
MapTHEpaMU Ha BCIX PIBHAX €KOHOMIYHOI CTpykTypu. lle o3Hauae, 1o 3pocTaroTh
BUMOTH /10 (axoBOi MIATOTOBKM €KOHOMICTIB, SIKI MAlOTh CIUIKYBaTUCA 31 CBOIMH
KOJIETaMH 3 YChOTO CBITY OJHIEI0 MOBOIO — MOBOKO PUHKOBOI €KOHOMIKH, JIEKCUKOH
SIKOT PO3BUBAETHCS 3€OUIBIIOTO Yepe3 aHTJIIMChKY TEPMIHOJIOTIUHY CUCTEMY.

«HaBuanpHuii OCIOHUK 3 TUCHUILTIHU «[HO3eMHa MoBa npodeciitHO-11I0BOrO
CHpsIMYBaHHS» MICTUTh TpU po3auIn. [lepmuit po3ain MICTUTH TEKCTU MPOGECciHHOTO
CIpsSIMyBaHHS Ta JEKCUYHI 3aBIaHH JJIs Kpal[oro 3amam’ ITOByBaHHS €KOHOMIYHOTO
BOKaOyJsipy. Y JIpyromMy pos3jiisii 3alipOMOHOBAHO TEKCTH JIJIsi YUTAHHS M0 TEMATHIII.
VY TperhoMy pO3AiTI BUCBITIEHO rpaMaTUYHHUIM Martepian sl MOBTOPEHHS 4aciB Ta
KOHCTPYKIIIM, Ta BOpaBH M1 HWOro 3acBoeHHs. I[lociOHMK TpU3HAYCHUH ISl
CTYJICHTIB HaIpsIMy MIATOTOBKHA «OOJIIK Ta ayaWT» 1 PO3paxoBaHUN Ha ayIUTOPIIO,
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3aBJaHb € BaXJIMBUM KOMIIOHCHTOM ITOCIOHHMKAa Ta came pallioHajbHa OpraHizallis
HaBUYaJBHOT'O MaTepiany mnepeadadae Takuil CIoci0 IMmojadi WOro CTyACHTaM, SKUAN

3abe3reuye Horo Halkpaiie po3yMiHHS 1 3a11aM’ SITOBYBaHHSI BUYYYyBaHOTO.
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CHAPTER I
UNIT 1. INTRODUCTION TO BOOKKEEPING

Read the text and translate it into Ukrainian.

[Bookkeeping is the recording of financial transactions. Transactions include
sales, purchases, income, and payments by an individual or organization.
Bookkeeping is usually performed by a bookkeeper. Bookkeeping should not be
confused with accounting. The accounting process is usually performed by an
accountant. The accountant creates reports from the recorded financial transactions
recorded by the bookkeeper. There are some common methods of bookkeeping such
as the Single-entry bookkeeping system and the Double-entry bookkeeping system.
But while these systems may be seen as "real" bookkeeping, any process that
involves the recording of financial transactions is a bookkeeping process.]*

A bookkeeper.

Bookkeepers do general accounting work plus some summarizing and
analyzing of accounting information. In some businesses, bookkeepers may supervise
accounting clerks. In small to medium-size businesses, bookkeepers may also help
owners and managers interpret accounting information. Many of these small to
medium-size businesses may alsoemploy a public accountant to plan an accounting
system. However, a bookkeeper may do all of the remaining accounting tasks.

Bookkeepers in small firms may do additional general office work. Many
businesses require that bookkeepers have filing and typing skills. These two office

skills are needed for storing accounting records and preparing accounting reports.


http://en.wikipedia.org/wiki/Accountancy
http://en.wikipedia.org/wiki/Accountant
http://en.wikipedia.org/wiki/Single-entry_bookkeeping_system
http://en.wikipedia.org/wiki/Double-entry_bookkeeping_system

An accounting clerk.

Some businesses have large quantities of day-to-day accounting tasks to be
done. These businesses will not want their highly trained accountants and
bookkeepers doing the routine work. Instead, accounting clerks are assigned the day-
to-day accounting tasks.

Accounting clerks record, sort, and file

ACCOUNTS PAYABLE CLERK

Retail store. Automated systems, i i i i ' i
Wil train right pereon.—Toeme | accounting information. Accounting clerks' job titles

PAYROLL. Opening for respon- | Oft€N show the accounting records on which they work.

sible payroll clerk. Coordina-

tion of all payroll activities, i i
e, For example, a clerk working on payroll records is

experience,

sometimes known as a payroll clerk. Other common

job titles are accounts receivable clerk, inventory clerk, and vouchers clerk. These
clerks usually work with only a small part of the total accounting activities. However,
accounting clerks who know the total accounting system will understand the
importance of the work being done. With accounting knowledge and some
experience, accounting clerks may earn promotions to more responsible accounting
positions.

An accountant may prepare the income

CULL CHAIE SRR RE R statement and balance sheet using the trial balance
Work without supervision, Ex-
i i | led d
soodieh il o Bl and ledgers prepared by the bookkeeper. Two
BOOKKEEPER-CLERICAL common bookkeeping systems used by businesses
Acc_:ounts_ receivable, general . . .
office, typing a must. and other organizations are the single-entry

bookkeeping system and the double-entry
bookkeeping system. Single-entry bookkeeping uses only income and expense
accounts, recorded primarily in a revenue and expense journal. Single-entry
bookkeeping is adequate for many small businesses. Double-entry bookkeeping

requires posting (recording) each transaction twice, using debits and credits.
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Types of accounts

1. Asset accounts: represent the different types of economic resources owned or
controlled by business, common examples of Asset accounts are cash, cash in bank,
building, inventory, prepaid rent, goodwill, accounts receivable[1]

2. Liability accounts: represent the different types of economic obligations by a
business, such as accounts payable, bank loan, bonds payable, accrued
interest.[citation needed]

3. Equity accounts: represent the residual equity of a business (after deducting
from Assets all the liabilities) including Retained Earnings and Appropriations.

4. Revenue accounts or income: represent the company's gross earnings and
common examples include Sales, Service revenue and Interest Income.

5. Expense accounts: represent the company's expenditures to enable itself to
operate. Common examples are electricity and water, rentals, depreciation, doubtful
accounts, interest, insurance.

6. Contra-accounts: Some balance sheet items have corresponding contra
accounts, with negative balances, that offset them. Examples are accumulated
depreciation against equipment, and allowance for bad debts against long-term notes

receivable.

Exercises

1. Comprehension questions:

1. What is bookkeeping?

2. What do transactions include?

3. Who does the routine work in small businesses instead of highly trained
accountants?

4. What is usually performed by an accountant?

5. What do bookkeepers do with accounting informations?


http://en.wikipedia.org/wiki/Accountant

6. Can a bookeeper help the owner and the managers of the firm interpret the
accounting information?

7. What do accounting clerks do with accounting informations?

8. May an accountant prepare any business documents using the trial balance
and ledgers prepared by a bookkeeper?

9. What are two common bookkeeping systems?

10. How does Single-entry bookkeeping and Double-entry bookkeeping work?

2. Translate the following phrases into Ukrainian:

Financial transactions, bookkeeping, a bookkeeper, the accounting process, the
single-entry bookkeeping system and the double-entry bookkeeping system, a
bookkeeping process, to do general accounting work, summarizing and analyzing of
accounting information, to supervise accounting clerks, an accounting system, to
employ a public accountant, to do additional general office work, to have filing and
typing skills, to store accounting records and to prepare accounting reports,
accounting clerks, the highly trained accountants, the routine work, more responsible

accounting positions, single-entry bookkeeping, double-entry bookkeeping.

3. Translate the following phrases into English:

dinaHcoBi onepaiiii, Oyxranrepis, Oyxranrep, OyxraiTepcbkuii 00K, cucTeMa
OJTHOPA30BOTO OYXTalTEepPChKOrO OOJNIKY Ta CHUCTeMa TMOJBIHHOT Oyxranrepii,
OyXranTepchbKuid Tpolec, pOOUTH CIHUIBHY poO0TYy OyXraaTepCchbKOro OOiKY,
y3araJibHeHHS Ta aHami3 Oyxrantepchkoi iHdopmallii, KOHTPOIIOBATH OOJIK
CeKpeTapiB, cUCTeMa OyXTaaTepchbKoro oOiKy, Opatm Ha pobOoTy Oyxranrepa,
pOOUTH JTOJATKOBI 3arajabHi poOOTH B 0icCi, MaTH ySIBJICHHS 1 HAOUPATUCh HABHYOK,

30epiratu OyXrajaTepcbkuil OOJIK 1 FOTYBaTH OYyXTrajTepCbKy 3BITHICTh, OOIIKOBI


http://en.wikipedia.org/wiki/Single-entry_bookkeeping_system
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CIIy’k00BIIl, BUCOKOKBaJIIpikOBaH1 OyXraiaTepu, pyTHHHA poOOTa, BIANOBIAAJIBHI 3a

OyxrantepchbKuil 001K, OJHOMICHA OyXranTepis, MojBiiiHa OyXxrantepis.

4. Match terms in the table with the relevant explanations:

1) aggregate income

a) afinancial claim or piece of property

that is a store of value.

2) currency

b) a model whose equations are

estimated using statistical procedures.

c) paper money (such as dollar bills)

3) creditor )
and coins.
d) a list of the assets and liabilities of a
4) e-cash bank (or firm) that balances: Total assets
equal total liabilities plus capital.
5) asset e) aholder of debt.

6) capital account

f) the total income of factors of
production (land, labor, capital) in the

economy.

7) cash flow

g) an account that describes the flow of
capital between the United States and

other countries.

8) balance of payments

h) the difference between cash receipts

and cash expenditures.

9) econometric model

1) electronic money that is used on the

Internet to purchase goods or services.

10) balance sheet

J) a bookkeeping system for recording
all payments that have a direct bearing on
the movement of funds between a

country and foreign countries.

10




5. Put questions to the underlined words or clauses:

1. Bookkeepers in small firms may do additional general office work.

2. Bookkeeping is the recording of financial transactions.

3. Single-entry bookkeeping uses only income and expense accounts,

recorded primarily in a revenue and expense journal.

4.  Accounting clerks record, sort, and file accounting information.
5. Single-entry bookkeeping is adequate for many small businesses.

6. Double-entry bookkeeping requires posting (recording) each transaction

twice, using debits and credits.

7. Accounting clerks' job titles often show the accounting records on which

they work.

8. Some businesses have large guantities of day-to-day accounting tasks to

be done.

9.  Transactions include sales, purchases, income, and payments by an

individual or organization.

10. The accounting process is usually performed by an accountant.

6. a) Write down a synonym for each word in the left box,

choosing it from the right one.

b) Ask your partner as many questions as you can, using these words.

1)  to appraise a) to score

2) necessity b) to purchase
3)  toacquire C) hurry

4)  thought d) want

5) notion e) requirement

11
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6)  to mark f) circulation
7)  turnover ) to obtain
8) need h) idea

9)  tobuy ) concept
10) haste ), to evaluate

7. Rearrange the clauses to have completed sentences:

1. ... often show the accounting records on which they work.

2. In small to medium-size businesses, bookkeepers may also help ...

3. ... by the bookkeeper.

4. Accounting clerks record, ...

5. ..., accounting clerks may earn promotions to more responsible accounting
positions.

6. Double-entry bookkeeping requires posting (recording) each transaction twice, ...

7. There are some common methods of bookkeeping such as ...
8. ... have large quantities of day-to-day accounting tasks to be done.
9. Bookkeepers do general accounting work plus ...

10. ... should not be confused with accounting.

a) ... owners and managers interpret accounting information.

b) ... sort, and file accounting information.

c)  Some businesses ...

d)  The accountant creates reports from the recorded financial transactions
recorded ...

e) Bookkeeping...

f) ... using debits and credits.

9) With accounting knowledge and some experience ...
12
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h) ... some summarizing and analyzing of accounting information.
) Accounting clerks' job titles...
), ...the Single-entry bookkeeping system and the Double-entry bookkeeping

system.

8. Complete the table:

Noun Adjective Verb
1. qualification qualified to qualify
2. account
3. tested
4. to transfer
5. profit
6. to register
7. finance
8. to manage
9. to analyse
10. system

9.  Fillin the blanks with suitable words given below :

An accountant, bookkeeping, debits, information, office, system, require, earn,
single-entry, show.

1. Many businesses ... that bookkeepers have filing and typing skills.

2. ... bookkeeping is adequate for many small businesses.

3. Bookkeepers in small firms may do additional general ... work.

4, The accounting process is usually performed by ....

5. In small to medium-size businesses, bookkeepers may also help owners
and managers interpret accounting ....

6. ... 1s the recording of financial transactions.

13
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7. Accounting clerks' job titles often ... the accounting records on which
they work.

8. Many of these small to medium-size businesses may also employ a
public accountant to plan an accounting ....

Q. With accounting knowledge and some experience, accounting clerks
may ... promotions to more responsible accounting positions.

10.  Double-entry bookkeeping requires posting (recording) each transaction

twice, using ... and credits.

10. Render the text into Ukrainian:

[Bookkeeping is the recording of financial transactions. Transactions include
sales, purchases, income, and payments by an individual or organization.
Bookkeeping is usually performed by a bookkeeper. Bookkeeping should not be
confused with accounting. The accounting process is usually performed by an
accountant. The accountant creates reports from the recorded financial transactions
recorded by the bookkeeper. There are some common methods of bookkeeping such
as the Single-entry bookkeeping system and the Double-entry bookkeeping system.
But while these systems may be seen as "real" bookkeeping, any process that
involves the recording of financial transactions is a bookkeeping process. The
accountant creates reports from the recorded financial transactions recorded by the
bookkeeper and files forms with government agencies. There are some common
methods of bookkeeping such as the single-entry bookkeeping system and the
double-entry bookkeeping system. But while these systems may be seen as "real"
bookkeeping, any process that involves the recording of financial transactions is a
bookkeeping process.

A Dbookkeeper (or book-keeper), also known as an accounting clerk or
accounting technician, is a person who records the day-to-day financial transactions
of an organization. A bookkeeper is usually responsible for writing the "daybooks".

The daybooks consist of purchases, sales, receipts, and payments. The bookkeeper is

14
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responsible for ensuring all transactions are recorded in the correct day book,
suppliers ledger, customer ledger and general ledger.

The bookkeeper brings the books to the trial balance stage. An accountant may
prepare the income statement and balance sheet using the trial balance and ledgers
prepared by the bookkeeper.]*

Bookkeepers do general accounting work plus some summarizing and
analyzing of accounting information. Bookkeepers in small firms may do additional
general office work. Many businesses require that bookkeepers have filing and typing
skills. These two office skills are needed for storing accounting records and preparing

accounting reports.

UNIT 2. FOUNDATIONS OF ACCOUNTING

Read the text and translate it into Ukrainian.

[An accounting system records, retains and reproduces financial information
relating to financial transaction flows and financial position. Financial Transaction
Flows primarily encompass inflows on account of incomes and outflows on account
of expenses. Elements of financial position, including property, money received, or
money spent, are assigned to one of the primary groups i.e. assets, liabilities, and
equity.

Within these primary groups each distinctive asset, liability, income and
expense is represented by its respective "account”. An account is simply a record of
financial inflows and outflows in relation to the respective asset, liability, income or
expense. Income and expense accounts are considered temporary accounts, since they
only represent the inflows and outflows which are absorbed in the financial position

elements on completion of the time period. ]

15
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Similarly expenses during the financial period are recorded using the respective
Expense accounts which are also transferred to the revenue statement account. The
net positive or negative balance (profit or loss) of the revenue statement account is
transferred to reserves or capital account as the case may be.

The classification of accounts into real, personal and nominal is based on their
nature i.e. physical asset, liability, juristic entity or financial transaction.

The further classification of accounts is based on the periodicity of their
inflows or outflows in context to the fiscal year.

Income is an immediate inflow during the fiscal year.

Expense is an immediate outflow during the fiscal year.

Asset is long term inflow with implications extending beyond the financial
period and hence could represent un-claimed income as per traditional view.
Conversely, an asset could be valued at the present value of its future inflows.

Liability is long term outflow with implications extending beyond the financial
period and represents un-amortised expense as per the traditional view. Conversely, a
liability could be valued as the present value of future outflows.

Items in accounts are classified into five broad groups, also known as the
elements of the accounts: Asset, Liability, Equity, Revenue, Expense.

The classification of Equity as a distinctive element for classification of
accounts is disputable on account of the "Entity concept" as for the objective analysis
of the financial results of any entity the external liabilities of the entity should not be

distinguished from any contribution by the shareholders.

Exercises

1. Comprehension questions:
1. What does an account system do?
2. Where is the net (positive or negative) balance of the revenue statemant

account transferred to?

16
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What is an account?

What are Income and expense accounts considered?

What is the classification of accounts based on?

How many groups as the elements of the accounts are known?
What is income?

Is expense the immediate outflow during the fiscal year?

What is asset?

© © N o a0 &~ W

10. Is liability a long-term outflow extending beyond the financial period?

11.In what groups are items in accounts classified?

2. Translate the following phrases into Ukrainian:

An accounting system; financial transaction flows and financial position;
account of incomes; account of expenses; money spent; the primary groups;
liabilities; equity; distinctive assets; financial inflows and outflows; the respective
assets; to consider temporary accounts; the revenue statement account; real, personal
and nominal accounts; juristic entity; the fiscal year; the elements of the accounts;

entity concept; financial results; contribution by the shareholders.

3. Translate the following phrases into English:

Cuctema OyxraaTepchbkoro o0iky; (hiHaHCOBI orepalliitHi MOTOKH 1 (hiHAHCOBE
CTAaHOBHWIIIE; PAXYHOK JOXOIB; PaxyHOK BHJATKIB; TPOIIOBI BHUTPATH; MEPBUHHI
rpynu; 3000B'I3aHHS; CHPAaBEAJIMBICTh; BIAMIHHI aKTUBH, (IHAHCOBI TPUILTUBH 1
BIJITOKY; BIATMOBITHI aKTUBH; PO3IVISTHYTH MUTAHHS NIPO TUMYACOBI PaxyHKH; OOJIK
JI0XOJIB Ta 30MTKIB; peabHi, MEPCOHAIBHI 1 HOMIHAJIBHI PaXyHKH; IOpUINIHA 0C00a;
¢diHaHCOBUH PIK; €IEMEHTH PaxyHKIB;, KOHIICTIIsI CYTHOCTI; (hiHAHCOBI pPe3yNbTaTH;

BHECOK aKI[IOHEPIB.

17
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4. Match terms in the table with the relevant explanations:

a) the difference between a firm’s assets

1)  income ) _ S
(what it owns or is owed) and its liabilities
(what it owes).

2) liabilities b)  aperson whose job is to inspect or keep

accounts.

c) anything that is generally accepted in
3) accountant ) _
payment for goods or services or in the

repayment of debts.

4)  real terms d)  terms reflecting actual goods and

services one can buy.

5)  accountancy e) afinancial claim or piece of property

that is a store of value.

6)  money _
f) the flow of earnings.

7)  accounting g)  adetailed record of all the money that a
person receives and spends.
h)  the system that measures business

8)  equity capital activities, processes that information into
reports, and communicates these findings to
decision makers.

9)  asset ]
) IOUs or debts.

10) account ) the theory and practice of keeping and

inspecting accounts.

5. Put questions to the underlined words or clauses:
1. The money that a business spends in order to produce goods or services is its

costs.
18



2. Cash flow is also used to refer exclusively to cash flowing into a company
from sales.
3. Money that a business owes to its suppliers are accounts payable or

payables.
4. The equivalent document in the US is the income statement.

5. Overhead costs or overheads are used to mean different things.

6. Direct costs are directly related to the things produced.

7. The cash flow of a business is the actual movement of money into and out of

8. The equivalent document in the US is the income statement.

9. A pre-tax profit or loss is one calculated before tax is taken into account.

10. In manufacturing direct costs include raw materials and wages.

6. a) Write down a synonym for each word in the left box,
choosing it from the right one.

b) Ask your partner as many questions as you can, using these

words.

1. responsible a. to buy

2. public b. influence

3. earnings C. cost

4. purchase d. information
5. impact e. to provide with
6. acquire f. to employ
7. expenses g. in charge of
8. supply h. to obtain

9. hire I. state-owned
10. evidence J. income

19




7. Rearrange the clauses to have completed sentences:

1. An account is simply a record of financial inflows and outflows...

2. Elements of financial position, including property, money received, or
money spent, are ...

3. Liability is ...

4. Expense is ...

5. The net positive or negative balance (profit or loss) of the revenue statement
account is ...

6. Income and expense accounts are considered temporary accounts, since they
only represent the inflows and outflows which are ...

7. Asset is ...

8. An accounting system records, retains and reproduces financial information
relating to ...

9. Similarly expenses during the financial period are recorded using the
respective Expense accounts which are ...

10. Financial Transaction Flows primarily encompass inflows on account ...

a)  the immediate outflow during the fiscal year.

b)  long term inflow with implications extending beyond the financial period
and hence could represent un-claimed income as per traditional view.

C) in relation to the respective asset, liability, income or expense.

d) long term outflow with implications extending beyond the financial
period and represents un-amortised expense as per the traditional view.

e)  of incomes and outflows on account of expenses.

f) transferred to reserves or capital account as the case may be.

g)  assigned to one of the primary groups i.e. assets, liabilities, and equity.

h)  also transferred to the revenue statement account.

) absorbed in the financial position elements on completion of the time
period.
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), financial transaction flows and financial position.

8. Complete the table:

Noun Adjective Verb
1. trace traceable trace
2. account
3. payable
4. transfer
5. profit
6. comparable
7. finance
8. manage
Q. accept
10. system

9. Fill in the blanks with suitable words given below:

Inflow, temporary accounts, cash flow, the financial period, liability, outflow,
negative balance, a record.

1. Income is immediate ... during the fiscal year.

2. Asset is long term inflow with implications extending beyond ... and
hence could represent un-claimed income as per traditional view.

3. Expense is the immediate ... during the fiscal year.

4, An account is simply ... of financial inflows and outflows in relation to
the respective asset, liability, income or expense.

5. Income and expense accounts are considered ... , since they only
represent the inflows and outflows which are absorbed in the financial position

elements on completion of the time period.
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6. ... 1s long term outflow with implications extending beyond the financial
period and represents un-amortised expense as per the traditional view.

1. The net positive or ... (profit or loss) of the revenue statement account is
transferred to reserves or capital account as the case may be.

8. ... 1s also used to refer exclusively to cash flowing into a company from

sales.

10. Render the text into Ukrainian :

[An accounting system records, retains and reproduces financial information
relating to financial transaction flows and financial position. Financial Transaction
Flows primarily encompass inflows on account of incomes and outflows on account
of expenses. Elements of financial position, including property, money received, or
money spent, are assigned to one of the primary groups i.e. assets, liabilities, and
equity.

An account is simply a record of financial inflows and outflows in relation to
the respective asset, liability, income or expense. Income and expense accounts are
considered temporary accounts, since they only represent the inflows and outflows
which are absorbed in the financial position elements on completion of the time
period.]?

The classification of accounts into real, personal and nominal is based on their
nature i.e. physical asset, liability, juristic entity or financial transaction.

The further classification of accounts is based on the periodicity of their
inflows or outflows in context to the fiscal year.

Income is an immediate inflow during the fiscal year.

Expense is an immediate outflow during the fiscal year.

Liability is long term outflow with implications extending beyond the financial
period and represents un-amortised expense as per the traditional view. Conversely, a

liability could be valued as the present value of future outflows.
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Asset is long term inflow with implications extending beyond the financial
period and hence could represent un-claimed income as per traditional view.

Conversely, an asset could be valued at the present value of its future inflows.

UNIT 3. HISTORICAL DEVELOPMENT OF BOOKKEEPING AND
ACCOUNTANCY

Read the text and translate it into Ukrainian.

The history of bookkeeping and accountancy is a long one and evidence of
accountancy can be traced back to around 4000BC, but the history of actual
bookkeeping isn’t as long with records only dating back to the 1300’s. It is thought
the first person to develop an actual bookkeeping system was an Italian man called
Fra Luca Pacioli, he was an acquaintance of Leonardo De Vinci. He was a great
mathematician and developed the system during the boom of exports during the 13th
century in Italy which became widely used by merchants wanting to keep track of
their sales. It was in 1494 that he decided to write a book including some of his
mathematical findings but the most interesting article was the development of a
process very similar to that of double entry bookkeeping. It wasn’t exactly the same
process as we know and use today but it was the basics of what we use today, only
now it is made a lot easier because we have specialised computer software that can
organise the different ledgers and also do most of the maths for us.

Now in this day and age it is mandatory that every business has a bookkeeper
or accountant to keep track of their accounts and ledgers to ensure the account details
are always up to date, this is also because they need to keep track of all sales made
through out the year as that affects how much tax they need to pay. There are
different types of bookkeeping services including double entry bookkeeping,
commercial bookkeeping, single entry bookkeeping and computerised. Some of the

different roles played and duties that can be carried out by bookkeeping clerks are:
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1. A balance sheet. This shows the businesses’ financial situation with charts
including profit and loss, and it enables most business people to make financial
decisions based on their account information at the time.

2. Monthly operating systems. This is where they have to complete a break
down of the months sales and expenditures, working out if they are at a profit or loss,
they will also usually provide a comparison to the same month in the previous year so
the business owner can see the progress of the company’s accounts and if there are
any problems they can try and solve the problem as soon as they can.

3. Tax planning. The bookkeeper will most likely prepare all your accounts
ready for the tax return period. This will include going through the detailed records of
each sale and purchase for that tax year ensuring all records are correct.

Bookkeeping has changed dramatically from the early forms of the accounting

to become a reliable and accurate form of accounting.

Exercises

1.  Comprehension questions:

1. Is the history of bookkeeping a long one?

2. Who developed an actual bookkeeping system?

3. When did Fra Luca Pacioli decide to write the development of a process?

4. Do we use the development of a process very similar to that of double entry
bookkeeping today or not?

5. What do ledgers need now in our days for?

6. What does a bookkeeper or accountant need nowadays for?

7. What types of bookkeeping services exist?

8. Does a balance sheet show the business financial situation with charts
including profit and loss?

9. What are monthly operating systems used for?

10. What is tax planning?
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2. Translate the following phrases into Ukrainian:

Evidence of accountancy, to develop an actual bookkeeping system, an
acquaintance, double entry bookkeeping, different ledgers, to ensure the account
details, commercial bookkeeping, bookkeeping clerks, profit and loss, monthly
operating systems, to complete, tax planning, a balance sheet, to be up to date,

bookkeeping services, to show the financial situation.

3. Translate the following phrases into English:

Jlokaz  OyxranTepchbKoro  OOJiKy,  pO3BUBAaTH  pEalbHy  CHUCTEMY
OyXranTepchbKOoro 00Ky, O3HAHOMIIGHHS, MOJABIMHA OyXranurtepis, pi3HI TOJIOBHI
KHUTH, 3a0e3MeuyBaTu OyXraJTepCchKi JeTalll, KOMEepUIHHUA OyXranTepcbkuil 00K,
OyXTaJlITepChKi CIIYKOOBII, MPUOYTOK 1 30MTOK, MIOMICSYHI ONEpaIiiHi CHUCTEeMH,
3aBepIlyBaTH, MOJATKOBE IUIaHYBaHHs, OajaHC, BIANOBIIATH CYYaCHUM BHMMOTIaM,

OyXTaJITepChKi MOCTYTH, MOKa3yBaTH ()iHAHCOBE CTAHOBHIIIC.

4. Match terms in the table with relevant explanations:

1)  present value a) all resources owned by an individual, including

all assets.

2)  goodwill b) the amount paid for an option contract.

c) a stored-value card that contains a computer chip

3)  money that lets it be loaded with digital cash from the
owner’s bank account whenever needed.
4) liabilities d) cash items in process of collection at the Fed

minus deferred-availability cash items.

5)  premium e) taxes on imported goods.

6)  float ) IOUs or debts.
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7)  smartcard

g) a currency, such as the U.S. dollar, that is used by
other countries to denominate the assets they hold as

international reserves.

h) an accounting entry to reflect value to the firm of

8) tariffs its having special expertise or a particularly
profitable business line.
9)  wealth 1) anything that is generally accepted in payment for

goods or services or in the repayment of debts.

10) reserve currency

J) today’s value of a payment to be r eceived in the
future when the interest rate is i. Also called present

discounted value.

5. Put questions to the underlined words or clauses:

1. Pricing is a systematic determination of the ‘right” price for the product.

2. Revenue is the money a firm receives for the product it sells.

3. Enterprises well managed will generally be more efficient.

4. A very large part of business in the world is conducted by means of
correspondence.

5. Aservice is an item that cannot be touched.

6. The business usually tries to recover the costs by charging more for its
products.

7. Capital is unique because it is the result of production.

8. The cost of operating a business is called expense.

Q. Expenses have the opposite effect of revenues, so they decrease owner's
equity.

10. Cash means money and any medium of exchange that a bank accepts at
face value.
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6. a) Write down a synonym for each word in the left box,
choosing it from the right one.

b) Ask your partner as many questions as you can, using these

words.

1. encouraging a) use

2. to spend b) charges

3. stable c) clerk

4. declaration d) stimulating
5. expenses e) deposit

6. to correct f) announcement
7. to secure g) stationary
8. payment h) to expend
9. oficial I) to adjust

10. consumption J) to guarantee

7. Rearrange the clauses to have completed sentences:

1.  The history of bookkeeping and accountancy is ...

2. There are different types of bookkeeping services including ...

3. Bookkeeping has changed dramatically from the early forms of the
accounting to become ...

4, ... with charts including profit and loss, and it enables most business
people to make financial decisions based on their account information at the time.

5. ... 1s where they have to complete a break down of the months sales and
expenditures working out if they are at a profit or loss, they will also usually provide
a comparison to the same month in the previous year so the business owner can see
the progress of the companies accounts and if there are any problems they can try and

solve the problem as soon as they can.
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6. ... are always up to date, this is also because they need to keep track of
all sales made through out the year as that affects how much tax they need to pay.

7. The first person to develop an actual bookkeeping system was an Italian
man called Fra Luca Pacioli, he was ...

8. Fra Luca Pacioli decided to write a book including some of his
mathematical findings but ...

9. Capital, labor, land together can increase ...

10. Cash includes currency, coins, money orders, ...

a) ... areliable and accurate form of accounting.

b) ... the value of a product.

c) A balance sheet shows the businesses financial situation...

d) ... anacquaintance of Leonardo De Vinci.

e) ... double entry bookkeeping, commercial bookkeeping, single entry
bookkeeping and computerised.

f) ... certificates of deposit, and checks.

g)  Monthly operating systems...

h)  Now in this day and age it is mandatory that every business has a
bookkeeper or accountant to keep track of their accounts and ledgers to ensure the
account details...

) ... the most interesting article was the development of a process very
similar to that of double entry bookkeeping.

), ... a long one and evidence of accountancy can be traced back to around

4000BC.

8. Complete the table:

Noun Adjective Verb

1. warranty warrantable warrant
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2. contract
3. liquid

4, reachable

5. estimate
6. finance
7. balance

8. entry

Q. occupational

10. incarnate

9. Fill in the blanks with suitable words given below:

Bookkeeping, tax, commercial, necessary, system, services, to complete, to
keep, accountancy , a balance sheet.

1. The history of bookkeeping and ... is a long one and evidence of
accountancy can be traced back to around 4000BC, but the history of actual
bookkeeping isn’t as long with records only dating back to the 1300’s.

2. ... has changed dramatically from the early forms of the accounting to
become a reliable and accurate form of accounting.

3. ... shows the businesses financial situation with charts including profit
and loss, and it enables most business people to make financial decisions based on
their account information at the time.

4, Monthly operating system is where they have ... a break down of the
months sales and expenditures working out if they are at a profit or loss.

5. The bookkeeper will most likely prepare all your accounts ready for the
... return period.

6. Fra Luca Pacioli was a great mathematician and developed the ... during
the boom of exports during the 13th century in Italy which became widely used by

merchants wanting to keep track of their sales.
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7. Now in this day and age it is mandatory that every business has a
bookkeeper or accountant ... track of their accounts and ledgers to ensure the account
details are always up to date, this is also because they need to keep track of all sales
made through out the year as that affects how much tax they need to pay.

8. There are different types of bookkeeping services including double entry
bookkeeping, ... bookkeeping, single entry bookkeeping and computerised.

Q. A business may sell its goods or ... in exchange for a promissory note,
which is a written pledge that the customer will pay the business a fixed amount of
money by a certain date.

10. Managers of businesses use accounting information to set goals for their
organisations, to evaluate their progress toward those goals, and to take corrective

action if ....

10. Render the text into Ukrainian:

The history of bookkeeping and accountancy is a long one and evidence of
accountancy can be traced back to around 4000BC, but the history of actual
bookkeeping isn’t as long with records only dating back to the 1300’s. It is thought
the first person to develop an actual bookkeeping system was an Italian man called
Fra Luca Pacioli, he was an acquaintance of Leonardo De Vinci. He was a great
mathematician and developed the system during the boom of exports during the 13th
century in Italy which became widely used by merchants wanting to keep track of
their sales. It was in 1494 that he decided to write a book including some of his
mathematical findings but the most interesting article was the development of a
process very similar to that of double entry bookkeeping.

Now in this day and age it is mandatory that every business has a bookkeeper
or accountant to keep track of their accounts and ledgers to ensure the account details
are always up to date, this is also because they need to keep track of all sales made
through out the year as that affects how much tax they need to pay. There are
different types of bookkeeping services including double entry bookkeeping,

commercial bookkeeping, single entry bookkeeping and computerised.
30



UNIT 4. UNDERSTANDING DAYBOOKS

Read the text and translate it into Ukrainian.

A daybook is a descriptive and chronological (diary-like) record of day-to-day
financial transactions also called a book of original entry. The daybook's details must
be entered formally into journals to enable posting to ledgers. Sales daybook, for
recording all the sales invoices.

A daybook includes:

. Sales credits daybook, for recording all the sales credit notes.

. Purchases daybook, for recording all the purchase invoices.

. Purchases credits daybook, for recording all the purchase credit notes.

. Cash daybook, usually known as the cash book, for recording all money

received as well as money paid out. It may be split into two daybooks: receipts
daybook for money received in, and payments daybook for money paid out.

A petty cash book is a record of small value purchases usually controlled by

imprest system. Items such as Coffee, Tea, are listed down in the petty cash book. A
journal is a formal and chronological record of financial transactions before their
values are accounted in general ledger as debits and credits. Journals are recorded in
the journal daybook, which is one of the books of first entry. For every debit journal
there must an equivalent credit journal. There must be at least two journal entries for
every transaction recorded.

A ledger (also known as a book of final entry) is a record of accounts, each
recorded individually (on a separate page) with its balance. Unlike the journal listing
chronologically all financial transactions without balances, the ledger summarizes
values of one type of financial transactions per account, which constitute the basis for
the balance sheet and income statement.

A ledger includes:

31


http://en.wikipedia.org/wiki/Financial_transactions
http://en.wikipedia.org/wiki/Petty_cash
http://en.wikipedia.org/wiki/Imprest_system
http://en.wikipedia.org/wiki/Coffee
http://en.wikipedia.org/wiki/Tea
http://en.wikipedia.org/wiki/Petty_cash
http://en.wikipedia.org/wiki/Journal_entry
http://en.wikipedia.org/wiki/Financial_transactions
http://en.wikipedia.org/wiki/Debits_and_credits
http://en.wikipedia.org/wiki/Debits_and_credits
http://en.wikipedia.org/wiki/Debits_and_credits
http://en.wikipedia.org/wiki/Ledger
http://en.wikipedia.org/wiki/Account_%28accountancy%29
http://en.wikipedia.org/wiki/Balance
http://en.wikipedia.org/wiki/Financial_transactions
http://en.wikipedia.org/wiki/Financial_transactions
http://en.wikipedia.org/wiki/Balance_sheet
http://en.wikipedia.org/wiki/Income_statement

. Customer ledger, for financial transactions with a customer (sometimes
called a sales ledger).

. Supplier ledger, for financial transactions with a supplier (sometimes
called a purchase ledger).

. General (nominal) ledger representing assets, liabilities, income, and
expenses.

A chart of accounts is a list of the accounts codes that can be identified with

numeric, alphabetical or alphanumeric codes allowing the account to be located in the
general ledger.

Journals contain a chronological record of changes in balance sheet items. Cash
Is paid or received. Supplies are bought. Services are sold to customers. Each of these
events changes two or more balance sheet items. For example, if Lawnmaster pays
cash for supplies, the business has less cash and more supplies. Journal entries record
these changes.

A business' owner will have difficulty determining all changes to a single
balance sheet item without searching through all entries in a journal. For example,
after recording entries for a month, the owner of the firm would have to search
through the month's journal entries to discover how cash has changed during that
month. Therefore, an accounting form is used to sort journal information into

separate records for each balance sheet item.

Exercises

1. Comprehension questions:

1. What is a daybook?

2. Where are the daybook’s details entered?

2. Does a daybook include different kinds of items for recording information?
3. Why is a petty cash book needed?

4. What is a journal?
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5. Where are journals recorded?

6. What is a ledger?

7. What do ledgers include?

8. What is a chart of accounts?

9. Do journals contain a chronological record of changes in balance sheet
items?

10. What is cash?

2. Translate the following phrases into Ukrainian:

A daybook, a book of original entry, to be entered, sales daybook, the sales
invoices, sales credits daybook, the sales credit notes, purchases daybook, the
purchase invoices, purchases credit daybook, the purchase credit notes, cash
daybook, to be split, a petty cash book, imprest system, formal and chronological
record of financial transactions, an equivalent credit journal, a book of final entry,
customer ledger, supplier ledger, general (nominal) ledger, to be located in the

general ledger.

3.  Translate the following phrases into English:

KypHan, kHUTAa NEPBUHHOTO OOJIKY, OyTH 3alHMCcaHUM, >KypHal TMPOJAXYy,
paxyHKU-(PaKTypH, KypHAI KPEIUTIB MPOJAXKy, 3alMCH KPEAUTY MPOJaXYy, KypHaI
00JIIKy TTOKYTIOK, paXyHKH-(QaKTypH MO KYMiBJi, KpeIUTOPCHKUH KypHAI MO KYIIBIIi,
3amucy MpUI0aHHs MO KPEeIuTy, KacoBa KHHTra, aBaHCOBAa CUCTeMa, (OpMaJIbHUN Ta
XPOHOJIOTIYHUN 3BIT Mpo (iHAHCOBI oOmepallii, eKBIBaJEHTHUH KPEAUTOPCHKUIA
KypHaJl1, KHHATAa OCTaHHBOTO 3amKCy, TOJIOBHA KHHUTA KJII€HTA, TOJOBHA KHHTa
MoCTavajJbHUKA, 3arajbHa (HOMIHAJIbHA) TOJIOBHA KHWTA, 3HAXOJUTHUCS B 3arajbHIN

TOJIOBHIN KHH3I.

4. Match terms in the table with the relevant explanations:

1) capital account a) the method of conducting transactions
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in the economy.

b) paper money (such as dollar bills) and

2) money )
coins.
c) a bookkeeping system for recording
_ all payments that have a direct bearing
3) creditor

on the movement of funds between a

country and foreign countries.

4) balance sheet

d) a financial claim or piece of property

that is a store of value.

5) exercise price

e) a holder of debt.

6) payments system

f) the price at which the purchaser of an
option has the right to buy or sell the
underlying financial instrument.

Also known as the strike price.

7) reserve currency

g) anything that is generally accepted in
payment for goods or services or in the

repayment of debts.

8) balance of payments

h) a currency, such as the U.S. dollar,
that is used by other countries to
denominate the assets they hold as

international reserves.

9) currency

1) a list of the assets and liabilities of a
bank (or firm) that balances: Total assets

equal total liabilities plus capital.

10) asset

J) an account that describes the flow of
capital between the United States and

other countries.
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5. Put questions to the underlined words or clauses:
2. A petty cash book is a record of small value purchases usually controlled

by imprest system.

3. A business' owner will have difficulty determining all changes to a
single  balance sheet item without searching through all entries in a journal.
4, A daybook is a descriptive and chronological (diary-like) record of day-

to-day financial transactions also called a book of original entry.

5. A ledger is a record of accounts, each recorded individually with its
balance.

6. Journals are recorded in the journal daybook, which is one of the books

of first entry.

7. The daybook's details must be entered formally into journals to enable

posting to ledgers.

8. Sales daybook is for recording all the sales invoices.

9. Cash daybook, usually known as the cash book, is for recording all

money received as well as money paid out.

10. Cash is paid or received.

11. Customer ledger is for financial transactions with a customer.

6. a) Write down a synonym for each of word in the left box,
choosing it from the right one.

b) Ask your partner as many questions as you can, using these

words.

1)  costs a) substance

2)  function b)  concept

3)  management C) vital functions
4)  creditor d)  works
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5)  view e) administration
6)  essence f) creditworthiness
7)  vital activity g)  duty

8)  machinery h)  opinion

9)  notion ) expenses

10) solvency ) lender

7. Rearrange the clauses to have completed sentences:

1. Services are sold to ...

2. ... 1s for recording all the purchase credit notes.

3. A business' owner will have difficulty determining all changes to ...

4. A chart of accounts is a list of the accounts codes that can be identified with

numeric, alphabetical, or alphanumeric codes allowing ...

5. A petty cash book is a record of small value purchases usually controlled by

6. Unlike the journal listing chronologically all financial transactions without

7. General (nominal) ledger representing ...

8. ... is a formal and chronological record of financial transactions before their

values are accounted in general ledger as debits and credits.

9. ... must be entered formally into journals to enable posting to ledgers.

10. ... in the journal daybook, which is one of the books of first entry.

a) ... the account to be located in the general ledger.
b) ... assets, liabilities, income, and expenses.

C) ... customers

d)  The daybook's details ...

e) ... imprest system.

f) Purchases credits daybook...
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g) Ajournal ...

h) ... a single balance sheet item without searching through all entries in a
journal.

) Journals are recorded...

), ... balances, the ledger summarizes values of one type of financial

transactions per account.

8. Complete the table.

Noun

Adjective

Verb

1. search

searching

to search

2.

measuring

3.

to add

4. system

S.

to balance

6.

valuable

7.

trading

8. finance

9. own

10.

to register

9.  Fillin the blanks with suitable words given below:

Customers, balance sheet, journal, the petty cash book, individually, bought,

received, a daybook, owner, ledgers.

1. For every debit journal there must an equivalent credit ....

2. A business' ...

will have difficulty determining all changes to a single

balance sheet item without searching through all entries in a journal.

3. Items such as Coffee, Tea, are listed down in ....
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4, The daybook's details must be entered formally into journals to enable
posting to ....

S. Services are sold to ....

6. Supplies are ....

7. ... 1s a descriptive and chronological (diary-like) record of day-to-day
financial transactions also called a book of original entry.

8. A ledger (also known as a book of final entry) is a record of accounts,
each recorded ... (on a separate page) with its balance.

Q. Journals contain a chronological record of changes in ... items.

10. Cashispaidor....

10. Make a detailed plan of the following text.

A daybook is a descriptive and chronological (diary-like) record of day-to-day
financial transactions also called a book of original entry. The daybook's details must
be entered formally into journals to enable posting to ledgers.

A petty cash book is a record of small value purchases usually controlled by
imprest system. A journal is a formal and chronological record of financial
transactions before their values are accounted in general ledger as debits and credits.

A ledger (also known as a book of final entry) is a record of accounts, each
recorded individually (on a separate page) with its balance. Ledgers include:
customer ledger, for financial transactions with a customer (sometimes called a sales
ledger), supplier ledger, for financial transactions with a supplier (sometimes called a
purchase ledger), general (nominal) ledger representing assets, liabilities, income, and
expenses.

Journals contain a chronological record of changes in balance sheet items. Cash
Is paid or received. Supplies are bought. Services are sold to customers. Each of these

events changes two or more balance sheet items.
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UNIT 5. COMPREHENSIVE OVERVIEW OF ACCOUNTING
BOOKS

Read the text and make a summary.

[It does this by ensuring that each individual financial transaction is recorded in
at least two different nominal ledger accounts within the financial accounting
system.]* [The two entries have equal amounts and opposite signs, so that when all
entries in the accounts are summed, the total is exactly the same, in other words the
accounts balance. This is a partial check that each and every transaction has been
correctly recorded. The transaction is recorded as a "debit entry” (Dr.) in one account,
and a "credit" (Cr.) entry in the other account.]® [A debit entry generally means that
value has been added to the account, and a credit entry means that value is being
subtracted from the account. The debit entry will be recorded on the debit side (left
hand side) of a nominal ledger account and the credit entry will be recorded on the
credit side (right hand side) of a nominal ledger account. A nominal ledger has a
Debit (left) side and a Credit (right) side.]* If the total of the entries on the debit side
IS greater than the total on the credit side of the nominal ledger account then that
account is said to have a debit balance.

As there are two entries for each transaction, the expression Double-Entry is
used. As the total of the debit entries equals the total of the credit entries, when the
nominal ledger accounts are listed in columns, the left column for accounts with net
Debit balances and the right column for accounts with net Credit balances, then the
total of all the Debit balances will equal the total of all the Credit balances. If this
does not happen then an error has been made somewhere, for instance one of the
transactions may not have been recorded twice, i.e. once as a debit and once as a
credit as required in the double-entry bookkeeping system.
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[An example of an entry being recorded twice for double-entry bookkeeping
would be a supplier's invoice for stationery costing $100.]* The expense or Debit
entry is Stationery Nominal Ledger a/c $100 Dr (showing that $100 has been spent
on stationery) and the Credit entry is to the Supplier's Control Nominal Ledger a/c
$100 Cr (showing that we now owe the supplier $100). This transaction has now been
recorded twice in the financial accounting system and the total value is $100 for both
Debit and Credit values.

Double entry is only used within the nominal ledgers. It is not used in the
daybooks, which normally do not form part of the nominal ledger system. The
information from the daybooks themselves will be taken and used within the nominal
ledger and it is the nominal ledgers that will ensure the integrity of the resulting
financial information created from the daybooks (provided that the information
recorded in the daybooks is correct).

[The reason for this is to limit the number of entries in the nominal ledger:
entries in the daybooks can be totalled before they are entered in the nominal ledger.
If there are only a relatively small number of transactions it may be simpler instead to
treat the daybooks as an integral part of the nominal ledger and thus of the double
entry system).

However as can be seen from the examples of daybooks shown below, it is still
necessary to check, within each daybook that the postings from the daybook balance.

The double entry system uses nominal ledger accounts. From these nominal
ledger accounts a Trial balance can be created. The trial balance lists all the nominal
ledger account balances. The list is split into two columns, with debit balances placed
in the left hand column and credit balances placed in the right hand column. Another
column will contain the name of the nominal ledger account describing what each
value is for. The total of the debit column must equal the total of the credit column.
From the Trial balance the Profit and Loss Statement and the Balance Sheet can then
be produced. The Profit and Loss statement will contain nominal ledger accounts that
are Income or Expense type nominal ledger accounts. The Balance Sheet will contain

nominal ledger accounts that are Asset or Liability accounts.]*
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Exercises

1.  Comprehension questions:

1. Where is each individual financial transaction recorded?

2. What summ must be exactly the same with the accounts balance?

3. How is the transaction recorded?

4. What does a debit entry generally mean?

5. In what side of a nominal ledger account will the debit entry and the credit
entry be recorded?

6. What will be if the total of the entries on the debit side is greater than the
total on the credit side of the nominal ledger account?

7. How much entries are for each transaction there?

8. What is only used within the nominal ledgers?

9. What lists all the nominal ledger account balances?

10. What will the Balance Sheet contain?

2.  Translate the following phrases into Ukrainian:

Individual financial transaction, ledger nominal accounts, the financial
accounting system, double-entry, the credit entry, net credit balance, the double-entry
bookkeeping system, a supplier's invoice, to ensure the integrity of the resulting
financial information, the trial balance, to split, the Balance Sheet, Asset or Liability

accounts.
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3. Translate the following phrases into English:

[nnuBinyanpHa (iHAHCOBAa Yrojla, HOMIHAJIbHI PAaXyHKH TOJIOBHOI KHUIH,
MOABIMHUI 3amuc, 3amuc KpeauTy, YUCTHI OajaHC KpEeAuTy, CHCTeMa MOJBIMHOT
Oyxranrepii, paxyHOK-(pakTypa nmocrayajbHHUKa, 3a0€3MEYUTH HUTICHOCTh PE3YIbTaTy
¢inaHcoBoi 1Hdopmanii, mpoOHUN OanaHC, MOAUIATH, OyXraiaTepcbKuil OanaHc,

pPaxyHKHU aKTUBY a00 3000B's13aHHSI.

4.  Match terms in the table with the relevant explanations:

_ a)  the risk arising from the possibility
1)  transaction costs _
that the borrower will default.

b)  abookkeeping system for

_ recording all payments that have a direct
2)  creditor )
bearing on the movement of funds

between a country and foreign countries.

c)  paper money (such as dollar bills)
3) networth )
and coins.

d)  Anaccount that shows
4)  creditrisk international transactions involving

currently produced goods and services.

e)  the time and money spent trying to
5)  stock exchange financial assets, goods, or

services

f) the difference between a firm’s
6)  balance sheet assets (what it owns or is owed) and its

liabilities (what it owes).

7 g)  asecurity that is a claim on the
currency _
earnings and assets of a company

h)  alist of the assets and liabilities of
8)  credit view _
a bank (or firm) that balances: Total
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assets equal total liabilities plus capital.

) monetary transmission mechanisms
9)  current account operating through asymmetric

information effects on credit markets.

10) balance of payments ) a holder of debt.

5.  Put questions to the underlined words or caluses:

1. Accounting has been called “the language of business”.

2. The accounting interpretation is an abstraction of the reality portrayed

above.

3. Accounting developed further as a result of the information needs of

merchants in the city-states of Italy during the 1400s.

4. Account records date back to the ancient civilisations of China,
Babylonia, Greece, and Egypt.

5. Corporation owners, the stockholders, were no longer necessarily the

managers of their business.

6. Accounting standards may be defined as ... uniform rules for external

financial reporting applicable either to all or to a certain class of entity”.

7. Accounting information should be reliable in use.

8. The pressure for the standardization of accounting practices is to ensure

a uniformity of treatment of data and hence an identity of the meaning of information.

9. Accounting practice and financial reporting requlation have shown great

variety internationally.

10. In 1973 the International Accounting Standards Committee (IASC) was
established in an attempt to coordinate the development of accounting standards

internationally. °

43




6. a) Write down a synonym for each of word in the left box,
choosing it from the right one.

b) Ask your partner as many questions as you can, using these

words.

1)  accounting a)  the stockholder
2) tolend b)  counting house
3) calculation c)  advance-money
4)  balance d)  expense

5)  corporation owner e)  bookkeeping
6)  to keep f) norm

7)  accounting section g)  counting

8)  account h)  toadvance

9) loan ) equilibrium

10) standart ) to retain

7. Rearrange the clauses to have completed sentences:

1. A debit entry generally means that value ...

2. A nominal ledger has a Debit (left) side and ...

3. The transaction is recorded as a "debit entry" (Dr.) in one account, and ...
4. A credit entry means that value is ...

5. The double entry system uses ...

6. The Profit and Loss statement will contain nominal ledger accounts that are

7. The Balance Sheet will contain nominal ledger accounts that are ...
8. The information from the daybooks themselves will be taken and ...
9. The total of the debit column must equal ...
10. The trial balance lists all ...
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a) being subtracted from the account.

b) Asset or Liability accounts.

¢) has been added to the account.

d) the nominal ledger account balances.

e) Income or Expense type nominal ledger accounts.
f) a Credit (right) side.

g) used within the nominal ledger.

h) a "credit” (Cr.) entry in the other account.

1) nominal ledger accounts.

j) the total of the credit column.

8. Complete the table:

Noun Adjective Verb
1. liability liable liaise
2. require
3. dependence
4. quality
5. recognize
6. total
7. estimate
8. observe
Q. enter
10. explanation
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4.  Fill in the blanks with suitable words given below:
Credit, debit, contain, produced, trial, daybooks, Balance Sheet, Double entry,

recorded, transaction.

1. The ... will contain nominal ledger accounts that are Asset or Liability
accounts.
2. The Profit and Loss statement will ... nominal ledger accounts that are

Income or Expense type nominal ledger accounts.

3. The transaction is recorded as a "debit entry" (Dr.) in one account, and a
"..." (Cr.) entry in the other account.

4, The debit entry will be recorded on the debit side (left hand side) of a
nominal ledger account and the credit entry will be ... on the credit side (right hand
side) of a nominal ledger account.

5. If the total of the entries on the debit side is greater than the total on the
credit side of the nominal ledger account then that account is said to have a ...
balance.

6. Double entry is not used in the ..., which normally do not form part of
the nominal ledger system.

7. From the Trial balance the Profit and Loss Statement and the Balance
Sheet can then be ....

8. ... 1s only used within the nominal ledgers.

Q. Each individual financial ... is recorded in at least two different nominal
ledger accounts within the financial accounting system.

10. The ... balance lists all the nominal ledger account balances.

5. Render the text into Ukrainian:

It does this by ensuring that each individual financial transaction is recorded in
at least two different nominal ledger accounts within the financial accounting system.
The two entries have equal amounts and opposite signs, so that when all entries in the
accounts are summed, the total is exactly the same, in other words the accounts

balance. This is a partial check that each and every transaction has been correctly
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recorded. The transaction is recorded as a "debit entry" (Dr.) in one account, and a
"credit” (Cr.) entry in the other account.

As there are two entries for each transaction, the expression Double-Entry is
used. As the total of the debit entries equals the total of the credit entries, when the
nominal ledger accounts are listed in columns, the left column for accounts with net
Debit balances and the right column for accounts with net Credit balances, then the
total of all the Debit balances will equal the total of all the Credit balances.

Double entry is only used within the nominal ledgers. It is not used in the
daybooks, which normally do not form part of the nominal ledger system. The
information from the daybooks themselves will be taken and used within the nominal
ledger and it is the nominal ledgers that will ensure the integrity of the resulting
financial information created from the daybooks (provided that the information

recorded in the daybooks is correct).

UNIT 6. GUIDE TO BOOKKEEPING PROCESSES

Read the text and translate it into Ukrainian.

The bookkeeping process primarily refers to recording the financial effects of
financial transactions only into accounts. The variation between manual and any
electronic accounting system simply stems from the latency between the recording of
the financial transaction and its getting posted in the relevant account. This delay
absent in electronic accounting systems due to instantenous posting into relevant
accounts is not replicated in manual systems thus giving rise to primary books of
accounts such as Sales Book, Cash Book, Bank Book, Purchase Book for recording
the immediate effect of the financial transaction.

In the normal course of business, a document is produced each time a
transaction occurs. Sales and purchases usually have invoices or receipts. Deposit
slips are produced when lodgements (deposits) are made to a bank account. Cheques

are written to pay money out of the account. Bookkeeping involves, first of all,
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recording the details of all of these source documents into multi-column journals
(also known as a books of first entry or daybooks). For example, all credit sales are
recorded in the Sales Journal, all Cash Payments are recorded in the Cash Payments
Journal. Each column in a journal normally corresponds to an account. In the single
entry system, each transaction is recorded only once. Most individuals who balance
their cheque-book each month are using such a system, and most personal finance
software follows this approach.

After a certain period, typically a month, the columns in each journal are each
totaled to give a summary for the period. Using the rules of double entry, these
journal summaries are then transferred to their respective accounts in the ledger, or
book of accounts. For example the entries in the Sales Journal are taken and a debit
entry is made in each customer's account (showing that the customer now owes us
money) and a credit entry might be made in the account for "Sale of Class 2 Widgets"
(showing that this activity has generated revenue for us). This process of transferring
summaries or individual transactions to the ledger is called posting. Once the posting
process is complete, accounts kept using the "T" format undergo balancing, which is
simply a process to arrive at the balance of the account.

As a partial check that the posting process was done correctly, a working
document called an unadjusted trial balance is created. In its simplest form, this is a
three column list. The first column contains the names of those accounts in the ledger
which have a non-zero balance. If an account has a debit balance, the balance amount
Is copied into column two (the debit column). If an account has a credit balance, the
amount is copied into column three (the credit column). The debit column is totalled
and then the credit column is totalled. The two totals must agree - this agreement is
not by chance - because under the double-entry rules, whenever there is a posting, the
debits of the posting equal the credits of the posting. If the two totals do not agree, an
error has been made either in the journals or during the posting process. The error
must be located and rectified and the totals of debit column and credit column

recalculated to check for agreement before any further processing can take place.
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Once the accounts balance, the accountant makes a number of adjustments and
changes the balance amounts of some of the accounts. These adjustments must still
obey the double-entry rule. For example, the "Inventory" account asset account might
be changed to bring them into line with the actual numbers counted during a stock
take. At the same time, the expense account associated with usage of inventory is
adjusted by an equal and opposite amount. Other adjustments such as posting
depreciation and prepayments are also done at this time. This results in a listing
called the adjusted trial balance. [It is the accounts in this list and their corresponding

debit or credit balances that are used to prepare the financial statements.]?

Exercises

1. Comprehension questions:

1. What process primarily refers to recording the financial effects of financial
transactions only into accounts?

2. How many books exist for recording the immediate effect of the financial
transaction?

3. What is produced when each transaction?

4. When are deposit slips produced?

5. Why are cheques written?

6. What does bookkeeping involve first of all?

7. Are the columns in each journal totaled to give a summary for a certain
period?

8. What is posting?

9. When is an unadjusted trial balance created?

10. Into what column is the balance amount copied if an account has a debit
balance?

11. Into what column is the amount copied if an account has a credit balance?
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2.  Translate the following phrases into Ukrainian:

The bookkeeping process; electronic accounting system; the relevant account;
manual system; primary books of account; a document; sales and purchases; deposit
slips; a bank account; a cheque; the rules of double entry; a debit balance; to
recalculate; a number of adjustments and changes; to prepare the financial statements;
an error; to be rectified; to correspond; to complete the posting process; the latency;
to stem, instantenous; financial effects; financial transaction; invoice; receipt; a non-

zero balance; to equal.

3.  Translate the following phrases into English:

Byxranrepchkuii  OOJNIKOBUM  MPOIEC, EJICKTPOHHA CHUCTEMa  OOJIIKY,
BIJIMOBITHUN paxyHOK, pydYHa CHCTEMa, TICPBHHHI KHHTH PaxyHKY, JOKYMEHT,
npojaX 1 KyIMIiBJs, KBHUTAHIIT JEMO3UTY, OaHKIBCBKHI paxyHOK, Y€K, MpaBuiia
MOJBIHHOTO 3amuCy, TO3UTHBHE CajbJ0, IepepaxyBaTH, psJ IOMPABOK 1 3MiH,
miATOTYBaTH  (PIHAHCOBY  3BITHICTh, BIATOBIAATH, 100 3aBEPIIUTH  IPOIIEC
PO3MIIlIEHHS, JIATEHTHICTh, 3YMUHUTH MHTTEBI (PIHAHCOBI HACHiIKH, (HIHAHCOBI

omeparlii, paxyHOK-(pakTypa, OTpUMaHHs, HCHYJIbOBHM OaJlaHC, TOPIBHIOBATH.

4.  Match terms in the box with proper explanations:

1)  dollarization a) money that exists only in electronic

form and substitutes for cash as well.

2) income b) spending by all levels of

government on goods and services.

c) a futures contract in which the

3)  netexports standardized commodity is a particular

type of financial instrument.

d)  net foreign spending on domestic

4)  electronic money goods and services, equal to exports

minus imports.
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5)  loan sale e) aregime under which a currency is

directly convertible into gold.

f) the sale under a contract (also
called a secondary loan participation) of
6)  government spending all or part of the cash stream from a
specific loan, there by removing the loan

from the bank’s balance sheet.

g)  the adoption of a sound currency,

7)  security like the U.S. dollar, as a country’s
money.
8)  financial futures contract h)  the flow of earnings.

) a specified final amount paid to the

9) facevalue owner of a coupon bond at the maturity

date. Also called par value.

) a claim on the borrower’s future

10)  gold standard income that is sold by the borrower to the

lender. Also called a financial instrument.

5.  Put questions to the underline words or sentences:

1. Accounting is an old profession.

2. Public accountants are a small fraction, about 10 percent, of all accountants.

3. Private accountants work for a single business, such as a local department
store, the McDonald's restaurant chain, or the Eastman Kodak Company.

4. Most public accounting firms are also called CPA firms because most of

their professional employees are CPAS.

5. In each business transaction is the activity that is recorded.

6. [An account is an element in an accounting system that is used to classify

and summarize money measurements of business activities of a similar nature.]®

7. A business may engage in thousands of transactions during a period of time.
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8. Managerial accounting is in its infancy.

9. Net income or net loss comes directly from the income statement.

10. Investments and withdrawals by the owner are capital transactions between

the business and its owner, so they do not affect the income statement.

6. a) Write down a synonym for each of the words on the left box.
Choose from the ones on the right box.

b) Ask your partner as many questions as you can, using these

words.

1. firm a)  pricing

2. private b)  stock

3 control c)  topart

4. price fixing d)  to superintend
5. toseparate e)  company
6. fund f) agreement
7.  tocheck g) to purchase
8.  value h)  inspection
Q. to buy ) personal
10.  contract ), worth

7. Join the halves of the sentences:

1. ... simply stems from the latency between the recording of the financial
transaction and its getting posted in the relevant account.

2. ... a document is produced each time a transaction occurs.

3. ... are produced when lodgements (deposits) are made to a bank account.

4. Cheques are written ...
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5. ... recording the details of all of these source documents into multi-column
journals.

6. The bookkeeping process primarily refers to recording ...

7. Sales and purchases usually ...

8. All credit sales are recorded in the Sales Journal, all Cash Payments are
recorded in ...

9. ... must be located and rectified and the totals of debit column and credit
column recalculated to check for agreement before any further processing can take
place.

10. In the single entry system, each transaction is recorded ...

a) ... to pay money out of the account.

b) ... the Cash Payments Journal.

c¢) The variation between manual and any electronic accounting system...
d) ... have invoices or receipts.

e) Bookkeeping involves, first of all,...

f) The error...

g) ... the financial effects of financial transactions only into accounts.

h) Deposit slips...

1) ... only once.

J) In the normal course of business...

8. Complete the table:

Noun Adjective Verb
1. system systematic systematize
2. locative
3. producer
4. pay
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5. fixation

6. complete

7. 0wn

8. balance

Q. spend

10. occupational

9.  Fill in the blanks with suitable words:

Corresponds, adjustments, correctly, posting, Sales, balance, listing,
document, totaled, account.

1.  After a certain period, typically a month, the columns in each journal are
each ... to give a summary for the period.

2.  All credit sales are recorded in the ... Journal, all Cash Payments are
recorded in the Cash Payments Journal.

3. In the normal course of business, a ... is produced each time a
transaction occurs.

4.  Each column in a journal normally ... to an account.

5.  The process of transferring summaries or individual transactions to the
ledger is called ....

6.  The first column contains the names of those accounts in the ledger
which have a non-zero ....

7.  The accountant makes a number of ... and changes the balance amounts
of some of the accounts.

8.  The "Inventory" account asset ... might be changed to bring them into
line with the actual numbers counted during a stock take.

9. Theresultsina ... called the adjusted trial balance.

10.  As a partial check that the posting process was done ..., a working

document called an unadjusted trial balance is created.
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10. Translate given sentences into English:

1. ®diHaHCOB1 1HBECTHIII — II€ AaKTUBHU, SKI BHUKOPUCTOBYIOTHCS
NIAOPUEMCTBOM 3  METOI0  30UIbIIEHHS MNpUOYTKY (OJepiKaHHS  BIJICOTKIB,
TUBiEHAIB). 2. BracHuil kamiTan MiANPUEMCTBA — 1€ PI3HUIS MK aKTUBAMHU
OiANPUEMCTBA Ta HOro 30008’ a3aHHsAMHU. 3. CTaTyTHUN KamiTaja — 1€ BapTICTh MaiiHa
HiIMPUEMCTBA, SKE BHOCUTBHCS HOTO yYaCHWKAMH, 3aCHOBHHKAaMHU BIATIOBIAHO JI0
cratyty mianpuemctBa. 4. CrapToBuil 1HBECTHUIIWHUN KamiTan (QopmMyeTbes s
BUKOHAHHS MiJIPUEMHHUIIBKOI JisUTBHOCTI. 5. Y TOCHOAgapCchbKUX TOBapHCTBaX
CTAaTyTHUHN KamiTajd CKJIaJa€TbCsl 13 BHECKIB YYAaCHUKIB 1 BEJMYMHA BIACHOCTI
KOXXHOTO 3 HHMX JIOpiBHIOE Horo Bkiamy. 6. [lalioBuii kamitan — 11e cymMa MaioBUX
BHECKIB WJCHIB CIIUIOK, IO TmependadyeHa YCTAaHOBUMMH JOKYMEHTaMH. /.
JloaTkoBUiA KamiTald — CKJIAIa€ThCs 13 CyM MEPEBUILEHHS PUHKOBOI BapTOCTI aKIlii
HaJ[ 1X HOMIHAJIBHOIO BApTICTIO, & TAKOXK 13 CyM JIO OIlIHKH 13 HEOOOPOTHHX aKTHBIB
Ta BapTOCTI MaiiHa OE3KOIITOBHO OTPUMAaHUX Bij 1HIIMX 0ci0. 8. Pe3epBHMit Kkamitasn
— IIe cyMa pe3epBiB, IO CTBOPIOETHCS 32 PaXYHOK YHUCTOTO MPHOYTKY BIAMOBIAHO J0
3aKOHO/JABCTBA a00 YCTAaHOBYMX JOKYMEHTIB 1 BUKOPHUCTOBYETHCS JJISI KOMIIEHCAIIl1
He mnependadeHux ButTpar. 9. HeommaueHmit kamitanm — 1me cyma 3a00proBaHOCTI
BJIACHUKIB 3a BHECKaMu J0 crtaryTHoro kamitamy. 10. 300o0B’s3aHHS — 11€
3a00proBaHiCTh MIAMPUEMCTBA TEpe]l IHITUMU IOPUANIHUMHE 1 QI3UYHUMU 0C0OamMH,
sKa BUHUKIIA Yy TIOTIEPEHIN AiSUTbHOCTI MiIMPUEMCTBA 1 TTOTAIICHHS SKO1 pU3BeEE 10

3MEHIIICHHS aKTUBIB MiMPHUEMCTBA.
11. Translate the following text into Ukrainian:

The bookkeeping process primarily refers to recording the financial effects of

financial transactions only into accounts. The variation between manual and any
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electronic accounting system simply stems from the latency between the recording of
the financial transaction and its getting posted in the relevant account.

In the normal course of business, a document is produced each time a
transaction occurs. Sales and purchases usually have invoices or receipts. Deposit
slips are produced when lodgements (deposits) are made to a bank account. Cheques
are written to pay money out of the account. Bookkeeping involves, first of all,
recording the details of all of these source documents into multi-column journals
(also known as a books of first entry or daybooks).

After a certain period, typically a month, the columns in each journal are each
totaled to give a summary for the period. Using the rules of double entry, these
journal summaries are then transferred to their respective accounts in the ledger, or
book of accounts.

Once the accounts balance, the accountant makes a number of adjustments and
changes the balance amounts of some of the accounts. These adjustments must still
obey the double-entry rule. For example, the "Inventory" account asset account might
be changed to bring them into line with the actual numbers counted during a stock
take. At the same time, the expense account associated with usage of inventory is
adjusted by an equal and opposite amount. Other adjustments such as posting
depreciation and prepayments are also done at this time. This results in a listing
called the adjusted trial balance. It is the accounts in this list and their corresponding

debit or credit balances that are used to prepare the financial statements.

UNIT 7. MASTERING DOUBLE-ENTRY BOOKKEEPING

Read the text and make a summary.

Double-entry bookkeeping is at the heart of good financial management for
any business. It follows a set of standards used by accounting professionals to record

businesses activities and interpret business finances. The alternative to the double-
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entry bookkeeping method is the single-entry method, also known as the checkbook
method because it is similar to tracking your business activities using only a
checkbook. This works fine for individuals managing their personal finances, but it
just doesn’t cut it for businesses.

In double-entry bookkeeping, each time you perform an action that has a
financial impact, a transaction is recorded. It’s called “double-entry” because each
transaction is recorded in at least two accounts: a source account, or where the money
comes from, and a destination account, or where the money goes. For an example,
consider what happens when you write a check to purchase office supplies. The
source of the funds is your business checking account. The destination account is the
expense account you set up to track office supplies.

The specific amounts of money that go in and out of accounts as a part of these
transactions are referred to as debits and credits. In each transaction, at least one
account is debited (such as the account you use to track your office supplies from our
example above) and at least one account is credited (in the example, this would be
your checking account); the total amount debited and the total amount credited must
always be equal so your books will balance.

Before computers, transactions were recorded on a paper ledger. When a
transaction was recorded, the associated accounts were written in the ledger and the
amount for each account was entered in either the left side or the right side depending
on the account type (Asset, Liability, Expense, etc.) and whether the account was
being increased or decreased by the transaction.

Debits and credits don’t mean increase or decrease, but refer to which side of
the ledger the amount gets recorded to: the left side for debits and the right side for
credits.In computerized accounting, like WorkingPoint, you don’t have to record
transactions directly into the ledger. Instead, you use specific forms, like Deposit,
Invoice, and Bill, to record your business activity. But under the hood, credits and

debits are still being recorded to keep the books in balance.
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Exercises

1. Comprehension questions:

1. What is Double-entry bookkeeping?

2. What method is the alternative to the double-entry bookkeeping method?

3. What is recorded in the double-entry bookkeeping?

4. Why is it called “double-entry”?

5. Where are the specific amounts of money that go in and out of accounts as a
part of these transactions referred to?

6. Where were transactions recorded before computers?

7. What have to do when a transaction was recorded?

8. Debits and credits don’t mean increase or decrease, do they?

9. For debit or for credit is the left side?

10. For what are credits and debits still being recorded under the hood?

2. Translate the following phrases into Ukrainian:

Double-entry bookkeeping, financial management, a set of standards, to record
businesses activities, to interpret business finances, the single-entry method, a
checkbook, a source account, a destination account, the expense account, the specific
amounts of money, to be referred, a paper ledger, increase or decrease, transaction, to

record, to check.

3. Translate the following phrases into English:

[lomBitina Oyxrantepis, QiHAHCOBUI MEHEIKMEHT, Halip CTaHIapTIB,
peECTpyBaTH  KOMEpIIIHY  JisIBHICTh,  IHTEpmperyBatu  Oi3Hec  (iHaHCH,
OJHOKPAaTHUN METOJ, YeKOBA KHWTa, MOYAaTKOBUU PAaxXyHOK, IMPU3HAYEHUN PAXYHOK,
paxyHOK BHJATKIB, KOHKPETHI CyMHU TpOIIeH, OyTu mepeaaHuM, marnepoBa TOJOBHA

KHUTA, 30UIbIIIEHHSI a00 3MEHIIEHHS, YT0O/1a, 3alIMCyBaTH, IEPEBIPSITH.
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4. Match terms in the box with proper explanations:

a) an account that describes the flow of

1. branches capital between the United States and
other countries.
b) the price at which the purchaser of an
2. money option has the right to buy or sell the

underlying financial instrument. Also

known as the strike price.

3. current account

c) the upward and downward movement
of aggregate output produced in the

economy

4. Eurodollars

d) paper money (such as dollar bills) and

coins.

5. liability management

e) anything that is generally accepted in
payment for goods or services or in the

repayment of debts.

6. currency

f) U.S. dollars that are deposited in
foreign banks outside the United States

or in foreign branches of U.S. banks.

7. exercise price

g) additional offices of banks that

conduct banking operations.

8. business cycles

h) banks’ holding of deposits in accounts
with the Fed plus currency that is

physically held by banks (vault cash).

9. reserves

1) the acquisition of funds at low cost to

increase profits.

10. capital account

J) an account that shows international
transactions involving currently

produced goods and services.
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5. Make questions to the underline words:

1. Financial accounting in the US and Great Britain has had such an

orientation for many years.

2. The primary financial statements are the balance sheet, income statement,

statement of owner's equity, and statement of cash flow.

3. The balance sheet lists all the assets, liabilities, and owner's equity at a

point in time, usually the end of a month or a year.

4. The balance sheet is like a snapshot of the entity.

5. Abalance sheet is made up of two lists, placed side by side.

6. The income statement, or profit and loss statement (P&L) measures the

performance of an enterprise.

7. The income statement is like a moving picture of the entity's operations
during the period.

8. [Good record keeping by a business is not only wise but is required by
law.]°

9.  The classification of financial accounting transactions reflects the

concern with two major interests in financial accounting.

10.  Financial accounting brings together investment and financial transactions in
a statement of the financial status, or structure, of the enterprise which is commonly

known as the balance sheet.

6. Write down a synonym for each of the words on the left box.

Choose from the ones on the right box.

1. transaction a) funding
2. to cooperate b) phase
3. worth c) To grow
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4. to insert d) operation

5. period e) pricing

6. to increase f) centering

7. price tag g) to collaborate
8. financing h) value

9. Price formation 1) to putin

10. concentration J) price label

Ask your partner as many guestions as you can, using these words.

7. Join the halves of the sentences :

1. The destination account is ...

2. ...1Is the single-entry method, also known as the checkbook method because it

is similar to tracking your business activities using only a checkbook.
3. Double-entry bookkeeping is at the heart of ...
4, ..., transactions were recorded on a paper ledger.

5. Debits and credits don’t mean increase or decrease, but refer to which side of

the ledger the amount gets recorded to: ...

6. The specific amounts of money that go in and out of accounts as a part of

these transactions are referred ...

7. ...Is your business checking account.

8. ..., each time you perform an action that has a financial impact, a transaction
IS recorded.

Q. In each transaction, at least one account is debited (such as the account you

use to track your office supplies from our example above) and ...
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10.  The total amount debited and the total amount credited must always be ...

a) ...good financial management for any business.

b) ...to as debits and credits.

C) ...equal so your books will balance.

d) ...the expense account you set up to track office supplies.
e) ...the left side for debits and the right side for credits.

f) Before computers...
g)  Indouble-entry bookkeeping...

h) ... at least one account is credited (in the example, this would be your

checking account).
) The alternative to the double-entry bookkeeping method...

), The source of the funds...

8. Complete the table:

Noun Adjective Verb Meaning
1. valuable
2. cooperation
3. add
4, entry
5. trading
6. selling
7. control
8. correspond
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9. confidence

10. stimulating

9. Fill in the blanks with suitable words:

The funds, debits, the cash, double-entry, will balance, ledger, transaction, an
account, the single-entry, expense.

1. In ... bookkeeping, each time you perform an action that has a financial
Impact, a transaction is recorded.

2. The source of ... is your business checking account.

3. The destination account is the ... account you set up to track office
supplies.

4. Before computers, transactions were recorded on a paper ....

5.  The alternative to the double-entry bookkeeping method is ... method,
also known as the checkbook method because it is similar to tracking your business
activities using only a checkbook.

6.  The specific amounts of money that go in and out of accounts as a part of
these transactions are referred to as ... and credits.

7. In each ..., at least one account is debited (such as the account you use to
track your office supplies from our example above) and at least one account is
credited (in the example, this would be your checking account).

8. ... account shows the cash effects of a business's transactions.

Q. ... 1s an element in an accounting system that is used to classify and
summarize money measurements of business activities of a similar nature.

10. The total amount debited and the total amount credited must always be

equal so your books ....

10. Translate the following text into Ukrainian:
Double-entry bookkeeping is at the heart of good financial management for

any business. It follows a set of standards used by accounting professionals to record
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businesses activities and interpret business finances. The alternative to the double-
entry bookkeeping method is the single-entry method, also known as the checkbook
method because it is similar to tracking your business activities using only a
checkbook. This works fine for individuals managing their personal finances, but it
just doesn’t cut it for businesses.

In double-entry bookkeeping, each time you perform an action that has a
financial impact, a transaction is recorded. It’s called “double-entry” because each
transaction is recorded in at least two accounts: a source account, or where the money
comes from, and a destination account, or where the money goes.

Before computers, transactions were recorded on a paper ledger. When a
transaction was recorded, the associated accounts were written in the ledger and the
amount for each account was entered in either the left side or the right side depending
on the account type (Asset, Liability, Expense, etc.) and whether the account was
being increased or decreased by the transaction.

Debits and credits don’t mean increase or decrease, but refer to which side of
the ledger the amount gets recorded to: the left side for debits and the right side for
credits.In computerized accounting, like WorkingPoint, you don’t have to record
transactions directly into the ledger. Instead, you use specific forms, like Deposit,
Invoice, and Bill, to record your business activity. But under the hood, credits and

debits are still being recorded to keep the books in balance.

CHAPTER Il
BUSINESS CORRESPONDENCE

Business correspondence refers to the exchange of written communication
between individuals, organizations, or companies for official or professional
purposes. It plays a crucial role in facilitating business transactions, maintaining

professional relationships, and conveying information in a clear and structured
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manner. Business correspondence can take various forms, including letters, emails,
memos, and reports, and it follows specific conventions to ensure clarity and

professionalism.

Types of Business Correspondence:

Business correspondence can be categorized into several types based on its
purpose and format. Some common types include:

1. Business Letters: Formal written documents used for professional
communication, often following a specific format and style.

2. Emails: Electronic messages sent and received via email, widely used
for quick and efficient communication in the business world.

3. Memos (Memorandums): Short, internal documents used to convey
information or instructions within an organization.

4, Reports: Comprehensive documents that provide detailed information,
analysis, and recommendations on a particular topic or issue.

5. Invoices and Receipts: Documents used in financial transactions to
request payment or confirm the receipt of payment.

6. Newsletters: Periodic publications used to share updates, news, and

information with clients, customers, or employees.

Classification of Business Correspondence Letters:

Business letters, one of the most common forms of business correspondence,
can be classified into various categories based on their purpose. Common
classifications include:

1. Formal Letters: Used for official and serious matters, such as job
applications, legal inquiries, or formal complaints.

2. Informal Letters: Typically used for more casual or friendly
communication within a professional context, like congratulatory messages or thank-

you notes.
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3. Sales and Marketing Letters: Aimed at promoting products or services,
attracting potential customers, or building relationships with existing clients.

4, Complaint Letters: Written to express dissatisfaction with a product,
service, or experience and request resolution.

5. Cover Letters: Accompany job applications and resumes, introducing

the applicant and explaining their qualifications and interest in a position.

Structure of Business Correspondence Letters:

While the specific structure of a business letter may vary depending on the type
and purpose, a standard format typically includes the following elements:

1. Sender's Address: The sender's name, title, company name (if
applicable), address, phone number, and email address (optional).

2. Date: The date on which the letter was written.

3. Recipient’'s Address: The recipient's name, title, company name,
address, and other relevant contact information.

4, Salutation: A formal greeting that addresses the recipient by name, such
as "Dear Mr. Smith" or "To Whom It May Concern."

5. Body of the Letter: The main content of the letter, where the message
or information is conveyed. This is typically organized into paragraphs.

6. Closing: A polite closing, such as "Sincerely™ or "Yours faithfully,”
followed by the sender's signature (if in print) and typed name.

7. Enclosures/Attachments: If there are any additional documents or
materials included with the letter, they are mentioned here.

8. Reference Line: An optional line used to provide a reference or subject

of the letter, especially if it relates to a specific matter.

The Significance of Business Correspondence in Accounting
In the realm of finance and accounting, where precision, clarity, and

transparency are paramount, effective communication is key. Business
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correspondence in accounting serves as the bridge between financial data and its
meaningful interpretation, facilitating transactions, compliance, and decision-making.
This essay delves into the vital role played by business correspondence in the field of

accounting, highlighting its forms, functions, and enduring significance.

Forms of Business Correspondence in Accounting:

Business correspondence in accounting takes various forms, with each tailored
to specific objectives and recipients. These forms include formal letters, emails,
memorandums (memos), financial reports, invoices, receipts, and more. The choice

of form depends on the nature of the communication and the intended audience.

Functions of Business Correspondence in Accounting:

1. Financial Reporting: Accounting entails the systematic recording and
presentation of financial data. Business correspondence in the form of financial
statements, including balance sheets, income statements, and cash flow statements,
serves as a means of transparently communicating a company's financial position,
performance, and cash flows to various stakeholders, including shareholders,
regulators, and lenders.

2. Auditing and Compliance: Auditors rely on business correspondence to
assess the accuracy and integrity of financial records. Audit requests, confirmations,
and inquiries are often communicated through formal letters and emails, ensuring
compliance with auditing standards and regulations.

3. Taxation: Business correspondence plays a pivotal role in tax matters.
Tax authorities communicate with businesses regarding filing requirements,
assessments, and queries. Accountants respond with meticulously crafted letters and
documents to ensure tax compliance while minimizing liabilities.

4, Accounts Receivable and Payable: Invoices, payment confirmations,

and reminders are critical components of business correspondence in accounting.
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These documents facilitate financial transactions, tracking amounts owed and
received, thereby ensuring the smooth operation of a company's cash flow.

5. Strategic Planning: Internal memos and reports, another form of
business correspondence, are essential for communicating financial analysis,
budgeting, and forecasting information within an organization. Accountants assist
management in making informed decisions and developing effective strategies.

6. External Reporting: Accountants engage in business correspondence
with external stakeholders, including banks, creditors, investors, and regulatory
bodies, to secure financing, report financial performance, or address inquiries. Clear
and concise letters and emails are instrumental in maintaining these critical

relationships.

Enduring Significance:

The importance of business correspondence in accounting endures for several
reasons:

1.  Transparency: In an era of heightened transparency and accountability,
business correspondence ensures that financial information is presented clearly and
accurately, building trust with stakeholders.

2. Compliance: Strict regulatory requirements demand meticulous
documentation and reporting. Business correspondence is a primary means of
demonstrating compliance with financial regulations.

3. Decision Support: Effective financial communication assists
management in making data-driven decisions, enhancing an organization's ability to
navigate a dynamic business environment.

4, Risk Mitigation: Clear and timely communication can help identify and
address financial risks, ensuring the sustainability and resilience of an organization.

5. Relationship Building: In an interconnected business world, the ability
to communicate financial matters professionally and courteously fosters positive

relationships with clients, partners, and stakeholders.
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In the intricate web of accounting, business correspondence stands as a
linchpin connecting financial data, reporting, compliance, and decision-making. Its
multifaceted functions, encompassing financial reporting, auditing, taxation, and
strategic planning, underscore its indispensable role in the field. As technology
continues to evolve and global business transactions increase, the art of effective
business correspondence in accounting remains ever relevant, upholding the integrity
and transparency of financial processes and information. In essence, it is the language

through which the world of finance communicates and thrives.

Examples of Business Correspondence Letters:
1. Invoice Letter
[Your Company Logo]
[Your Company Name]
[Your Company Address]
[City, State, ZIP Code]
[Date]

Invoice Number: [Unique Invoice Number]
Due Date: [Due Date]

Bill To:

[Client's Name]

[Client's Company Name]
[Client's Address]

[City, State, ZIP Code]

Description Quantity Unit Price Total
Product 1 10 $50.00 $500.00
Product 2 15 $30.00 $450.00
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Subtotal: $950.00
Tax (7%): $66.50

Total Amount Due: $1,016.50
Thank you for your business!

Sincerely,

[Your Name]

[Your Title]

[Your Email Address]

[Your Phone Number]

2. Payment Confirmation Email:

Subject: Payment Confirmation for Invoice #[Invoice Number]

Dear [Client's Name],

We hope this email finds you well. We would like to confirm that we have received

your payment for Invoice #[Invoice Number] in the amount of $1,016.50.

Payment Details:

- Invoice Number: [Invoice Number]
- Payment Date: [Payment Date]

- Payment Amount: $1,016.50
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Your prompt payment is greatly appreciated. If you have any questions or require
further assistance, please don't hesitate to reach out to our accounting department at

[Accounting Email Address] or [Accounting Phone Numberf].

Thank you for your continued partnership.

Best regards,

[Your Name]
[Your Title]

[Your Company Name]

3. Request for Financial Documentation:

Subject: Request for Financial Documentation - Audit Preparation

Dear [Recipient's Name],

I hope this message finds you well. As part of our annual audit preparation process,
we kindly request the following financial documentation for the fiscal year ending
[Year]:

1. Trial Balance as of [Year-End Date]

2. General Ledger for the entire fiscal year

3. Bank Statements for all accounts for the fiscal year

4. Accounts Payable and Accounts Receivable Aging Reports as of [Year-End Date]
5. Fixed Assets Schedule

Please provide the requested documents in electronic format (PDF or Excel) by [Due
Date]. If you anticipate any delays or require additional information, please let us

know as soon as possible.
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Your prompt cooperation is essential in facilitating a smooth and efficient audit
process. If you have any questions or need clarification regarding this request, please

contact our audit team at [Audit Team Contact Information].

Thank you for your cooperation and assistance.

Sincerely,

[Your Name]
[Your Title]
[Your Company Name]

[Your Contact Information]

HOW TO WRITE AFORMAL LETTER OF REQUEST?

A request letter in the context of accounting is a formal written document used
to request specific information, documents, or actions related to financial
transactions, records, or processes. These letters are commonly used in various
accounting situations, such as requesting financial statements, invoices, payment
confirmations, tax documents, or adjustments to accounts. Here's a guide on when

and how to write a request letter in accounting.

When to Write a Request Letter in Accounting:

1. Requesting Financial Statements: If you need a company's financial
statements, such as income statements, balance sheets, or cash flow statements, you
may write a request letter.

2. Invoice Copies: When you require copies of invoices for auditing, tax

purposes, or record-keeping, you can send a request letter to the supplier or vendor.
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3. Payment Confirmation: To verify a payment made to a vendor or
service provider, you can request a payment confirmation letter from them.

4, Tax Documents: If you need tax-related documents, such as W-2 forms,
1099s, or other tax certificates, a request letter may be necessary.

5. Adjustments or Corrections: In case you identify errors or
discrepancies in your financial records or statements, you can write a letter requesting

corrections or adjustments.

Format of a Request Letter in Accounting:

A request letter in accounting should follow a formal and professional format.
Here's a typical structure:

1. Sender's Information: Include your name, title, company name (if
applicable), and contact information (address, phone number, and email).

2. Date: Write the date on which you are drafting the letter.

3. Recipient's Information: Address the letter to the appropriate person or
department at the recipient’'s company. Include their name, title, company name, and
address.

4.  Salutation: Begin with a formal salutation, such as "Dear Mr. Smith" or
"To Whom It May Concern."

5. Body of the Letter: Clearly state the purpose of your letter in a concise
and professional manner. Provide specific details, such as the documents you need,
the reason for the request, and any relevant reference numbers or dates. Be polite and
respectful in your tone.

6. Closing: Conclude the letter with a courteous closing, such as
"Sincerely" or "Yours faithfully."

7. Signature: Sign the letter above your typed name if sending a physical

copy. If sending via email, your typed name suffices.

Tips for Writing a Request Letter in Accounting:
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1. Be concise and clear in your request, avoiding unnecessary jargon or
complexity.

2. Use a professional and polite tone throughout the letter.

3. Specify any deadlines or urgency associated with your request.

4, Provide contact information in case the recipient needs to reach you for
clarification.

5. Proofread the letter to ensure it is free of grammatical or spelling errors.

6. Keep a copy of the letter for your records.

Here's a simple example of a request letter for financial

statements:
[Your Name]
[Your Title]
[Your Company, if applicable]
[Your Address]
[Your Phone Number]
[Your Email Address]
[Date]

[Recipient's Name]
[Recipient's Title]
[Company Name]
[Company Address]

Dear [Recipient's Name],

| hope this letter finds you well. 1 am writing to request a copy of the financial
statements for the fiscal year ending [Year] for [Company Name]. We require these
financial statements for our upcoming audit and financial analysis.

Please find below the specific details for the requested financial statements:
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- Income Statement

- Balance Sheet

- Cash Flow Statement

If you have these statements available in electronic format, kindly email them
to [Your Email Address]. Alternatively, you may send hard copies to the address
provided above.

If you require any additional information or have questions regarding this
request, please do not hesitate to contact me at [Your Phone Number] or [Your Email
Address].

We appreciate your prompt attention to this matter and look forward to

receiving the requested documents at your earliest convenience.

Sincerely,
[Your Signature - if sending a physical copy]
[Your Typed Name]

BALANCE SHEET OVERVIEW

A balance sheet, also known as the statement of financial position, is a vital
financial statement used to assess the financial health and stability of a business or
organization. It presents a snapshot of the company's financial position at a specific
point in time, typically at the end of an accounting period, such as a quarter, a year, or
another relevant time frame. The balance sheet is a cornerstone of financial reporting
and is integral to understanding a company's financial condition. Here are key aspects

to consider.
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Components of a Balance Sheet:

1. Assets: Assets represent everything a company owns and can be divided
into two main categories:

. Current Assets: These are assets expected to be converted into cash or
used up within one year, such as cash, accounts receivable, and inventory.

. Non-Current (or Long-Term) Assets: These are assets with a longer
life expectancy, such as property, plant, equipment, and intangible assets like patents
and trademarks.

2. Liabilities: Liabilities encompass the company's obligations, which can
be categorized into:

. Current Liabilities: These are short-term obligations typically due
within one year, such as accounts payable, short-term debt, and accrued expenses.

. Non-Current (or Long-Term) Liabilities: These are long-term
obligations, including long-term debt, deferred tax liabilities, and other commitments
expected to be settled beyond one year.

3. Equity: Equity, also known as shareholders' equity or owner's equity,

represents the residual interest in the assets of the company after deducting liabilities.

It comprises:
. Common Stock: The value of shares issued to shareholders.
. Retained Earnings: The cumulative net earnings or losses retained by

the company after dividends are paid to shareholders.

Significance and Uses of a Balance Sheet:

1. Financial Health Assessment: The balance sheet offers a
comprehensive overview of a company's financial health, including its liquidity
(ability to meet short-term obligations) and solvency (ability to meet long-term

obligations).
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2. Investor and Lender Decision-Making: Investors and lenders rely on
balance sheets to assess the company's risk profile and creditworthiness. A strong
balance sheet can attract investors and secure favorable lending terms.

3. Strategic Planning: Businesses use balance sheets for strategic
decision-making, such as determining capital allocation, managing working capital,
and evaluating investment opportunities.

4, Financial Reporting and Compliance: Companies are required to
include balance sheets in their financial reports to comply with accounting standards
and regulatory requirements.

5. Performance Analysis: Over time, comparing balance sheets from
different periods helps stakeholders track a company's financial performance, growth,
and changes in its capital structure.

6. Due Diligence: During mergers, acquisitions, or partnerships, balance
sheets are crucial for conducting financial due diligence to understand the financial
stability of the target company.

In summary, the balance sheet is a foundational financial statement that
provides a comprehensive view of a company's financial position, including its
assets, liabilities, and equity. It plays a central role in financial decision-making,
reporting, and analysis, making it an essential tool for investors, lenders,

management, and regulators.

Where and Why is a Balance Sheet Used:

1. Investor Analysis: Investors use balance sheets to evaluate a company's
financial stability and make investment decisions. They look at assets, liabilities, and
equity to assess the company's risk profile.

2. Lender Evaluation: Lenders, such as banks and creditors, review
balance sheets to determine a company's creditworthiness before extending loans or

credit lines.
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3. Internal Decision-Making: Companies use balance sheets to make
informed decisions about financing, investment, and strategic planning. It helps in
managing working capital and assessing the need for additional funding.

4, Financial Reporting: Balance sheets are essential for financial reporting

and compliance with accounting standards and regulatory requirements.

Types of Balance Sheets:

There are two main types of balance sheets:

1. Report Form Balance Sheet: In the report form balance sheet, assets
are listed on the left side, while liabilities and equity are listed on the right side. This
Is the most common format used in financial reporting.

Example:

As of [Date]

Assets Liabilities and Equity
Current Assets Current Liabilities

- Cash - Accounts Payable

- Accounts Receivable - Short-term Debt

- Inventory - Accrued Expenses
Non-Current Assets Non-Current Liabilities

- Property, Plant, - Long-term Debt

and Equipment - Deferred Tax Liabilities

- Intangible Assets
Total Assets Total Liabilities

- Common Stock

- Retained Earnings
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Total Equity

2. Account Form Balance Sheet: In the account form balance sheet,
assets, liabilities, and equity are listed vertically with subtotals for each category.
Example:
As of [Date]

Assets Liabilities and Equity
Current Assets Current Liabilities

- Cash - Accounts Payable

- Accounts Receivable - Short-term Debt

- Inventory - Accrued Expenses
Non-Current Assets Non-Current Liabilities

- Property, Plant, - Long-term Debt

and Equipment - Deferred Tax Liabilities

- Intangible Assets
Total Assets Total Liabilities

- Common Stock
- Retained Earnings

Total Equity
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Example of a Balance Sheet:

XYZ Corporation
Balance Sheet
As of December 31, 20XX

Assets:
Current Assets:
- Cash: $50,000
- Accounts Receivable: $75,000
- Inventory: $30,000
Non-Current Assets:
- Property, Plant, and Equipment: $200,000
- Intangible Assets: $15,000
Total Assets: $370,000

Liabilities:

Current Liabilities:

- Accounts Payable: $20,000

- Short-term Debt: $10,000

- Accrued Expenses: $5,000
Non-Current Liabilities:

- Long-term Debt: $100,000

- Deferred Tax Liabilities: $15,000
Total Liabilities: $150,000

Equity:
- Common Stock: $50,000

- Retained Earnings: $170,000
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Total Equity: $220,000
Total Liabilities and Equity: $370,000

In this example, the balance sheet shows XYZ Corporation's assets, liabilities,
and equity, giving a clear picture of the company's financial position at the specified

date. The balance sheet balances because the total assets equal the total liabilities and

equity.

Balance sheet substantiation

Balance sheet substantiation, often referred to as balance sheet reconciliation,
Is a critical accounting and financial control process used by organizations to verify
and validate the accuracy and completeness of the balances presented in their balance
sheets. This process involves comparing the individual line items on a balance sheet
to supporting documentation and records to ensure that they are valid, properly
recorded, and free from material errors or discrepancies. The goal of balance sheet
substantiation is to enhance financial accuracy, transparency, and compliance while

mitigating financial risks.

Here are key aspects of balance sheet substantiation:

1. Purpose:

« Verification of Balances: It aims to confirm that the reported balances for
assets, liabilities, and equity accurately reflect the financial position of the
organization.

« Error Detection: It helps identify and rectify errors, omissions, or
inconsistencies in financial records before financial statements are finalized.

2. Process:

« Account Reconciliation: The process involves reconciling each account on
the balance sheet. This includes comparing account balances to source documents,

transaction records, and subsidiary ledgers.
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« Documentation: Detailed documentation and supporting evidence are
crucial in the substantiation process. This can include bank statements, invoices,
contracts, and other relevant records.

« Resolution of Discrepancies: Any discrepancies or variances found during
the reconciliation process are investigated and resolved promptly.

3. Frequency:

« Monthly or Quarterly: Many organizations perform balance sheet
substantiation on a monthly or quarterly basis to ensure ongoing accuracy and
compliance with reporting requirements.

« Year-End: A more thorough substantiation is typically performed at the
end of the fiscal year to support the preparation of annual financial statements.

4. Compliance and Regulation:

« Regulatory Requirements: Balance sheet substantiation is often a
regulatory requirement in some industries, such as banking and financial services, to
ensure financial stability and adherence to accounting standards.

« Auditing: External auditors may review the substantiation process and
supporting documentation to validate the accuracy of financial statements.

5. Automation:

. Software Solutions: Many organizations use specialized software tools and
systems to streamline and automate the balance sheet substantiation process. These
tools can help improve efficiency, reduce manual errors, and enhance audit trails.

6. Benefits:

« Enhanced Accuracy: By systematically verifying the integrity of balance
sheet accounts, organizations can reduce the risk of financial misstatements and
errors.

« Improved Transparency: Substantiation provides transparency into the
financial reporting process, making it easier to identify and address potential issues.

« Risk Mitigation: Early detection of discrepancies and errors helps mitigate
financial risks and prevents financial misstatements that could harm the

organization's reputation or lead to regulatory penalties.
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In summary, balance sheet substantiation is a crucial financial control process
that organizations use to ensure the accuracy and completeness of their balance sheet
accounts. It plays a vital role in financial reporting, risk management, and regulatory
compliance, and it is an integral part of maintaining financial transparency and

integrity within an organization.

IMPORTANCE OF FINANCIAL STATEMENTS

Financial statements are essential tools in the world of finance and accounting, and
their importance cannot be overstated. They provide a comprehensive overview of a
company's financial performance, position, and cash flow, offering critical
information to various stakeholders. Here's an explanation of the importance of
financial statements:

1. Financial Performance Evaluation: Financial statements, particularly the
income statement (also known as the profit and loss statement), provide a summary
of a company's revenue, expenses, and profitability over a specific period. This
information helps assess the company's financial health and its ability to generate
profits.

2. Investor Decision-Making: Investors, both individual and institutional, rely
on financial statements to make informed investment decisions. By analyzing
financial statements, investors can assess the company's growth prospects,
profitability, and risk profile.

3. Lender Creditworthiness Assessment: Lenders, such as banks and
financial institutions, use financial statements to evaluate a company's
creditworthiness before extending loans or lines of credit. Strong financial statements
can lead to more favorable borrowing terms.

4. Strategic Planning: Businesses use financial statements to develop and
execute strategic plans. They help management identify areas for improvement,

allocate resources effectively, and set achievable financial goals.
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5. Performance Benchmarking: Financial statements allow companies to
compare their performance with industry benchmarks or competitors. This
benchmarking helps identify areas where a company may be lagging or excelling.

6. Budgeting and Forecasting: Financial statements serve as a basis for
budgeting and forecasting future financial performance. They provide historical data
that can be used to make reasonable assumptions and projections.

7. Tax Compliance: Businesses use financial statements to calculate and
report their taxable income to tax authorities. Accurate financial statements are
crucial to ensure compliance with tax laws and regulations.

8. Regulatory Compliance: Publicly traded companies are required by
regulatory bodies, such as the Securities and Exchange Commission (SEC) in the
United States, to prepare and disclose financial statements regularly. Compliance
with these regulations is critical for legal and ethical reasons.

9. External Stakeholder Communication: Financial statements are a means
of transparently communicating a company's financial position to external
stakeholders, including shareholders, customers, suppliers, and government agencies.

10. Internal Decision-Making: Within an organization, financial statements
are used for internal decision-making by management. They help determine the
allocation of resources, assess the financial impact of decisions, and monitor
performance against financial goals.

11. Risk Assessment: Financial statements reveal potential financial risks,
such as excessive debt levels, declining revenue, or liquidity issues. ldentifying these
risks early allows for proactive risk management.

In summary, financial statements are indispensable tools for assessing the
financial health, performance, and position of a company. They serve a multitude of
purposes, ranging from helping investors make investment decisions to guiding
businesses in strategic planning and ensuring compliance with legal and regulatory
requirements. Accurate and timely financial statements are crucial for informed

decision-making in both corporate and investment contexts.
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THE CRUCIAL ROLE OF AUDITING IN ACCOUNTING

Auditing is a fundamental component of the accounting profession and plays
an indispensable role in ensuring the integrity, accuracy, and reliability of financial
information. It acts as a critical safeguard against financial mismanagement, fraud,
and errors, making it an essential function in modern business and finance. This essay
explores the importance of auditing in accounting, highlighting its key functions,

benefits, and the assurance it provides to stakeholders.

The Functions of Auditing:

1. Verification of Financial Information: One of the primary functions of
auditing is to verify the accuracy of financial statements and reports. Auditors
thoroughly examine a company's financial records, transactions, and accounts to
ensure that they adhere to accounting principles and accurately reflect the financial
position and performance of the organization.

2. Fraud Detection and Prevention: Auditors are trained to detect signs
of fraud, including embezzlement, financial statement fraud, and misappropriation of
assets. Through detailed examinations and testing, auditors can uncover irregularities
and recommend actions to prevent future fraud.

3. Assessment of Internal Controls: Auditing assesses the effectiveness
of a company's internal controls and procedures. Auditors evaluate the design and
operation of these controls to determine whether they adequately safeguard assets,
ensure data accuracy, and maintain compliance with regulations.

4, Compliance and Regulatory Adherence: Businesses must adhere to
various laws and regulations governing financial reporting and disclosures. Auditors
ensure that companies comply with these requirements, reducing the risk of legal and
regulatory penalties.

The Benefits of Auditing:
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1. Enhanced Credibility: Audited financial statements carry a higher level
of credibility and trustworthiness. Investors, creditors, and stakeholders are more
likely to rely on audited reports when making financial decisions.

2. Investor Confidence: Auditing provides assurance to investors that
financial statements are free from material misstatements. This confidence can attract
investment and contribute to a company's growth and stability.

3. Improved Decision-Making: Management can make more informed
decisions based on the results and recommendations of audits. Auditors provide
valuable insights into financial operations and areas for improvement.

4. Risk Mitigation: Auditing helps identify and mitigate financial risks,
reducing the likelihood of financial mismanagement and the potential negative
Impact on an organization's reputation and financial stability.

5. Transparent Reporting: Audited financial statements enhance
transparency and accountability, aligning a company's reporting with industry

standards and best practices.

The Assurance to Stakeholders:

Auditing provides critical assurance to various stakeholders:

1.  Shareholders: Audited financial statements offer shareholders
confidence in the accuracy of financial information, protecting their investments and
interests.

2. Creditors: Lenders and creditors rely on audited reports to assess a
borrower's creditworthiness and make lending decisions.

3. Regulators: Regulatory bodies depend on audits to ensure that
companies comply with financial reporting standards and legal requirements.

4, Management: Audits provide management with an independent
evaluation of financial operations, supporting effective decision-making and risk
management.

5. Investors: Potential investors use audited financials as a basis for

evaluating investment opportunities and assessing financial stability.
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Auditing is the cornerstone of trust and reliability in the field of accounting. It
serves as a critical function that provides assurance to stakeholders, enhances
credibility, and contributes to informed decision-making. The importance of auditing
In accounting cannot be overstated, as it acts as a bulwark against financial
improprieties, fraud, and errors, promoting transparency and accountability in the
financial world. As business environments evolve and financial complexities
increase, the role of auditing remains indispensable in upholding the integrity and
accuracy of financial information, safeguarding the interests of all stakeholders, and

contributing to the overall health and stability of organizations and economies.

IMPORTANCE OF BUDGETING IN ACCOUNTING

Budgeting is a cornerstone of accounting and financial management, playing a
pivotal role in the strategic planning and operational control of organizations. It is a
systematic process of creating, monitoring, and managing a financial plan for a
specific period, typically one fiscal year. The importance of budgeting in accounting
cannot be overstated, and it serves several crucial functions:

1. Financial Planning: Budgeting provides a structured framework for
organizations to plan their financial activities. It outlines expected revenues,
expenses, and investments, helping businesses set clear financial goals and allocate
resources accordingly.

2. Goal Setting: Budgets help organizations set specific, measurable, and
achievable financial goals. These goals serve as benchmarks for performance
evaluation and provide direction for the company's operations.

3. Resource Allocation: Budgets allocate resources efficiently. By
allocating funds to various departments and projects based on their importance and
expected returns, companies can optimize resource utilization and prioritize critical

initiatives.
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4, Expense Control: Budgets establish spending limits for various
departments and functions. This control mechanism helps prevent overspending and
encourages cost-consciousness throughout the organization.

5. Performance Evaluation: Budgets enable organizations to compare
actual financial results with planned figures. Variance analysis identifies deviations
from the budget, allowing management to take corrective actions when necessary.

6. Cash Flow Management: A well-structured budget helps manage cash
flows effectively. By forecasting cash inflows and outflows, organizations can ensure
they have the necessary liquidity to cover expenses and investments.

7. Risk Management: Budgeting identifies potential financial risks and
uncertainties. By planning for contingencies and unexpected events, organizations
can mitigate the impact of adverse financial developments.

8. Investor and Creditor Confidence: External stakeholders, such as
investors and creditors, often require organizations to present budgets and financial
plans. A well-prepared budget instills confidence in these stakeholders by
demonstrating that the company has a sound financial strategy.

9. Strategic Decision-Making: Budgets align financial resources with
strategic priorities. They help management make informed decisions about product
development, expansion, cost reduction, and other critical aspects of the business.

10. Motivation and Accountability: Budgets can motivate employees and
departments to meet or exceed their financial targets. Accountability for budget
performance encourages responsible financial management.

11. Long-Term Sustainability: Budgeting supports the long-term
sustainability of an organization. It enables companies to save for future investments,
pay down debt, and build financial reserves.

12.  Compliance and Reporting: In many cases, regulatory bodies and
industry standards require organizations to create and maintain budgets. Compliance

with these requirements ensures transparency and accountability.
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13. Continuous Improvement: Budgeting 1is an iterative process.
Organizations can learn from past budgeting cycles and use that knowledge to refine
future budgets, making them more accurate and effective.

In conclusion, budgeting is an integral part of accounting that serves as a
roadmap for an organization's financial journey. It helps set objectives, allocate
resources, control spending, and evaluate performance. By providing financial
structure and discipline, budgeting ensures that organizations can navigate economic
challenges, seize opportunities, and work toward their long-term financial goals.
Ultimately, the importance of budgeting in accounting lies in its ability to empower
organizations with the financial foresight and control necessary for success in today's

dynamic business environment.

RISK MANAGEMENT IN ACCOUNTING: SAFEGUARDING
INTEGRITY

Risk management is an integral aspect of accounting, ensuring the financial
integrity, stability, and sustainability of organizations. As businesses navigate an
increasingly complex and dynamic economic landscape, the role of risk management
in accounting has evolved to address a wide array of financial, operational,
regulatory, and strategic challenges. This essay explores the significance of risk
management in accounting, examining its key principles, functions, and its essential

role in protecting assets and enhancing financial decision-making.

The Importance of Risk Management in Accounting:

1. Asset Protection: One of the primary functions of risk management in
accounting is to safeguard an organization's assets. Assets include cash, inventory,
investments, and intellectual property, all of which are vulnerable to various risks,
such as fraud, theft, market volatility, and technological obsolescence. Accounting
professionals assess these risks and implement controls to protect assets from

potential threats.
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2. Financial Reporting Integrity: Risk management ensures the accuracy
and reliability of financial statements. It identifies and addresses risks related to
financial misstatements, errors, or omissions, which can have severe legal and
reputational consequences.

3. Compliance and Regulatory Adherence: Regulatory compliance is
paramount in accounting, as organizations must adhere to accounting standards, tax
regulations, and industry-specific guidelines. Risk management practices help
companies stay compliant, reducing the risk of fines, penalties, and legal liabilities.

4, Operational Efficiency: Accounting professionals assess operational
risks that can impact an organization's efficiency and profitability. These risks may
include supply chain disruptions, production delays, and cost overruns. Effective risk
management helps mitigate these risks, ensuring smoother operations.

5. Strategic Decision-Making: Risk management plays a vital role in
strategic planning and decision-making. It assists organizations in identifying and
assessing strategic risks associated with market trends, competitive forces, and
technological changes. This enables informed decisions that align with long-term
objectives.

Risk Management Principles in Accounting: Identification: The first step in
risk management is identifying potential risks. This involves a comprehensive
assessment of internal and external factors that could affect an organization's
financial health.

1. Assessment: After identification, risk professionals assess the likelihood
and impact of each risk. Some risks may have a low probability but high potential
impact, while others may have the opposite profile.

2. Control: Risk control measures are implemented to mitigate identified
risks. Controls may include internal processes, policies, security measures, and
insurance. The goal is to reduce the likelihood and impact of adverse events.

3. Monitoring: Risk management is an ongoing process. Accountants

continuously monitor risks, reassess their significance, and adjust control measures as
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needed. This ensures that risk management strategies remain effective and responsive
to changing conditions.

4, Communication: Effective risk management relies on transparent and
timely communication. Accountants communicate risks and mitigation strategies to
stakeholders, including management, investors, and regulators, to ensure everyone is

informed and aligned.

In the realm of accounting, risk management is not a mere compliance
exercise; it is a proactive and strategic approach to safeguarding financial integrity
and supporting organizational success. It encompasses asset protection, financial
reporting integrity, compliance, operational efficiency, and strategic decision-making.
Through risk identification, assessment, control, monitoring, and communication,
accounting professionals contribute to the overall resilience and sustainability of
organizations in an ever-evolving business environment.

As organizations face an array of risks, from cybersecurity threats to global
economic uncertainties, the importance of risk management in accounting continues
to grow. It empowers organizations to navigate challenges, seize opportunities, and
make informed financial decisions that uphold their financial health and reputation.
In essence, risk management is the vigilant guardian of an organization's financial

integrity, ensuring that it can thrive in a world filled with uncertainties.

TAXATION IN ACCOUNTING: NAVIGATING THE COMPLEX
WEB OF TAX COMPLIANCE

Taxation is a pervasive and intricate aspect of accounting that encompasses a
wide range of responsibilities and considerations. Accounting professionals play a
pivotal role in ensuring that individuals and organizations meet their tax obligations
while optimizing their financial positions within the bounds of the law. This essay

delves into the multifaceted world of taxation in accounting, highlighting its
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significance, key principles, compliance, and the essential role it plays in managing

financial affairs.

The Significance of Taxation in Accounting:

1. Revenue Generation: Taxation is a primary source of government
revenue. It funds essential public services, infrastructure, and social programs.
Accounting professionals contribute to this process by accurately calculating and
reporting taxable income and ensuring compliance with tax laws.

2. Financial Planning: Taxation significantly influences financial planning
for individuals and businesses. Accountants help clients devise tax-efficient
strategies, such as income deferral, deductions, and credits, to minimize tax liabilities
while achieving financial goals.

3. Legal Obligation: Taxation is a legal obligation, and non-compliance
can lead to severe consequences, including fines, penalties, and legal actions.
Accounting professionals ensure that their clients fulfill their tax obligations
accurately and on time, reducing the risk of legal repercussions.

4, Investor Confidence: Investors, creditors, and stakeholders often rely
on financial statements prepared by accountants that include information on tax
liabilities. Accurate and transparent tax reporting enhances investor confidence and
facilitates access to capital.

5. Strategic Decision-Making: Tax considerations influence various
strategic decisions, including investment choices, business structures, mergers and
acquisitions, and international expansion. Accounting professionals provide valuable

insights into the tax implications of these decisions.

Key Principles of Taxation in Accounting:
1. Accuracy: Accuracy is paramount in tax accounting. Accountants must
meticulously calculate income, deductions, and credits to ensure compliance with tax

laws and minimize the risk of audit.
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2. Compliance: Compliance with tax laws and regulations is non-
negotiable. Accountants stay updated on tax codes, filing deadlines, and reporting
requirements to ensure that their clients meet their legal obligations.

3. Ethical Conduct: Ethical behavior is essential in taxation. Accountants
adhere to professional ethics, avoiding tax evasion and promoting lawful tax planning
and compliance.

4. Client-Centered Approach: Accountants work closely with clients to
understand their financial circumstances and goals. They tailor tax strategies to the

specific needs and objectives of individuals and organizations.

Tax Compliance and Reporting:

1.  Tax Planning: Accountants engage in tax planning to help clients
legally minimize their tax liabilities. This involves identifying deductions, credits,
and exemptions that apply to their situation.

2.  Tax Return Preparation: Accountants prepare and file tax returns on
behalf of individuals and businesses. They ensure that all relevant income and
expenses are accurately reported, minimizing the risk of audits or penalties.

3. Audit Support: In the event of an audit or tax dispute, accountants
provide support and representation. They help clients respond to inquiries from tax
authorities and ensure compliance with audit procedures.

4, Continuous Monitoring: Tax laws and regulations are subject to
change. Accountants monitor legislative updates and advise clients on how changes
may impact their tax obligations and financial strategies.

Taxation in accounting is a dynamic and indispensable discipline that touches
every facet of financial life. It is a balancing act that combines compliance with tax
laws, strategic financial planning, ethical conduct, and client-centered service.
Accountants serve as guides through the complex landscape of taxation, helping
individuals and organizations meet their legal obligations, optimize their financial

positions, and make informed financial decisions. In essence, taxation in accounting
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is the linchpin that connects financial responsibility, legal compliance, and strategic

financial management in the pursuit of financial well-being and success.

CONTINUOUS LEARNING IN ACCOUNTING: THE PATHTO
EXCELLENCE

In the rapidly evolving field of accounting, continuous learning is not just a
professional obligation; it's a pathway to excellence. The accounting profession is
subject to constant changes in regulations, technology, and best practices.
Accountants who commit to ongoing education and professional development stand
better equipped to navigate these changes, excel in their careers, and provide
invaluable service to clients and organizations. This essay explores the significance
of continuous learning in accounting, highlighting its benefits, key aspects, and

enduring importance.

The Significance of Continuous Learning in Accounting:

1. Dynamic Regulatory Environment: Tax codes, accounting standards,
and financial regulations are subject to frequent updates. Continuous learning ensures
that accountants remain up-to-date with these changes, enabling them to provide
accurate and compliant financial services.

2. Technological Advancements: The integration of technology, including
accounting software, data analytics, and artificial intelligence, has transformed
accounting practices. Continuous learning allows accountants to harness these tools
effectively, improving efficiency and data analysis capabilities.

3. Globalization: In an increasingly globalized world, accountants often
work with international clients and navigate cross-border transactions. Continuous
learning equips them with the knowledge and skills to handle international

accounting standards and practices.
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4, Industry Specialization: Many accountants specialize in specific
industries, such as healthcare, real estate, or technology. Continuous learning in

industry-specific trends and regulations enhances their expertise and value to clients.

Benefits of Continuous Learning in Accounting:

1. Competitive Advantage: Accountants who invest in continuous
learning gain a competitive edge in the job market. Employers and clients prefer
professionals who are knowledgeable and adaptable.

2. Career Advancement: Continuous learning opens doors to career
advancement. Accountants who demonstrate a commitment to professional
development are more likely to secure promotions and leadership roles.

3. Enhanced Problem-Solving: Continuous learners are better equipped to
tackle complex financial issues. They can analyze data more effectively, identify
solutions, and offer valuable insights to clients and organizations.

4, Risk Mitigation: Staying current with regulations and industry trends
helps accountants identify and mitigate financial risks. This proactive approach can
protect clients and organizations from costly errors and legal issues.

5. Ethical and Professional Standards: Continuous learning reinforces
ethical behavior and adherence to professional standards. Accountants are better

equipped to maintain integrity, objectivity, and confidentiality in their work.

Key Aspects of Continuous Learning in Accounting:

1. Formal Education: Accountants typically start their careers with formal
education, such as a bachelor's or master's degree in accounting or finance.
Continuous learning can involve pursuing advanced degrees or specialized
certifications, such as a Certified Public Accountant (CPA) or Certified Management

Accountant (CMA) designation.

95



2. Professional Development: Accountants engage in ongoing
professional development through seminars, workshops, webinars, and conferences.
These events provide opportunities to learn about emerging trends, regulatory
changes, and best practices.

3. Self-Study:  Self-directed learning involves reading industry
publications, textbooks, and research papers. Accountants can also use online
resources and courses to enhance their knowledge and skills.

4, Mentorship: Mentorship programs connect experienced accountants
with newer professionals. Mentorship provides guidance, knowledge transfer, and a
support system for continuous learning.

5. Networking: Accountants can join professional organizations and
networking groups to connect with peers, share knowledge, and stay informed about

industry developments.

In the field of accounting, continuous learning is not merely a choice; it is a
commitment to professional growth and excellence. As the accounting landscape
evolves, those who embrace continuous learning are best positioned to thrive. They
bring valuable expertise, adaptability, and a commitment to ethical and professional
standards to their work, benefiting clients, organizations, and the profession as a
whole. Continuous learning in accounting is the catalyst that propels individuals and
the profession toward continued success and relevance in an ever-changing financial

world.
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CHAPTER Il

REVIEW INDEFINITE TENSES

TABJIHALS 1
YTBOPEHHS HEO3HAYEHHUX YACIB
Yacu JliiicHmii cTan ITacuBHMI cTaH
Present Indefinite . . .
(renepimHifi HeosHaueHHH) write (-S) am/ is / are written are
Past Indefinite .
(MuHymHi HEO3HAYCHM) wrote was / were written
Future Indefinite . ) . .
(MaiiGyTHiit Heo3HaUCHHUI) will write will be written
Future in the Past
(MaitOyTHIN HEO3HAYCHUI would write would be written
3 TOYKHU 30pY MUHYJIOTO)

TABJINIA 2

[TuranbHa dhopma

3anepeuna dhopma

Present Indefinite

Do you read letters and
telexes in your office every
day? (Does he / she read?)

Ty ynTaem aucTu 1 TCIJIICKCHU B
cBOeMY 0(ici KOKHOTO JTHS?

They don’t read letters and telexes
in their office every day? (He /
she doesn’t read.)

BoHu He 4nTarOTh IUCTIB Ta
TEJIEKCH B CBOEMY 0(ici KOKHOTO
nus. (BiH / BoHa He YHTaE)

Past
Indefinite

Did your friend come to
London to buy chemical
eguipment?

Bam npyr npuixaB KymyBaTu
XiMi4HE 00JIaJHaAHHS?

My friend didn’t come to buy
chemical eguipment.
Miit npyr He npuixaB B JIoHT0H
KyIyBaTH XIMI9HE 00JIaTHAHHS.
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Will the secretary mail the
?
Future Indefinite Ietterg.
Cexkperapka BIAIIPABUTH
JUCTU?

The secretary won’t mail the
letters.
CexpeTapka HE BIANPaBUTH
JIUCTIB.

TABJIMIIA 3

THE PRESENT INDEFINITE TENSE

BI/IHaIIKI/I B)XXHWBaHHJ

[Tpukiagn

1. Jis, mo BimOyBaeThCs B3arali,
PETYISIPHO, TTOCTIHHO.

| always get up at 7 o’clock.
31 3aBk1Iu BCTaro 0 7 TOJI.

2. [MocriitHa BIacTUBICTH 200 CTaH The earth rotates round the sun.
nimMeTa 3emiis 00epTaeThCS HABKOJIO COHIIS.
3. MaiiGyTHa 1ist B AP IHUX I’1l ring you up when I come home.
PEUYCHHSIX Yacy Ta yMOBH. S non3BoHIO TOO1, KOJIM MPUNTY TOAOMY

4. JIist B MOMEHT MOBJICHHS 3

to hear, to like, to understand)

JiecioBaMu, K1 He BxkuBaroThes B | | don’t understand what he is talking about.
dopmi Continuous (to see, to know, 51 He PO3yMiro ITPO 1110 BiH TOBOPHUTb.

TABJINLA 4

THE PAST INDEFINITE TENSE

Bumankm BxuBaHHSA

[Tpukmagn

1. OnHopasoa abo MmocTiiiHa i B
MUHYJIOMY.

They lived in Poltava before the war.

2. IloBTOpIoBaHa Jiisi B MUHYJIOMY

| saw her every day.
S1 6a4uB 11 KOXKHOTO JUIA.

TABJALA 5

THE FUTURE INDEFINITE TENSE

Bumanku BxuBaHHSA

[Tpukmaau
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1. OxHopa3oBa abo MOCTIHA Jis B We shall leave London on February 2
MaifOyTHEOMY Mu noinemo 3 JIoHaoHy Ipyroro JHOTOro

I’1l always come back in time.

2. IlocninoBHa i1 B MailOYTHHOM
a a y y A 3aBk AU MOBEPTATUMYCh BUACHO

TABJIAIIS 6
THE FUTURE INDEFINITE IN PAST
Bunanku B:xuBaHHS [Tpukiagun
| B Hi0siiix beteHHsx. sSKilo He said that the letter would be written the
' APARIX D > 2K next day.

I[iGCJIOBO NpUCyAOK I'OJIOBHOTO

.. ) Bin ckazas, 110 1ucT Oy/e HanucaHui
PEUYEHHS CTOITh B MUHYJIOMY 4aci.

HACTYIIHOT'O JIHA.

Exercises

1. Rewrite correctly. Change the words or phrases in bold.
1. My dad is often getting up late on Saturday mornings.

...........................................................................................

...........................................................................................

...........................................................................................

...........................................................................................

8. Needs Melanie any help painting hernew flat?
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2.  Complete using the correct form of the verb in brackets.

1. It's the first time ... (1 / ever / eat)
octopus!
2. SaANAY .o (not / see) his

3. TheY (go) on holiday to Spain and
won't be back until the end of the month.

4, PoOr Tracy! She ..o
(write) that essay for hours now and she still hasn't finished!

D, (I / try) to get in touch with
Jenny all morning but Ican't find her anywhere.

6. e i e (YOU / ever /meet) anyone

1, (1 / not finish) the book yet so | can't
tell you what happens.

B (you / already / decide)
where you're going this summer?

O (We / live) here for
the last six years.

10, e (L] NEVEr

hear) such nonsense!

3.  Complete using the correct form of the verb in brackets.

1. WHhEre ..., (you / go) when I saw you on the

bus last night?
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2 e ——— (you / enjoy) the film?

3. When we shared a room, Zo€ ............cccoiviiiiiiiiiniiiinnn, (always /
take) my things. It was so annoying!

4, When | went to get the tickets, I realised |
...................................................... (not / have) any money.

5. When [Was YOUNQ, WE ......ccooviriiiieiiirecieeeiie et e e ens (go) to
France every year on holiday.

6. EIVIS .o (become) famous for the
song Blue Suede Shoes.

7. When you rang last night, T ...,
(work) in the garden so | didn’t hear the phone.

8. Theold man ... (appear) to
be very tired and he slowly sat down.

0.l (hear) from Davina

10 We o (throw) a surprise party
for my brother last Saturday.

4. Complete each second sentence using the word given, so
that it has a similar meaning to the first sentence. Write between two

and five words in each gap.
1. We'll get home and then we'll have something to eat. got
We'll have something to eat ..o home.
2. I'll finish marking the exams and then I'll tell you your results. soon
I'll tell you your results ..........cocoeeeeviieiciee e, marking the
exams.
3. You'll be travelling across the Sahara next week so remember to wear

lots of sunscreen! while
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Remember to wear lots of sunscreen ..............ovvvveeeeiinen...

the Sahara next week!

vieienan.. dCrOSS

4, They'll show Titan at the cinema and then they'll release the DVD.

before

They won't release the DVD

........................... at the cinema.

5. My science exam starts at ten tomorrow morning. taking

At ten past ten tomorrow

......... my science exam.

6. Let's watch the space documentary before we have supper. watched

Let's have supper

the space documentary.

7. I'll send out all the invitations before lunchtime. have

By lunchtime, ..o, all the invitations.

8. Do some revision and then I'll give you a test. until

| won't give you a test

some revision.

9.  When you visit us, we'll have moved into our new house. by

We'll have moved into our new house

............................... you Visit us.

10.  We'll get some more information and then we'll make a decision. once

Let's make a decision

........................................................... got some more

information.
REVIEW CONTINUOUS TENSES
TABJIAIIA 1
YTBOPEHHS TPUBAJIUX YACIB
Yac JliticHuii crocio ITacuBHMi1 cTan
Present continuous am am
(TenepinHii IS waiting IS being discussed
TpPUBAJINA) are are
: was was
Past continuous L . .
- . listening being signed
(MUHYIHI TpUBAJIUIA)
were were
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Future continuous shall
(ManOyTHIH sleeping —
TpUBAJIUHN) will
Future continuous
) . " should
in the Past (maitOyTHiii :
M be preparing —
TpI/IBaJII/II/I 3 TOYKHU
would
30py MHUHYJIOTO)

TABJINLISA 2
Yac [TutansHa hopma 3anepeyHa ¢popma
Present  |Are they discussing the guestion? They arenutegtlisgr?ssmg the
Continuous | BoHu 00roBOpIOIOTH MUTAHHSA? g '
BoHu HE 0OTOBOPIOIOTH MTUTAHHS
Was he working at his English at He wasn’t working at his English
Past that time? : :
. . .\ at that time. Bin He mpamroBaB
Continuous | Bin mpaiftoBaB HaJ| aHTJIIACHKOIO o .
. HaJ aHTJHACHKOIO TOI.
TOI1?
We’ll be waiting for you at nine We won't ‘_be waiting t_br you at
Future ) : nine in the morning.
: in he morning. Mu 6yaemo
Continuous . Mu He OynemMo YeKaTy Ha
YyeKaTu Ha Bac 0 9-i1 paHKy. .
Bac 0 9-ii paHKy.
TABJINLA 3

THE PRESENT CONTINUOUS TENSE

Bumanky BxuBaHHSI

[Tpukiagn

1. Jliss B MOMEHT MOBJICHHSI, IICBHUI
nepioJ] TENepilHbOTO Yacy.

He is writing a test. Bin mumre Tect.
I am studying at the University.
51 HaBYArOCh B YHIBEPCUTETI.

2. Jlis ofHOYACHA 3 1HIIIOO.

I am only happy when | am working.
S macnuBUN TUTBKU KOJIH TPAITIOLO.

3. MaiiOyTHs 111 B MAPSAHUX
PEUYEHHSX YMOBH 1 4acy.

If | am sleeping when you come, wake me

up.

SAxkio s Oyny cratu, KOJu BU NpUizieTe,

po30yIiTh MEHE.
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4. MaliOyTHs 3arjlaHOBaHa Jisl.

When are you coming back?
Ko Bu noBepHeTECH?

TABJULS 4

THE PAST CONTINUOUS TENSE

BI/IHaIIKI/I B)XXHWBaHHJ

[Tpukmanu

1. Jlis B IEBHUI MOMEHT B MUHYJIOMY.

It was snowing at ten o’clock.
0 10-#1 #imoB cHir.

2. Jlis B meBHMI BIAPI30K HaCy B
MUHYJIOMY.

In July I was passing exams.
B numnHi s 31aBaB eK3aMEHH.

TABJIMIISA 5

THE FUTURE CONTINUOUS TENSE

BI/II'[a,ZIKI/I BXXUBaHHA

[Tpukiagn

1. Jli1 B IEBHUIT MOMEHT B
MalOyTHBOMY.

I shall be reading when you return.
A 6yny uuTaTH, KOJIM BU TTIOBEPHETECH.

2. Jlist B IeBHUI IPOMIKOK Jacy
B MailOyTHBOMY.

He will be working in September.
Bin Oyne mpamroBat B BEpECH.

3. HerpuBasna 3ariaHoBaHa JIist
(3amictp Future Indefinite)

She will be meeting us at the station.

Bona Oyne 3ycTpiuaTv HaC Ha BOK3aJIl.

TABJIMIIA 6

THE FUTURE CONTINUOUS IN PAST

BxxkuBanus

[Tpukagu

1. B migpsgaux peyeHHsX, IKII0
TECITIOBO-TIPUCYIOK TOJIOBHOTO
pEUYEHHSI — B MUHYJIOMY 4aci.

He said that he would be waiting for you
at five o’clock. Bin ckazas, o 6yne
YeKaTH Ha Bac o 5-ii.
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Exercises

1. [Complete using the correct present continuous form of the

verbs in brackets. You may have to use some negative forms.

1. Gordon? | think e ..o (write) a letter at the
moment.

2. Yes, the match is on TV NOW, DUt WE ....oooeeiiiieieeeeeeeeeee e
(lose).

3. Right now, Margaret .........ccccccevieivennieeniee e e sie s (have) a shower,

Do you want to ring later?

4, Sally .o (stay) with her aunt for a few days.

5. L e (lie)! It's true! | did see Madonna at the
supermarket.

6.  JOSh i, (always / use) my bike! It's so
annoying.

7. WE e (have) lunch, but I can come round

B, ———— (you / play) music up there? It's really
noisy!

2.  Circle the correct word or phrase.

1. | work / am working at the local library for the summer.

2. We don't go / aren't going to the theatre very often.

3. Stacy gets / is getting ready for school, so she can't come to the phone.

4, Does Gary ever talk / Is Gary ever talking about his expedition to the
Amazon jungle?

5. In squash, you hit / are hitting a ball against a wall.

6. | read / am reading a newspaper at least once a week.

7. Do you practise / Are you practising the piano for two hours every
day?
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8. Nadine and Claire do / are doing quite well at school at the moment.
Q. A good friend knows / is knowing when you're upset about something.

10.  How do you spell / are you spelling your name?

3. Circle the correct word or phrase.

1. When we were in Canada, we went / were going skiing almost every
day.

2. About four years ago, | decided / was deciding to become a chef.

3. Georgia had / was having a shower when someone knocked at the door.

4. Holly and I ran from the house to the taxi because it rained / was
raining heavily.

5. Two men argued / were arguing outside, so | went to see what was
happening.

6. Daniel called / was calling you at one o'clock yesterday, but you were
here with me.

7.  We ate / were eating breakfast when a letter came through the letter

box.

8.  As I walked past the window, | saw that Paula made / was making a
cake.

9. | dreamt / was dreaming about my favourite band when the alarm clock
went off.

10. While | practiced / was practicing the trumpet late last night, a

neighbour came to complain.]’

4. Complete using the correct past continuous form of the

verbs in brackets.
1. Ted oo (play) his guitar at half past seven.
2. At midnight, | ., (sleep), but Jane
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3. LUKE oo (stand) outside the bank when
suddenly two robbers ran past him.

4, | KNOW DOUQ .ooovveieeiieiie e (work) late at the office
because | saw himwhen | ........ccccoovvvviinii i (leave).

5. 170 LU IR (have) a shower when the
earthquake happened?

6. PENNY .o (run) to catch the bus when she
slipped and fell.

7. When you saw Eugene ...........cccccveeneene. he e (go) home?

8. At midnight? Erm ... We ..oeeiieiiece e, (watch) a DVD, |
think.

5.  Circle the correct word or phrase.

1. Oscar says he is doing / will do the washing-up after dinner.

2. I'm a bit scared because | am seeing / will see the dentist this afternoon.

3. What are you going to do / do you do this evening?

4, Shall you tell / Will you tell Rupert I'm sorry about yesterday?

5. My dad will grow / is going to grow a beard, but my mum doesn't like
the idea.

6. | have to revise tonight because we are having / will have an exam
tomorrow.

7. | am remembering / will remember this day for the rest of my life!

8. Do you go / Are you going to Australia next Christmas?

Q. I'm sure you are passing / will pass your driving test. Don't worry.

10. If you want me to, | will complain / am going to complain to the

manager about it.
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REVIEW PERFECT TENSES

TABJULS 1

YTBOPEHHSA INIEP®EKTHUX YACIB

Yacu

JliticHuii cran

IlacuBHUIT cTaH

Present Perfect

(TenepiuHii nepPeKTHU)

—have

has  + come (V3)

have

has  +peen +written

Past Perfect
(MuHYUH IepPeKTHUI)

had +come (V3)

had + been + written

Future Perfect

(MaitOyTHIN nepheKTHUIT)

will +have + come (Vs)

will + have + been +
written

Future Perfect in the Past

(MaitOyTHIN nepheKTHHI Yac

3 TOYKHU 30py MUHYJIOTO)

would + have + come
(V)

would + have + been +
written

TABJINIA 2
Yac [TuranbHa dhopma 3anepeuna ¢hopma
Present Have you turned off the gas? No, you haven’t turned off the

Perfect

Bu BumknHynm raz?

gas?

Hi, Bu HE BUMKHYIIH T'a3.

Past Perfect

Had you done your homework
eight o’clock?

by|No, you hadn’t done your
homework by eight o’clock

Bu BukoHam cBoro oM. poOOTY
10 BOCBMO1 'OUHH.

Hi, Bu He BUKOHAIU CBOET JOM.
poOOTH 10 BOCBMOI I'OJIMHH.

Future Will you have forgotten me by  |You will not have forgotten me
Perfect then? by then.
Bu 3a0yneTe mene 110 Toro wacy? |Bu He 3a0ymere MeHe 0 TOTO
qacy.
TABJINLA 3

THE PRESENT PERFECT TENSE

Bumanku BxuBaHHSI

[Tpukmanu

MOMCHTY MOBJICHHA.

1. lns BupaskeHHs Aii, sika BiAOyJ1ach J10

| have locked the door
S 3amMKkHYB ABeEpi.
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([Bepi 3apa3 3aMKHEH]).

Ba)KJIMBICTh HA MOMEHT MOBJICHHA,
(ever, never, often, seldom, already, just,
yet, lately, recently).

| have already locked the door.
S B’KE 3aMKHYB JIBEDI.

3. [ns BupakeHHs 11ii abo CTaHy 1110 TPUBAE

3 AIKOTOCh MOMEHTY MOBJICHHSI.
VY 11boMy 3HaU€HHI BXKUBAETHCS MIEPEBAKHO
3 JIIECIIOBAMH, 110 HE MalOTh (GOPMHU
Continuous (since, for)

I have known her for years.

51 3naro ii 6arato pokis. Where have
you been since last Thursday?

Jle 1 OyB 3 MUHYJIOTO yeTBepra?

4. BXXHBA€THCS Y PEYEHHSAX 3 00CTaBUHAMH
1110 O3HAYAIOTh IIEPIOJ Yacy, AKUM IIIe He
3akiHuuBes (today, this week, this year).

b

Have you seen her today?
Bu 6aunnu 1i cboroaHi?

TABJULS 4

THE PAST PERFECT TENSE

BI/II'[a,ZIKI/I BXXUBaHHA

[Tpukiagn

1. Jlnst Bupa>keHHs Aii, 1m0 BinOynacs
paHile 1HI101T MUHYJIOT /Ti1, TO3HAYEHO]
aiecaoBoM y Past Indefinite.

I told you I had met her.
S xa3aB 1001, 1110 3ycTpivaB ii (3ycTpi-
yaB 11 paHilire, Hi>K TOBOPHUB IIPO II¢L).

2. BxuBa€eThCs U1l BUPAKEHHS MUHYIIO1
JIi1, 110 BoK€ 3aKIHYMIIACS 10 IIEBHOTO
MOMEHTY. Lleli MOMEHT Mo3HavYaeThCs
TAaKUMU CIIOBOCTIONYYEHHIMH: DY two
o’clock — no apyroi rogunu by that time
— JI0 TOTO Yacy TOIIO.

I had done my homework by eight
o’clock.

J1o BOCBMO1 TOJJMHU S B)KE€ BUKOHAB
CBO€ JOMAIIIHE 3aBJIAHHI.

TABJULA 5

THE FUTURE PERFECT TENSE

Bumanku BxuBaHHSI

[Tpukagn

ByxuBaeTbest i1t BUpaKeHHS MaOyTHBOT
i1, 10 3aKiHYHIIACs 10 IIEBHOTO MOMCHTY
a00 70 MOYaTKy 1HIIOI 111 B
MailOyTHbOMY.

You’ll have forgotten me by then

Jlo Toro yacy Bu MeHe 3a0yeTe.

I’1l have read the story by the time you
come back.

S mpounTaro OMOBiAaHHS, IIOKH TH
TTOBEPHETIICS.

109




TABJIMIISA 6

THE FUTURE PERFECT IN THE PAST

Bunanku B:xuBaHHS [Tpukiagn
BikuBaetbes 3amicth Future Perfect I thought you would have gone by
MEePEBAXKHO B MIAPATHUX JOAATKOBUX now.

PEUYEHHSX, SKIIO JIIECTOBO TOJIOBHOTO S nymas, 1110 BXK€E HE 3aCTaHy Bac.
PEUYCHHS BUPAXKA€ MUHYITY J1IO0.

TABJULS 7

YTBOPEHHS NEPO®EKTHO-TPUBAJINX YACIB

Yacu Hiticauii Ctan
Present Perfect Continuous have
(TenepiHii epheKTHO-TPUBAIHI) has 4+ reading (Ving)

Past Perfect Continuous )
(MuBYIHA IepGEeKTHO-TPUBAITHI) had + been + reading (Ving)

Future Perfect Continuous _ _
(MaitbyTHIH ep(eKTHO-TPHBAIIHIA) will + have + been + reading (Ving)

Future Perfect Continuous in the past

(MaiiOyTHIl nepdeKTHO-TpUBANHI Yac 3 |\would + have + been + reading (Ving)
TOYKH 30PY MHUHYJIOTO)

TABJINLA 8
CrBepaxxyBalibHA
dbopma [MutanpHa popma 3anepeuyna ¢popma
& g|He has been working for|Has he been working for He ha_ls nc_>t been
5 o ; . working in a bank
o 2|20 years in a bank. 20 years in a bank? for 20 vears. Bi te
5 g Bin mparrioe 20 poki y |Uu mpaiitoe BiH y OaHKY . }036/ 66.1HK
8 O|GaHky. 20 pokiB? Patiot y Y
a 20 poKiB.
CrBepaxxyBalibHA
dbopma [MutanpHa popma 3anepeuna ¢popma
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~ .,/He had been working in |Had he been working in a \Elvzri?g n;)r'][ gebeannk
[S] - -
& 3|a bank before he retired. |bank before he retired? giha
= ) before he retired.
o .S|Bin npauroBaB y 6anky |Bin npaioBaB y 6aHKy .
o € . . BiH He npamoBaB y
® S|mepen TUM, SIK MITU Ha |[I€pe] THHU, K MITH Ha
a O : . OaHKy mepej TUM, K
IICHCIIO. NIEHCII0? . .
IITH Ha NEHCIIO.
. |He will have been Will he have been He will not been
& alworking inabank by  |working in a bank by the |working in a bank by
& S|the end of the contract. |end of the contract? the end of the contract.
< g Bin O6yne npairoBat y |Bin Oyne npamtoBati y  |Bin He Oye npaifoBaTu
5 O|6aHKy 10 3aKiHUeHHA  |OaHKY /IO 3aKiHYCHHS y 0aHKy 710 3aKiHUEHHS
KOHTPAKTY? KOHTPAKTY KOHTPAKTY.
TABJINLA 9

B’ KUBAHHSA IEPOEKTHO-TPUBAJINX YACIB

Bumnanku BxuBaHHSI [Tpukmanu ITepexian
1. TpuBana fis, 1m0 BinOyBa€eThCs B I have been A mpairroro 3 gecaToi
TCTEPIIIHIN MOMEHT, IIPH LIBOMY working since ten |roguHm.

BKa3YEThCA MEPioJ] 4acy, MpOTATOM o’clock.

SIKOTO B110YBa€ThCS Jisl.

(Ha yxpaiHChKY MOBY IEpEKIaIa€ThCSI

TETEPINTHIM YacoM).

2. TpuBana mis, 1o moyanacs B Munyio- |Although the sun  |Xoua cBituth conire,
My 1 3aKiHUy€eThCs Oe3mocepeaano mepe|shining it is still  |Bce me xomoaHO, 60

MOMCHTOM MOBJICHHSI.
(Ha ykpaiHCbKY MOBY TEpeKIa aeThCsl
JIECTIOBOM MHUHYJIOTO Yacy).

cold as it has been

raining hard.

WIIOB CHJILHUI JIOIII.

3. TpuBana MuHyma ais, M0 BigOyBagach
B MOMEHT MOYaTKY IHIIIOT MUHYJIOT i 3
BKa31BKOIO Ha T€, SIK JOBI'O BOHA
BiI0yBaJIach.

| had been
working for two
hours, when my
brother came.

S BxKe mpaltoBaB JiBi
TOIMHU, KOJIU
MPUIAIIIOB Mili Opar.

4. TpuBana MuUHyma Jdis, M0 3aKIHIUIACH
Oe3rmocepeHbO TIepes] MOMESHTOM
MOYaTKy 1HIOT MUHYJIOT Mii.

He felt tired as he
had been playing

foot-wall for
several hours.

Bin BiguyBaB BTOMY,
00 BIH I'paB y
byTOO0a IpOTITOM
KUIbKOX TOAMH.
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5. TpuBayia MaifiOyTHS Jisl, 110 | shall begin to S mouny mpartoBaTH
MOYHETHCS paHimie iHmoi MaiOyTHproi  |WOrk at ten 0 JIECATINA TOIMHI

aii (abo MOMeHTY) 1 Bce 11e Oyne o’clock in the panky. Komnu Bu
BiIOyBaTHUCs, KOJIM MOYHEThCS 11 iss.  |morning. When  [moBepHeTtech

(Llst popma BxHMBa€eThCs Ayke piako).  |you return home at |[mogomy o 1’ siTiid
five o’clock. 1 rOJuHI, 51 Oyay BKe
shall have been  |mpamtoBatu cim
working for seven |roauH.

hours.

Exercises

1.  Circle the correct word or phrase.

1. | think I've heard / been hearing that song before.

2 They haven't arrived / been arriving yet, but they should be here soon.

3. You've written / been writing that e-mail for over an hour. How long is
it going to take you?

4, Have you talked / been talking on the phone since eight o'clock?

5. Jo has already invited / been inviting Shirley to dinner.

6. I've read / been reading an interview with Brad Pitt, but | haven't
finished it yet.

7. Have the boys played / been playing computer games since this

morning?

2. Complete using the correct past perfect simple form of the

verbs in brackets.

1. Bythetime | arrived, BVEIYONE .......ccccocvvivivveiiiee e (leave)!

2. STEVE .ooeieeece e (already / see) the film, so he didn't
come with us to the cinema.

3. TINA (oo (not / finish) doing the housework
by seven o'clock, so she called Andrea to tell her she would be late.

A, (you / just / speak) to Billy when I rang?
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5. The car broke down just after ........cccccovveviiiviniiniecnee e, (we / set
off).

6. | didn't eat anything at the party DECAUSE .........ccccocvviiviriiriieiiieieeiee e
(1 / already / eat) at home.

1 ————— (you / hear) about the accident before you

saw iton TV?

3.  Write sentences using the prompts. One of the verbs must

be in the past perfect simple.
1. we/just/ hear/the news /when/you/ring

REVIEW PASSIVE TENSES

[lacuBHMIA cTaH BXXMBAETHCS TOJi, KOJU B IIEHTPl yBaru CHIBPO3SMOBHUKIB €
ocoba abo mpenmer, Ha ski crnpsMoBaHa fisi (00°exT mii). CyO’ekT Aii mpu MbOMY
3/1e0LTBIIIOTO HE BKA3YETHCS.

VYci yacoBi (opMH TACHBHOTO CTaHy B AHTIIIHMCHKIA MOB1 YTBOPIOIOTHCS 3
BIIMOBIHUX YaciB JOMOMDKHOTO AlecioBa t0 be Ta mienpukMeTHHKAa MUHYJIOTO Yacy

OCHOBHOT'O J1€CJIOBA.

113



Yacosi (bOpMI/I MMaCUBHOTO CTAaHY BIKHMBAIOTLCA 3da THMH CaMHUMH IIpaBUJIAMMU,

10 ¥ BIAMOBIHI YaCHU aKTUBHOTO CTaHY.

B macuBHOMY cTaH1 BXKHUBaIOThCS 4OTHpU yacoBl ¢popmu rpynu Indefinite, nBi

yacosi popmu rpynu Continuous, Ta 4oTHpHu yacoBi ¢popmu rpymnu Perfect.

TABJIALA 1
YACHU TIACUBHOI'O CTAHY
Future
Present Past Future _
in the Past
. o _ It will be It would be
Indefinite It is written It was written _ _
written written
_ It is being It was being
Continuous ) ) — —
written written
It has been It had been It will have It would have
Perfect _ _ _ _
written written been written  [been written

VY nurtaneHiA GopMi JOTIOMDKHE TIECIIOBO CTABUTHLCS MEPE/ MiIMETOM.

V 3anepeuHiit popmi yacTka NOt CTaBUTHCS MICHSI TOMOMIKHOTO CIIOBA.

TABJINLA 2
[MutansHa hopma 3anepeuyna ¢popma
o Where was this book published? [He was not sent there.
Indefinite 5
Jle Oyna BumaHa 115 KHMKKA? Horo He mocnanu Tyu.
_ Is the bridge being built now? The letter is not being typed now.
Continuous .
Yu OyayeThcst MicT 3apas? JIucT He npyKyeThCs 3apas.
Has the telegram been sent? The house has not yet been built.
Perfect
Tenerpamy Biziciano? JiM e He 30y10BaHO.
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TABJIMIIA 3

HEPEKJIAJ PEYEHD 3 AI€ECJI0BOM Y TACUBHOMY CTAHI

[Ipukian

Crnocib nepexnamy

ITepexian

1. The text-books will

be sold tomorrow.

Jli€CTTOBOM 3 4acTKOIO -Cs

(cp).

[TigpyyHuky npoaBaTu-

MYThCS 3aBTpa.

2. The goods were
delivered to customers

last week.

3a JOIIOMOTI'OIO IIiCCJIOBa

OyTH.

ToBapu Oys10 MOCTaBIECHO
MOKYTIISIM MUHYJIOTO

THUXKHA

5. She had not been

seen.

JlieCTOBOM B aKTHBHOMY
€TaHl B HEO3HAYCHO-

0COOOBUX PEUYCHHSIX.

I1 He Oauwnn.

4. They were invited by

my friend

JliecioBOM B aKTUBHOMY
CTaHl, SIKIIO B peYCHHI

BKa3aHO Cy0’ €KT Aii.

Ix 3ampocus wmiit apyr.

TABJINLA 4

JIECJIOBA, ITIICJIA AKUX ITPU B’ KUBAHHI
Y HACUBHOMY CTAHI 3BEPITAETHCS IPUHUMEHHUK

to laugh at

to sent for

to listen to

to account for

to agree upon

to arrive at

to comment on (upon)
to depend, on

to speak of (about)

to insist on

to interfere with
to look after

to look at

to object to

to provide for
to refer to

to rely on

to wait for

to take care of

to lose sight of

to catch hold of
to take note(s) of
to take recourse to
to pay attention to
to put an and to

to find fault with

to shake hands with
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The doctor was sent for — Bukiukanu nikapsi.
The event is much spoken about — TlIpo 1to mofito 6arato rOBOPSITH.

No attention was paid to his remark. — Ha #ioro 3ayBakeHHsI HE 3BEpHYJIHU

yBaru.

TABJIMIISA 5

AIECJIIOBA, 3 AKUMHA Y NACUBHUX KOHCTPYKHIAX
TIJABKHU NMPAMUM TIOJATOK MOJKE CTATH IIJIMETOM PEUEHHSA

to explain to sell
to dictate to sing
to suggest to describe
to announce to repeat
to declare to prove
to buy to point

The rule was explained to us — Ham mosicHuUIH mpaBriIo

The letter was dictated to the secretary over the phone — Jluct npoaukryBamu

ceKkpeTapro 1o teiaedony.

TABJIMIIA 6

MNACUBHUI CTAH 3 MOJAJIbHUMMU JI€ECJTOBAMU

MopganbpHe
_ [Tpukman ITepexian
J€CITOBO
must o Hama po6ora noBuHHa OyTH
Our work must be finished as
can _ 3aKIHYEHA SIKOMOTA IIBUIIIE.
soon as possible.
ought to [{r0 KHUTY MO>KHA KYTTUTH B
This book can be bought in any
to be to Oy/Ib-IKOMY MarasuHi.
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bookshop. CTatTIO CITiJ] IePEKIACTH

This article ought to be HETaiHo.

translated at once. ToBapu noBuHHI OyTH
The goods are to be delivered by |moctaBneHi 10 KiHIIsT MiCSIIS.

the end of the month.

Exercises

1. Complete using the correct passive form of the verbs in

brackets.

1. When people (arrest), they
................................................ (take) to the police station.

2. MilK oo, (usually / keep) in the fridge.

B ——————— (we / tell) what's in next week's test?

4, How did people communicate over long distances before the phone

................................................ (invent)?

D ————— (you / allow) to come to the party next
Saturday?

B. YOU i (give) your exam results next
Monday.

1 ———— (Aidan’s bike / find) yesterday?

2. Complete each second sentence using the word given, so
that it has a similar meaning to the first sentence. Write between two

and five words.
1. Will they send the letters first class? sent
WIIL L first class?
2. I'm not sure if they eat pizza in  China. IS

I'M NOT SUIE BT e, in China.



3. Someone told me that they don't make cars in the UK anymore. made
Someone told Me that .........ccoouviii i in the UK
anymore.

4, Do they wusually feed the animals three times a day? fed
AATE o three times a day?

5. Mr Jones is ill, so he won't give us a geography test today! be

Mr JONES 1S T, SO wevvevieiciie i a geography
test today!

6. Did they take her to hospital in an ambulance? she
WS e to hospital in an
ambulance?

3. Complete using by or with.

1. That book was written .............ccceevenee. my uncle!

2. Are the best photos usually taken ...........ccccceeeeee. digital cameras?

3. Thatsong has been sung ..........cccceeveennnn, lots of famous singers.

4, Is your hair cut ..........ccoeevvieneenn, a professional hairdresser?

5. Should the paper be cut ........c..cceeevreneen, a pair of scissors?

6.  Allthe candles had been lit .............ccccue. the same match,

7. The film isn't going to be directed ........c.ccccvvveennee Steven Spielberg

after all.

4. Complete each second sentence so that it has a similar

meaning to the first sentence. Write no more than four words.
1. | think John has taken my jacket.
| think my Jacket ........ooovviiii John.
2. You should cook the chicken for at least an hour.
The ChiCKEN ... for at least an hour.

3. They're showing that film at the cinema in town.
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That film .o at the cinema in town.
4, They hadn't invented digital cameras when we took that photo.

Digital CAMEIAS ......ooiveeiiiiciicie s when that photo
was taken.

5. When | got there, Carly was doing the ironing, so I didn't have to do it!
When | got there, the ironing .......cccccoeeevvievievieciiecien, Carly, so | didn't have
to do it!

6. They were using hot soapy water to wash all the cars.

AlLTNE CAIS ..o e hot soapy water.

5. Complete using the correct passive form of the verbs in brackets.

1. The Earth ..................... (hold) by the gravity of the Sun and orbits
around it.

2.  The first feature-length comedy film .............. (create) by Charlie
Chaplin.

3 The award for best video .............. (present) later this evening.

4 By the time you read this, I ............. (arrest) for murder.

5. | don't know whether our tests ................ (mark) yet or not.

6 Radio waves .......... (discover) by Marconi.

7 You wouldn't think it to look at him now,but Jack .................... (bully)

when he was at school.
8. Your application ............ (consider) and we will let you know as soon as

we've made a decision.

Q. The roof of the car can ....... (lower) by pressing this button here.

10. Ourtent................. (blow) over in the night by the wind.

11.  Chess.......... (play) for around two thousand years now.

12.  Two men ........... (question) at this moment by police in connection

with the burglary.

6. Rewrite using the phrase given.
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1.  They have been building the new road for a long time now. (under
construction)
2. They had been training the horse for the race for over a year. (in

training)

4, They had been observing the criminal for the past two weeks. (under

observation)

6.  They have been developing the Cyborg D423 robot for over ten years.

(in development)

SEQUENCE OF TENSES

Konm nmiecnoBo-pUCyOK TOJIOBHOTO PEUYEHHS BHUPAXa€ IO CTOCOBHO
TENEePIHbOr0 a00 MaWOYTHBHOTO HacCy, MIECIOBO-TIPUCYIOK MIAPSIAHOTO PEUCHHS
MOK€ BXKMBATHUCh y OyIb-IKOMY 4aci, 3aJIe)KHO BiJl 3MICTY.

SIKmo K MPUCYNOK TOJIOBHOTO PEYCHHS B AHIJIMCHKIM MOBI BHpaM)eHUH
TIECIIOBOM B OJHOMY 3 MHUHYJIWX 4YaciB, TO B MIAPSAHOMY PEUYEHHI 1 JIECIOBO-
MPUCY/IOK, K MPABWIIO, Ma€ OyTH B OJTHOMY 3 MUHYJIHMX YaciB abo B MailOyTHROMY 3

TOYKH 30Py MUHYJIOTO.
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TABJULS 1

3MIHA YACIB B III APAJHOMY JOJATKOBOMY

PEYEHHI BIAITIOBIZIHO 10 Y3I'OIXKXEHHS YACIB

Present Indefinite

Past Indefinite

The manager is sure that she

speaks English fluently

KepiBHUK BIIEBHEHMI, 10 BOHA

BUIBHO PO3MOBJISIE AHIIIHCHKOIO.

The manager was sure that she

spoke English fluently.

KepiBHuk OyB BeBHEHUH, 1110 BO-

Ha BUJILHO PO3MOBJISIE AHTIITHCHKOIO.

Present Continuous

Past Continuous

Everybody knows that she is

preparing the Balance sheet.

Bci 3Har0TB, 1110 BOHA TOTYE

OaJIaHCOBUIA 3BIT.

Everybody knew that she was
preparing the Balance sheet.
Bci 3nanu, mo BoHa roTye

OaJIaHCOBU 3BIT.

Jist miapsiIHOTO peYeHHS B1I0YBAETHCSA OJTHOYACHO

3 JII€I0 TOJIOBHOT'O

Present Perfect Continuous

Past Perfect Continuous

We think that they have been
discussing the terms of payment

since morning.

Mu rajgaemo, 1110 BOHH 00r0BO-

PIOIOTh YMOBH IUIATEXKY 3 PAHKY.

We thought that they had been
discussing the terms of payment

since morning.

Mu raganu, 110 BOHU OOTOBOPIOIOTH |.

YMOBH IUIATEXKY 3 PAHKY.

Jist miapsiIHOTO PEYCHHS

BiI0YBa€THCSA OJJHOYACHO 3 JIIEI0

T'OJIOBHOI'O
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Present Perfect

Past Perfect

The sellers hope that the
customers have discussed this

problem.

[Iponagiii crnoiBatoThCs, 110
3aMOBHUKH BXKE 0OTOBOPHUIIH 1€

ITMTaHHA.

The sellers hoped that the customers

had discussed that problem.

[Iponasii coaiBaiucs, 1o 3a-

MOBHHKHU O6FOBOpI/IJ'II/I TC IINTaAHHA.

R
=R =
S
.. g
Past Indefinite Past Perfect 2 8
s £
" . o .z
She says that she looked for a job [She said that she bad looked for a = ‘B
. . " w
last week. job the previous week. Ef 2
= 2
Bona rooputs, 1o mykana po- |BoHa ckazana, 1o mnrykaia poooTy -;5( 2
60Ty MHUHYJIOTO THKHA. MUHYJIOTO THIKHA.
Past Continuous Past Perfect Continuous
He states that his firm was He stated that his firm had been
producing new equipment. producing new equipment.
Bin cTBepmkye, mo #oro ¢pipmMa  |BiH cTBepaKyBaB, 110 Horo dgipMa
BUT'OTOBIJIAJIa HOBE 06J'IaI[HaHH$[. BUTOTOBIJIsAJIAa HOBE O6J'Ia,Z[HaHH5I.
Future Indefinite Future Indefinite in the Past
=
We hope that they will make an  |We hoped that they would make an % %
: : : : = =
appointment with customers. appointment with customers. 2 3 B8
o E &
° B P
. : e 2B =
Mmu criog1BaEMOCH, 1110 BOHH Mmu criogiBanucs, M0 BOHU E 2 =
xR
. . : : o 5 2
MPU3HAYaATh 3yCTPIY 3 KIIIEHTAMH. |IPU3HAYaTh 3yCTP1Y 3 KIlEHTaMu. |2 '/m g
= &
= =

Future Continuous

Future Continuous in the Past
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The secretary thinks that the
director will be receiving foreign
businessmen at that time

tomorrow.

Cexkperapka ymMae, 1o JUPEKTOp
OyJne npuiMaT 1HO3EMHUX

O13HEeCMEHIB 3aBTpa B I Jac.

The secretary thought that the
director would be receiving foreign
businessmen at that time the next
day.

Cexkperapka nqymana, 1o JAPEKTOp
Oyne nmpuiMaT 1IHO3EMHHX
O13HECMEHIB HACTYITHOTO JHS Y

TaKWUHU 4ac.

Future Perfect

Future Perfect in the Past

They are glad that our
representatives will have finished
the talks by the end of the week.

Bonu pani, o Harri
peJACTaBHUKHU 3aKIHUATh

IIeperoBopu 10 KiHlI}I THKHS.

They were glad that our re-
presentatives would have finished
the talks by the end of the week.

Bonu 6ynu pani, uio Haiii npes-
CTaBHMKH 3aKIHYaTh IEPETOBOPHU 110

KIHIISA TAKHS.

TABJIHNIA 2

3SMIHA ®OPM MOJAJIBHUX AI€CJIIB ITPH Y3I'OKEHHI YACIB

PRESENT PAST
can could
may might
must must (had to)
should should
ought to ought to
TABJIMIISA 3
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3MIHA OBCTABHUH YACY TA MICIIA

here (TyT)

this (e, 1, 11e)
these (111)

now (3apas)
today (crorommi)

yesterday (B4uopa)

a year ago (pik Tomy)

last week (na MuHyIOMY THOKHI)
tonight (ceoroHi BBeuepi)

in (uepe3)

tomorrow (3aBTpa)

the day after tomorrow (micis
3aBTpa)

the day before yesterday (mo3aBuopa)

there (Tam)

that (roii, Ta, Te)

those (i)

then / at that moment (tozi, B To yac)
that day (toro aHs)

the day before / the previous day
(nanepeo/1H1)

a year before (pokoM pasniliie; 3a pik mepes
THM)

the previous week (3a TiXKaEeHb 10, HA
HOIIEPEHBOMY THIKH])

that night (Toro Beuopa)

later (o Tomy)

the next day (macTymHOro JHS)

two days later (1Ba aHi 10 TOMY)

two days before (3a 1Ba qHi TO TOIO)
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TABJULS 4

NIECJIOBA MOBHOI ABO PO3YMOBOI JISIJIBHOCTI,
MICJA AKX Y NIIPSITHOMY JOJATKOBOMY PEYEHHI
BIZIBYBAETHCS Y3IOJ’KEHHSI YACIB

to be afraid to inform

to be glad to imagine

to be proud to know

to be sure to learn

to be surprised to order

to ask to promise

to believe to realise

to command to say

to expect to remind

to explain to state

to hope to tell

to express to think

to understand Ta iHII
Exercises

5.  Complete sentences using the words and phrases given:
his, their, them, there, before, that night, the day before, the next day
1. “I'm seeing Simon tomorrow,” Mary said.

Mary said she was seeing SImoN ........ccccceevvieeiie i :

2. “We moved into the area two years ago,” Bella said.

Bella said they had moved into the area two years .............ccceceuveen. :

3. “Our teacher is giving us a test!” said Michelle.

Michelle said their teacher was giving ..........cccovvevvinieiniecie e, a test.
4, “My dad gave me fifty pounds!” said Neil.

Neil said ....ocovevieiiiie e, dad had given him fifty pounds.



5. “I scored a great goal yesterday,” Marina said.

Marina said she had scored a great goal ...........cccoevveviiciiniin i :
6.  “We saw our cousin at the fair,” said Ben.

Ben said they had Seen ..........ccccovvveiiie e cousin at the fair.
7. “I left my wallet here,” Frank said.

Frank said he had left hiswallet .............cccooeviiiiiec :

8. “I'll sleep well tonight!” said Arnie.

Arnie said he would sleep well .........ccovevieei e, :

6. Complete each second sentence using the word given, so

that it has a similar meaning to the first sentence. Write between two

and five words.

1. “I'm going to bake a cake,” said Mum. she
MUM SR ..o e to bake a cake.

2. “Richard has passed his driving test,” Andy said. passed
ANAY SAIA ..o his driving test.

3. “We're staying in tonight to watch TV,” Jim said. that
JIMSAIA thEY ..o to watch TV.

4. “I'm thinking of going on a diet,” said George. he
GEOrge SAIA ...veeviecie e of going on a
diet.

5. “My sister lived in Ukraine for a vyear,” Carol said. lived
Carol SaId .....cccoeiiiii in Ukraine for a
year.

6. “I went snowboarding last year,” Jill said. year
JISAId SN ..o before.

7. “I'l call you  tomorrow,” Karl said to me. next

Karl Said Ne ....c.oooieiiie i day.
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8. “We're flying home next  week,”  said Arthur. the

Arthur Said they .......ooiiiic e s week.
7. Complete using the correct form of the verb in brackets.
1. Stewart said he ......... (not / want) any dessert as he was full.
2. Derek said that he and Belinda ............. (see) Adam recently.
3. When Icalled, Susie said she .................. (give) the dog a bath so she

asked me to phone back in half an hour.

4. Marcus said he ................. (try) to find a flat for ages before he
finallyfound one he liked.

5. Debbie says she ........ (decide) to quit her job but Idon't believe her.

6. Our English teacher said that Shakespeare ................. (be) probably the
greatest writer in the English language ever.

7. Richard said he and Patricia ............cccccve.ee. (be going to) invite her
parents for the weekend, butl don't know if they went or not.

8. Charlotte said last night that she really .............. (love) me, even if she

doesn't always show it.

9. Ollie said to Linda that he .........c..cccevenee. (ask) me to be his best man
on Mondav but in fact he asked Grant.

10. Pete told Francis he ........... (bring up) by his grandparents but in fact he
hadn't at all.

8.  Rewrite as direct questions.
1. She asked me why | was thinking of quitting the gym.

..........................................................................................

..........................................................................................

..........................................................................................



4, | asked them when they had last been on holiday.

REPORTED SPEECH

TABJULA 1

[Ipsstma moBa Henpsima moBa

Haka3oBi peueHHs Ta IpOXaHHS

to say to smb. to advise smb. (that)

to tell smb. (that)

to ask smb. (that)

to command smb. (that)
to order smb. (that)

She said to him: «Please, She asked him to fill in a form.
fill in a form»,
Bona cka3zana tomy: «bynp-nacka, |BonHa monmpocuna HOro 3anoBHUTH
3aIIOBHITH OJIaHK. OJaHK.

The manager said to his secretary: The manager told his secretary to look

«Look through the mail». through the mail.
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KepiBHuK cka3aB cBOill cekpeTapiii:

«IlepernaHbTe KOPECTIOHACHIIIION.

The manager said to his assistant:
«Don’t go therey.
KepiBHUK CKa3aB cBOEMY

nmoMiuyHUKOBI: «He xomiTh Tynmn»

KepiBHuUK 3BeiB (Haka3aB) CBOill CEK-

peTapili NeperisHyTH KOPECTIOHICHITIIO.

The manager ordered his assistant not to
go there.
KepiBHHK Haka3aB CBOEMY MMOMIYHUKOBI

HC XOIUTH TyOu.

TABJULS 2

Po3noBigHi peyeHHs

to say

to say that
to tell smb. that

The buyers said: «Your prices are
very high».

[Toxyrmi ckazanu: «Barri iU 1yXKe
BHCOK1».

The director said: «We can’t accept
your prices».

Jupexrop ckazas: «Mu HE MOKEMO
IMOTOAUTHCS HA Ballll IIIHWY.

This assistant said: «I met the
delegation yesterday».

[TomiuamK ckazaB: «Sl BUOpa 3ycTpiB
JIeJIeTalliio.

They said: «We will sign the contract

tomorrow».

Bouwu ckazanu: «Mu migmmumniemMo

KOHTPAKT 3aBTPay.

The buyers said that our prices were
very high.

[Toxymi ckaszanm, 1Mo Halli IHA TyKe
BHCOKI.

The director said (told us) that they
couldn’t accept our prices.

JlupekTop cka3as, 10 BOHU HE MOXYTh
[IOTOAUTHCS Ha HAIII I[1HH.

The assistant said that he had met the
delegation the day before.

[TomiyHMK CKa3aB, IO HANEPEO0/IHI BiH
3YCTpIB JIeJICTallifo.

They said that they would sign the

contract the next day.

Bonu ckazanu, 110 minuiryTb KOHTPAKT

HAaCTYIIHOI'O JTHA.
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TABJIMIIA 3

3arajibHl NUTAHHS

to ask (smb.)

to ask (smb.)

to be interested to know
to wonder if
to want to know whether

would like to know

He asked me: «Have you receiv-ed

our catalogues?»

Bin 3anuTaB Mene: «Bu otpu-manu
HAaIIll KaTaJIoTh.

They asked: «Are you heavy wit
orders now?»

Bonwu 3anurtamu: «Y Bac 6arato
3aMOBJICHb 3apa3?

He asked: «Did your goods meet
buyers requirements?»

Bin 3anmTaB: «Barmri ToBapu
32/I0BOJIGHUJIA BUMOTH TTOKYTIITiB?»

The customer asked: «Can we get a
small discount?».

3aMOBHHUK 3anuTaB: «MHU MOKEMO

OTPUMATHU HEBEJIUKY 3HUKKY?»

We asked the Buyers: «Will you
agree to such delivery terms?»
Mu 3anuTanu MOKYIIiB:

«Bu nmoroauTeck Ha Taki yMOBH

He asked me if (whether) | had
received their catalogues?
Bin 3anuTaB, uu s oTpuMaB ix

KaTaJIOTH.

They wondered if (whether) we were
heavy with orders then.

Bonu nomikaBuimcs, 9yu y Hac 6arato
3aMOBJICHb.

He asked if (whether) our goods had
met buyers requirements.

Bin 3anmTaB, uu HaIi ToBapu
3aJ0BOJIbHUIIN BUMOT' HOKYHI_[iB.

The customer asked if (whether) they
could get a small discount.

3aMOBHUK 3alluTaB, Y1 BOHU MOXKYTb
OTPHUMATHU HCBCIINKY 3HHUKKY.

We asked the buyers if (whether) they
would agree to such delivery terms.

Mu 3anuTany MOKyMIliB, YU

oroasiaTbeCA BOHHU Ha Takl1 YMOBH
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DOCTAaYaHHA?»

IHoCTa4YaHHA.

TABJULS 4

3anuTanbHi peYCHHS CeliabH1 TUTaHHS

to ask (smb.)

to ask (smb.) who, which
to wonder whose, when
to want to know why, what

would like to know how many (much)

to be interested to know  |how long

The buyer asked the seller:
«What discount can you give
us?»

[Toxynenp 3anuTaB MpoJIaB-
s: «SIKy 3HHKKY BU MOXKETE
HaM JaTu?»

He asked: «Who is the
owner of this firm?»

Bin 3anuraB: «XTO BIIACHUK
i€l pipMu?»

They asked: «When will we
receive our order?».

Bonu 3anutamu: «Koau Mmu
OTPUMAEMO HalIe

3aMOBJICHH.

The buyer asked the seller what discount he

could give him.

[Toxynens 3anuTaB IpOAABLs, SIKY 3HUKKY

BIH MOXKE HOMY JIaTH.

He asked who was the owner of that firm.
(He asked who the owner of that firm was.)

Bin 3anuTaB, XT0 BIacHUK Ti€i hipMu.

They wondered when they would receive their
order.
Bonu HOI_[iKaBI/IJII/ICH, KOO BOHH OTPHUMAIOTh

CBO€ 3aMOBJICHH:.
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We asked: «Why did you
make a contract with this
company?».

Mu 3anurtanu: «Homy Bu
YKJIaJId KOHTPAKT 3 LI€I0

KOMITAHIE0?».

We asked why they had made a contract with

that company.

Mu 3alrTalii, YOMY BOHHU YKJIAJIW KOHTPAKT 3

TIEF0 KOMITAHIEIO.

Exercises

4. Complete each second sentence so that it has a similar

meaning to the first sen

tence. Write between two and five words.

1. “When did your brother join the army?” Rudy asked me.

RUAY @SKEA ME ...t the army.
2. “How was your trip to Turkey?” | asked Katherine.
| asked Kathering NOW ..o been.

3. “How will we find your keys in the dark?” Ashley asked Susie.

dark.

the park.

AShley aSKed SUSIE .......coovveiicie e e keys in the
4, “Why was Rob on TV?” Denise asked me.

DeNiSe aSKEA M ....c.uviiiiiiiiiiie e e onTV.

5. “Who saw you at the park?” the police officer asked me.

The police officer asked Me ... at
6. “Who did you see at the park?” the police officer asked me.

The police officer asked Me ........coooveeiiiiiiie e e at

the park.

5. Write one word in each gap.

1. “Will you be at

Richard asked me if |

the party?” Richard asked me.
................................................ be at the party.



2. “May I ask you a few questions?” the woman asked Ted.

The woman asked Ted if she ..o, ask him a few
guestions.

3. “Can we go to the zoo tomorrow?”” Jane asked her father.

Jane asked her father if they ........ccooovviiiiiiiie i, go to the zoo the

following day.

4, “Shall I study maths or English?” Sally asked her best friend.

Sally asked her best friend whether she ..., study
maths or English.

5. “Can you write with your left hand?” Val asked me.

Val asked me whether | ..o, write with my left hand.
6. “Shall we play tennis or volleyball?”” Debbie asked her sister.

Debbie asked her sister if they .......cccccoeveviiiiciicic e, play tennis or
volleyball.

7. “May | leave the table?” Samantha asked her parents.

Samantha asked her parents if She ..o leave the
table.

8. “Will our bus leave on time?” Mum asked the driver.

Mum asked the driver whether our BUS .........cccevviiiiiiiiiin e, leave on
time.

6. Complete each second sentence using the word given, so
that it has a similar meaning to the first sentence. Write between two

and five words.
1. “I'm going to bake a cake,” said Mum. she
MUM SAIA ..o e to bake a cake.
2. “Richard has passed his driving test,” Andy said. passed
ANAY SAU ... his driving test.
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3. “We're staying in tonight to watch TV,” Jim said. that
JIM SAIA theY .o to watch TV.

4. “I'm thinking of going on a diet,” said George. he
GROIgE SAIA ..vvveiiecie et of going on a
diet.

5. “My sister lived in Ukraine for a vyear,” Carol said. lived
Carol S ....ocoveiie e in Ukraine for a
year.

6. “I went snowboarding last year,” Jill said. year
JUESAIA SNE .o before.

7. ' call you tomorrow,” Karl said to me. next
Karl Said Ne ....c.oocieiiie e day.

8. “We're flying home next  week,”  said Arthur. the
Arthur Said they .......oocviiie e e week.

7. Rewrite as reported questions, beginning with the words

given.

1.  'Have you had your ear pierced?'

My mumaskedme if ...

2.  “CanI meet you there at six o'clock tonight, Doug?”

Julian wanted to know whether ........................l

3.  “Are you still moving to Blackpool next week?”

Fiona asked Rod and Jenny whether ............cccccoviiviiii i,

4, “Does Graham have to wear a suit to work?”

I asked Mrs Daley if Graham ............................

5.  “Do you want someone to feed your cat while you're away?” Jan asked

me if . ...

6.  “Can you guess what I've given Lindsay for her birthday?” Daisy asked

Wendyif ...



1.

8.

Adrian wondered whether

9.

“Do you love me or not, Gloria?”

Fred asked Gloria whether

“Will Simon be coming to the party tomorrow night?”

“Tell me if you were anywhere near 34 Aylesford Street last night!”

The police officer demanded to know whether Sykes ....................

MODAL VERBS
TABJINIIA 1
YACOBI ®OPMHU MOJAJIBHUX J1€CJIIB
TA HOI'O EKBIBAJIEHTIB
Mopanshe aiecnoo | TenepimHiii yac | Munynuii yac | MaiOyTHIHN Hac
can ;?Q could
to be able to moxy, ic was, were able |will be able to
YMII0, CIIPOMOXXHUH are to
TABJINLA 2
MopansHe CraepiKyBaibHa 3anuranbHa popma | 3amepeuna popma
JECITIOBO dbopma p p P
Can 1< | can (am'able to) do Can I do it? I can not (can’t) do it.
tobe able | @ it Yu Moxy 5 1e S He MOXYy 11€
to S| S moxy 3pobutn yan y i
a e 3poouTn? 3poOuUTH.
it?
I could (was able to) Could I'do it /_Was I I couldn’tdoit. /
47 . able to do it? , :
S doit. : I wasn’t able to do it.
- A 3mir 3po0uTH 1€ i 3Mir 4 e S He 3mir 3po0uTH 11€
p ' 3poouTu? P '
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© | will be able to do | Will | be able to do | I will not (won’t) be
5 It. it? able to do it.
T | ‘1 3Moxy 3pobutn | Un 3MOXKy 51 3podutH | S He 3MOKY 3poOuTH
1. ne? 1e.
TABJINLIA 3
do Present
Hemoxe Can (could) + Inf be doing
have done
have been doing Past
do Present
He moxe be doing
b b +
GyTH, 106 Can’t (couldn’t) + Inf have done
have been doing Past
TABJINLA 4
3navueHHs | Tun peuennsi| IH}iHITHB [Tpukinan Ilepexnan
L. 3HaT.HICTB’ Oynb-aKkui | HerepdexT. I can swim 51 BMIIO MJ1aBaTH.
YMIHHS
CTBEPJIK. You can go now.| MoxeTte UTH.
2. Jlo3Bin nenepdekr. | Can | take the | MoskHa B3sITH 1110
MUTAIbHE book? KHHTY
Yon can’t play | Ha Bynwui ve
3. 3abopona | 3amepeune | Hemepdekr. | football inthe | mosxna rpatm 'y
street byTo0II.
4. TlpoxanHsa | TUTaIbHE | HEMEP(DEKT. Can- | have your | Jaiire, Oynw nac-
dictionary? Ka, CJIOBHHK.
SATeDEHHe It can’t be true. | He moxe OyTH,
5. CymHiB, P 06 e Oyio
31MBYBaHHS, OyIb-sIKHit MPABJIOLO.
HEBipa Can he know | Hesxe BiH 3Ha€
TUTATHHE
Japanese? STIOHCBKY MOBY?
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TABJIMIISA 5

MopaaabpHe OIECIOBO

TenepimHiii yac

Munynuit yac

MaiibyTHiii yac

may _may might / shall / will be +
to be allowed to |am/is/are allowed| was/were +
: allowed to
MaTH JI03B1LI to to allowed
TABJINIIS 6
Mpz]anLHe CrBepaxxyBasibHA [InranbHa 3anepeuna hopma
JIECTIOBO dbopma dbopma
May You may come in. May | come in? You, may not
(mo3Bi) (mayn’t) come in.
He moske be there
oyru, - Present
: be waiting
MOJKJTHBO He may/might + Inf
: have left
(CyMHIB, : Past
NG have been sleeping
IMOBIPHICTB)
TABJIMLSA 7
MAY
3HavueHHs ..
— Tun peuennsi| I[udiniTuB [Ipuknan Ilepexnan
: Yqu may 9o Moxenr wtu 3
1. Jo3Bin CTBep/UK. | Hemepdekr. | with whom
. KHM XOYell.
you will.
HTaLHe May I help Jlo3BONIBTE BaM
you? JIOTIOMOT TH.
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You may not | He MoxHa croau
2. 3abopona 3anepeyHe | Hemep(ekT.
come here. HPUXO/IUTH.
CTBEPJIK. . | They may not | MoxJI1BO, BOHH
3. IlpunynieHHs P OyIb-sKui y may .
3arepeydHe have arrived HE TpHUixau.
TABJIAIIA 8
MIGHT
3HauYCHHS ..
T I IT IT
— un peueHdst | [ndiniTuB pUKIan epekia
1. 3rigHO .
- a]ima HiTOsHe She said that he | Bona cka3ana, mo
P ApAn Ooynp-sxuii | might take her | BiH Mmoske B3siTH Ti
Y3TO/KEHHS | JI0JaTKOBE
: book. KHUTY.
JaciB
However hard Sk Ou BiH He
2. B ckmagHo- : he might try, he | crapascs, Bin
: HigpsiaHe ol .
AP IHIX oynp-sxuii | Will never be at | wikonu He Oyme
JIOMyCTOBE
PCUEHHAX the head of the | mepmum cTynen-
group. TOM.
I gave himm y ,
) g . y 51 naB iomy cBOi
migpsiaHe . | exercises so that )
. OyIb-sKui . BIIPaBH, 1100 BiH
i he might correct X [EDEBIOHE
them. PEPIpHE.
3. Hoxki . | Youmightbe | Twu mir Ou Oytu
Jloxip, CTBEPIK. Oyab-sKUi gnt 1 OYT
HECXBaJICHHS more attentive. YBaKHIIINM.
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TABJIMIISA 9

MUST

MopaaabpHe OIECIOBO

TenepiuHiii yac

Munynuit yac

MaiibyTHii yac

must, have to must, have / has to had to bl
OBUHEH, Tpeba Wil have to
HEOOX1IHO
TABJINIA 10
MUST
MopanbHe CrBepmxyBasibHa | IIuTanpHa 3anepedHa
JIECTIOBO dbopma dbopma dopma
must | must Must | I must not (mustn’t)
TABJINIA 11
3HavYeHHS Tun [adiniTHB [Tpukia [Tepekia
peUeHHs p A p A
1. O6op’s- I must go. Must | Mesni Tpeba HTH.
CTBEPIIK., we come to the | Yu Tpeba Ham mpu-
30K, HE0O- HenepQexT. . :
. MUTAIbHE university XOJIUTH J0 yHIBEp-
X1THICTB
tomorrow? CUTETY 3aBTpa?
You must not | VY yuranbHOMY 3aii
2. 3abopona | 3ameped. | Hemepdekr. |talk aloud inthe | He no3BonseThCs
reading-hall. |roxocHo po3moBsATH.
3. [Mpumy- . | He must have Bin, HameBHO,
CTBEPIK. | Oynb-IKui
MICHHS caught cold. 3aCTYAUBCAL.
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TABJULS 12

do it
be doing Present
Hanesno| must + Inf
have done Past
have been doing
TABJINIA 13
SHOULD/OUGHT (TO)
3nauenHs |Tun pedenns| IudiniTus [Tpukian Ilepexian
1. Mopaib- CTBEDIK You should / Crin 3aBK i GV
HUT 000B’- ALK HernephekT. (ought to) be AL SaRIII OYT
3arepeyHe . BBIWJINBHM.
30K always polite.
You should / :
2 OCyEI I L nepdexT. (ought to) have BaM cin yito
MUHYJIIOI A1i| 3amepedyHe helped me. MEH1 JOTOMOT TH.
CTBEPIK You should / Bawm ci
3. Ilopana A, nepdexT. (oughtto) seea | . . %
3arepeyHe doctor. BIJIB1JIaTH JiKapS.
There should /
4. Ilpuny- | cCTBEpIK., He moBurHO OyTH
CHHS 3arepeyHe Henepdexr. |- (ought to) be no HISIKMX TTEPEIIKO
- P difficulties. PO
TABJINLA 14
NEED
3HauYeHHs [Tpukian [Tepexian ExBiBaneHT

1. BincyTHicTh
HEOOXIHOCTI1

You needn’t go to
the shops today,
there is plenty of

food in the house.

Mosxna Oymo 0 1
HE UTH 0 Mara-
3UHIB CHOT'OJHI. B
JIoM1 OaraTto Txl.

don’t have to...
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(MoxHa Oyino 0 1
You needn’t have | He...) He Tpeba
done this exercise in| 6yno BukonyBatu |  didn’t have to...

written form. II0 BIIPaBY
IHCHMOBO.

2. Jlis1, B K1t HE
0yJ0 HeoO-
X1THOCTI
Bi0Oyacs

TABJIMIISA 15

DARE

3Ha4YeHHS IIpuknan Ilepeknan
SIk BU cMi€Te Ka3aTu
e?

MaTH CMUIMBICTB, 3yxBamicTs| HOw dare you say it?

Exercises

1.  Circle the correct word or phrase.

1.  Smoking isn't allowed in the airport.

You mustn't / don't have to smoke in the airport.

2. It's not necessary to come to the train station to meet me.

You have to / don't have to meet her at the train station.

3. We were forced to wait for over two hours in the rain!

They had to / didn't need to wait for over two hours in the rain.

4, The instructions tell you to write in pencil.

You must / needn't write in pencil.

5. You can contact us by either phone or e-mail.

You mustn't/ don't have to phone them.

6. In my country, you can carry your passport with you if you want, but it's
not necessary.

In her country, you don't need to / mustn't carry your passport with you.

7. My grandfather was made to start work when he was just fourteen years
old.
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He had to / must start work when he was just fourteen years old.
8. It's not necessary to book a hotel, you can stay in our spare room.

You mustn't / don't have to stay in a hotel.

2. Complete using the correct form of have to. You may have

to use some negative forms.

1. Jade can't come out tonight. She ..., look after
her little brother.

2. | didn't have enough money, SO | ....cccoovvviiiieciicce e borrow

some from Yuri.

3. It's raining really hard, but luckily We ..........ccccooviiiiiiiiiiie go
out this evening.

4. To start the 1aptop YOU ...ccoiiiiiiiiiiiee e, press the power
button.

5. Robbie worked last weekend, DUt | ...........ccoeviiiiiinic e, :
B. e 17010 I go to piano lessons when you were
younger?
3. Rewrite the sentences using the words given.
1. You're expecting David to ring. The phone rings. must
2. Anna is a better runner than Rula. You think Anna will probably win the

race tomorrow. should

..........................................................................................

..........................................................................................

4, There's a knock at the door. Your mum says it might be Colin, but you

know Colin is on holiday. can't

..........................................................................................
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5. You see someone wearing a costume. You think there's a strong
probability that she's going to a fancy-dress party. must

6.  Your sister is looking for her hairbrush. You think it's possible that it's in
the living room. might

7. You're waiting for Harriet to arrive. You think she'll probably be there in
half an hour. should

8. You're talking about why James seems to be sad. You think it's possible

he's in trouble at school. could

. Complete each second sentence using the word given, so that it
has asimilar meaning to the first sentence. Write between two

and five words in each gap.
1. His lights are on so I'm pretty sure Dan is at home. as
Dan ..o his lights are on.

2. Susie's car's not here so she's almost certainly taking Dobber to the vet.

SUSIE oo Dobber to the vet since her car's not here.

3. There's no way that boy's Simon. He's much taller! boy

That ..o, Simon. He's much taller!

4, I'm certain the Winners don't think we're coming tonight, we arranged it
for next Tuesday. expecting

The Winners ..., tonight, we arranged it for next Tuesday.

5. | bet you were exhausted after such a long journey! have

YOU ottt exhausted after such a long journey!
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6. The only explanation is that Evan was on the phone to someone in
Australia! talking

Evan ..... ....... on the phone to someone in Australia!

7. There's no way Casey won the disco dancing competition - he's got two
left feet! have

(OF: 1=} VAR the disco dancing competition - he's got two left feet!
8. | don't believe Helen's been trying to call us all day. The phone hasn't
rung once. been

Helen ..o to call us all day. The phone hasn't rung once.

5. Write one word in each gap.

When | broke my arm a week ago, | guess it (1) .........cceevrnee. to have hurt. But
it didn't! We were doing PE at school, and we were making a pyramid. We (2)
............ to stand on each other's shoulders. | was right at the top. We (3)
...................... have been doing it properly because suddenly the pyramid collapsed
and we all fell. I landed on my arm.

Mr Jenkins (4) .........ccooeiiiin. have known immediately that I'd broken my
arm because he sent someone to call an ambulance. 'Sit still, and don't move your arm
at all until theambulance comes," he said. | (5) ............. still remember the feeling -

my arm was numb, and looked very strange, but there was no pain at all. I remember

thinking: 'It (6) .............. be broken. If it was broken. I'd be in agony. | suppose
notfeeling any pain (7) .................. have been because | was in shock. The plaster
€) I come off in about three weeks but it (9) ................... have to stay

on longer. It depends on whether the break has healed properly or not. The next three
weeks may (10) ..........cooeennee be the best three weeks of my life - no basketball,
no playing in the playground, no swimming - but I'm countinuing my blessings. It

(11) o, have been a lot worse!
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6. Write amodal or semi-modal ni each gap ot replace the phrase ni

brackets. Ad any other words you need.

1. Bruce ......cooveiieennnne (is able to) finish most crosswords in under ten
minutes.

2. Charlotte didn't get to the Craig David concert because she ..................
(wasn't able to) get tickets.

3. | R (had the opportunity to go) to Oxford but |
decided to go to a more modern university.

4, YOU oo, (were wrong to tell) Angus. You know he
can't keep a secret!

5. If you have a cashpoint card, you ..................... (are not forced to) go
into the bank to get money from your account.

6. We ., (were made to) apologise to the police for

7.  That ............. (almost definitely wasn't) the last can of soda in the

fridge. | bought loads this morning!

8. (Were you obliged to) talk about two photographs
during the interview?

9. Children ...l (are not allowed to) be left
unattended.

10. The weather ...........cccoviiiiiiiinnn... (will probably) be good
tomorrow.

THE INFINITIVE

HeocoboBa ¢gopma mieciioBa, sika TUILKH HAa3UBa€ JIIF0 MAa€ BJIACTUBOCTI JIECIOBA
ta iMeHHMKAa. O3HaKor € yacTtka t0. BigmoBimae Ha TUTaHHA IO POOHMTH?,IIO
3pobutn? to speak — posmosnsaTh, to have — marn.
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TABJULA 1

OOPMA IH®IHITUBA
HenepdekTtna IlepdexTHa
o . [lacuBHuit o o [lacuBHMI
JI1icHUIA cTaH J1icHUM cTaH
CTaH CTaH
Indefinite| to send to be sent Perfect bo have sent 0 ha;\é?]tbeen
Continuo to be Perfect to have been
us sending Continuous sending
TABJIHALS 2
B KUBAHHA/HEB KXKUBAHHSA
THO®IHITUBHOI YACTKH TO
[HdinITHB
BXKUBA€ETHCA 663 fo: HpHKHaH HepeKHaH
a) ITCIIST MOJAIBHUAX
JIECIIB:
can, shall / should, May | ask you? You Mo>kHa 3aruraTti Bac?

may, will / would,
must,

yacTo micis need,
dare

shouldn’t have come. |Bawm He Tpeba Oys0 mpuxoauTH.

0) micis
BHp;BlB' had I’d rather not talk about :
etter Kparie the MeH1 kpalie He TOBOPHUTH PO
would 0 things TaKi pedi.
sooner
would rather

B) B 00’ €KTHOMY
1H}IHIT. KOMIUTEKC1
micos aieciis: to
make, to let

Ta JI€CIIB, 110 She made this student Bona npumycwnia cryaeHTa
BUPaXXalOTh speak at the lecture. BUCTYIUTH HA JIEKIIi1
CIIpUMaHHS 32
JIOTIOMOT OFO
opraHiB 4yTTiB (10
feel, to see, to
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hear)

[HdiniTHB
B)XKHBaeTbes 3 10:

a) SIKILIO B PEUYCHHI €
2 iH(DIHITHBA,

| want you to come and

A xouy, 1100 BY IpUHILLITN

1HO/1 B)KUBAETHCS
6e3 iH(iHITHBA

You promised to.

3’€THaH1 :
see me. n00aYUTUCH 31 MHOIO.
croay4yHrkom and
abo or
0) B KIHIII peUEHHS
qacTka to Why didn’t you come? | Yomy Bu He nmpuiinuiu? Bu x

0O011IsTH.

TABJIMII 3

BJIACTUBOCTI IHOIHITUBA

SIK JTI€CIIOBO:

1) Mae yac i ctaH

to send (Indef. Active)

to be sent (Ind. Passive)
to be sending (Contin.
Active)

to have sent (Perfect
Active)

to have been sent (Perfect
Pass)

to have been sending
(Perf.Cont. Act.)

i OJTHOYacHA

a00 MaltOyTHS BITHOCHO
Iii Ipucyaka

TS TIepeye

Iii Ipucyaka

2) MOX€e MaTh

| want to learn French.

S xody BuBYaTH (paHILy3bKY

NPSMUN TOJATOK MOBY.
3) moxe Bu3Havyatucs |(You have to do itBu moBuHHI 3poOuTH  1IC
MPUCITIBHUKOM thoroughly PETENBHO.
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TABJULS 4

SIK IMCHHHUK
1) moxe OyTu
THAMCTOM «XTO paHo BCTAE...» UOTO
2) moxe OyTH Earp( to. b%d and early to JIO3YHT (JeBI3)
IMEHHOIO YaCTHHOIO S€ IS nis slogan
CKIALEHOTO The point is to achieve ['onoBHE-70CATTH METH.
the aim. Bix nonpocuB MeHe
rpreyaRa i MOYCKATH
3) Moxke GyTH He asked me to wait. -
N — | have no right to ask. 1 He maro TpaBa
3aMMUTyBAaTH.
4) Mmoxe OyTu
O3HAYCHHSIM
TABJIULA 5

CUHTAKCHUYHI ®YHKIII IH®IHITUBA

DYHKIIISI B pEUCHHI1 [Tpuknan Ilepeknan
: To learn everything by | HemoxnuBO Bce BUBUUTH
1. ITigmet . . .
heart is impossible. Haram’siTh.
) CxaxiThb MeHI, SK 1€

2. JlomaTox Tell me how to do it. H
3pOOUTH.

Give me something to JlaiiTe MeHI I10Ch
3. O3HavyeHHs read. HOYHUTATH.

I’ve got a call to make.

MeHni Tpeba 1Oo3BOHUTH.

OO6craBuHa (TOJTOBHUM
YUHOM METH 1 HACJIIJIKY)

He is too young to
understand it.

Bin nHaaTo Monoaui, oo
1€ 3PO3YMITH

d. Yactuna npucyaka:
a) sIK IMEHHa YacTHHA
TiCJIs 1i€CTIOBa-3B’ A3KU
0) micys AieciiB, M0
03Ha4yalTh IOYATOK a00
nporiec jii: start, begin,
continue

The problem is how to do
it.

He began to learn
Spanish.
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CKJIQJICHOTO MPUCYKA Y

JIIECIIOBAMH Ta 1X
JEKCHIHUMU
€KBIBaJICHTAMU:

to be sure
to be certain
to be likely
to be unlikely
T') Y CIIOJIyY€HHI 3

IIPUKMETHUKAMMU:
1) y CIIOJTY4€HHI 3
YUCJIIBHUKAMH 1
MPUKMETHUKAMH, IO
03HAYal0Th YEProBICTh:

€) y CIIOJy4YeHHI 3
IECIIOBAMU-3B’ I3KaMU:

B) SIK YaCTHHA J1€CIIBHOTO

CIOJIYYEHH1 3 MOJIAJIbHUMU

You should hav been
here last night.
He is to come.

He is hard to deal with.

He was the last to come.

VYuyopa BBeuepi BaMm Cliijl
Oysno OyTH TYT.
Bin HaneBHo npuiine

3 HUM BaXXKO MaTH CIIPABY.

BiH npuiioB ocTaHHIM.

to seem She seems to have lost | 3maetbest, BoHa 3aryouia
to appear the money, IpOIIIi.
to prove
to turn out
TABJIALA 6

IH®IHITUBHI 3BOPOTH TA IX IEPEKJIAJ

YTBOpHOETHCS

[lepexitagaeTbes

1) Cxnanuuii nogatok (The Objective
Infinitive Complex)
IMEHHUK y 3araJIbHOMY BIIMIHKY a00

0Cc0o00BUH

3aiiMEHHHK B 00’ €EKTHOMY BiIMIHKY +

[HdiHITHB

The teacher allowed us to use dictionaries.

[TigpsaHAM TOJATKOBUM PEUCHHSIM.

Buurens A03BOJIMB HAM KOPHUCTYBATHCA

CJIOBHHKaMMU.

2) Cxnagnwmii migmet (The Subjective
Infinitive Complex)
IMEeHHUK y 3araIbHOMY BIMIHKY a00
0CO0O0BHI1 3aiMEHHUK Y HA3UBHOMY
BinMiHKY + [H(DiHITHB

He is said to be working on his report.

She is considered to be the best student.
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HaWKpalo CTYIEHTKOIO.

3) IIpuitmeHHUKOBUI 1HDIHITUBHUIA
KOMILIIEKC
(The Prepositional Infinitive Complex)
For + ImeHHuK y 3araibHOMY BiIMIHKY a00
0c000BHi1 3aiIMEHHUK B 00’ €KTHOMY
BiIMIHKY + [H(DiHITHB
It is easy for you to say that.
This is for you to decide.

[TigpsiaHuM peyeHHsIM a0o 3a AOMOMOTOI0
1H(1HITHBA.

Bawm nerko ue xasatu
Ile BU NOBMHHI BUPILIUTH.

4) CamocriitHuii iHQIHITUBHHUIA 3BOPOT
(The Absolute Infinitive Construction)
IMEeHHUK y 3arajibHOMY BIAMIHKY +
[HdiniTHB

The sellers offered the buyers 5,000 tons of
gas, delivery to be made in October.

PeuyeHHsM 13 CLIOTYYHUKOM: IPUTOMY,
IPUYOMY.

[IponaBiii 3anponoHyBaiy MOKYIIISIM
5000 ToHHTa3y, NPUYOMY JOCTaBKa Ma€
OyTH B )KOBTHI.

My dad finally gave up smoking / to smoke at the age of forty-nine.

sten to those MP3s you sent me. Thanks.

SO many presents?

You should practise juggling / to juggle every day or you'll never learn.

0 go to India and now you want to go to

We finally managed finding / to find my passport and then left for the

to baby-sit / baby-sitting this weekend.

Exercises
1.  Circle the correct word or phrase.
1
2 | really enjoyed listening / to i
3 Can you afford buying / to buy
4,
5 How did you learn speaking / to speak Japanese so well?
6 | thought we discussed going / t
China!
7.
airport.
8. | look forward to seeing / see you when | come next week!
Q. It was very kind of Jack to offer
10.  No! I refuse waiting / to wait a moment longer!
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2. Circle the correct word or phrase. 8

1. | really don't feel like going / to go out tonight. Do you?

2. Everyone expected his business failing /to fail within the first few
months.

3. What would you like doing / to do this evening?

4, We discussed turning / to turn the attic into a spare bedroom with the
architect.

5. She wasn't able speaking / to speak very clearly after her accident.

6. Do you mind moving / to move your car, please? You're blocking the
road.

7.  They're going to postpone making / to make a decision until next
month.

8.  Are you planning of getting / to get a new DVD plaver?

9.  Are you thinking of getting / to get a PlayStation?

10.  I'mvery pleased telling / to tell you that you've passed!

11.  Sarah's offered putting / to put us up for theweekend.

12.  I'mreally looking forward to going / to go on the cruise.

3. Complete using the correct form (-ing form or full

infinitive) of the verb in brackets. You may need to use the passive

voice.

not studying.

1 I'll never forgive June for ............ (lie) to me like that.

2. Daniel's not very good at ................... (make) friends.

3 | can't resist ..., (buy) things when they're in the sales.

4, We've got to encourage students .............. (study), not blame them for
5. | don't know how you managed .......................... (persuade) the

bank manager to lend you so much money!
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6. Does Jessica dislike ....................ooooiai, (walk) so much that she's

not going to come with us?

7. Do youdeny ......cccccovvvnvinnnnnnnn, (steal) the money? Yes or no?

8.  The kids were pretending ................... (be) asleep but they didn't fool me
for a second.

9. | refuse ............... (accept) that there's no alternative.

10. No one understands how Jill can afford ........................... (go) on so

many holidays each year.

11. He only just escaped ........ccccocevvurnnee. (send) to prison. Next time, the
judge won't be so forgiving.

12. He expected ...............eee..e (give) a brand new computer for

Christmas, but all he got was a second-hand watch!

4. Complete each second sentence using the word given, so
that it has a similar meaning to the first sentence. Write between two

and five words in each gap. &

1. | should have taken my medicine this morning but I didn't remember.
forgot

Lo, my medicine this morning.

2. I'll always remember the time when | went up Mont Blanc. Never
P Mont Blanc.

3. | must hang up the washing later. remember

L e ————————— up the washing later.

4, Darren thinks that wearing a suit to work is appropriate. Likes
Darren ..., a suit to work.

5. Jackie wishes she hadn't said that to Allie. regrets

JACKI® .o that to Allie.

6. I'm sorry but your credit card has been cancelled by the bank. regret
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| SR your credit card has been cancelled by the

7. Crashing the car wasn't my intention, you know! mean
L e the car, you know!

8. If | take that job, I'll have to do a lot more travelling. mean

Taking that jJob .......ccceevviiiieee, to do a lot more travelling.

9.  Jim's mum made him tidy his room before he could go and play in the
park. made

JIM his room before he could go and play inthe park.

10. | don't suppose you watched that film last night on BBC2, did you?

happen

YOU vt that film last night on BBC2, did you?

11. People often think that learning Latin is a waste of time. considered

Learning Latin ........o...oiiiiiii e a waste of time.
THE GERUND

Heoco6oBa opma nieciioBa Mmae 0coOIMBOCTI JIi€ECIOBA Ta iIMEHHHKA. Bupaxae
iro, Tporiec abo KUBUH CTaH. Y TBOPIOETHCS I0JAaBaHHIM «-INQg» 10 ocHoBH reading,
listening, speaking, having, being.

TABJINLIA 1
®OPMU I'EPYHIIIO
HenepdekTaa [lepdexTha
Hivicamii ctan | IlacuBHMI cTan JliicHuii ctan [TacuBHHUM cTaH
speaking being spokin having spoken having been spoken
translating being translated | having translated | having been translated

TABJIMIIA 2
JIE€CJIIBHA XAPAKTEPUCTHUKA I'EPYHAIIO
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-
-

Having tr

) Translating (Ind. Act.) Iist OIHOYACHA
1. Mae vac i cran Being translated (Ind Passive) 3 €10 TIPUCYIKa

Having been translated (Perf. Passive) | nxii mpucymka

anslated (Perf.Act.) IUist epenye

2. lpuitmae jnue We liked his having translated the poem.
NpsIMUANA JOJTATOK

I'epynniit

3. BusHauaeTthcs
JIUIIE TPUCITIBHUKOM

»  Hawm cionoGaiocs, sIK BiH lepeKIiaB
[HOTO BipIIa.

They kept listenig attentively.

TABJIMIIA 3

\

Bonu npoaosxyBaiu ciryxaTi yBaKHO.

IMEHHUKOBA XAPAKTEPUCTUKA I'EPYHIIIO

After reading the book he returned it to the
o library.
[IpurimeHHUK .
[TpounTaBIIN KHUTY, BiH MOBEPHYB ii 0
Cepviimiil Moske 0107110 TEeKH.
PYHA [puceiitHuii I like his reading today.
MaTH Tepel coo010 N : : :
3aiiMEHHUK MeHi no100a€ThCs, K BIH CHOT'OJIHI YUTAE.
IMeHHUK y I enjoyed Peter’s having played the piano.
npucBiitHoMy | MeHi gyxke criogobanocs, sik [Terpo 3irpaB Ha
BIJIMIHKY posiIi.

TABJINLA 4

MNEPEKJIAJ TEPYH/IIS1 3 IPUUMEHHUKAMUA

IMEHHMKA 200

TIENPUKMETHUKA

I[puiimenuun
P K [Tepexiian [Tpukian
by 3a JOITOMOT OO He achievid these results

by working much.

Bin gocsr nux pe3ynabTaTiB, Oarato
MPAIIOI0YH (3a JOTIOMOTOO MpaIri).

«ITiCcIIsDy + IMEHHUK
on (after) | a6o mienpHCIiBHUK
JIOKOHAHOT'O BHY

On returning home he began working.
[ToBepHyBIIKCH (TICIISI TOBEPHEHHS )
JI0ZIOMY BIH IOYaB MPAIFOBATH.

in I yac + IMEHHUK

In translating the text he used the
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a00 JIENPUCTIBHUK

dictionary. ITix yac mepexiaay TeKCTy
(mepeksiaaroyu TEKCT) BIH KOPUCTYBABCS

CIIOBHHUKOM
oe3 He understand me without translating
without HETaTUBHUN Bin 3po3yMiB MeHe, He niepexianaoun (0e3
JIENPUCTIBHUK nepexiamy)
TABJMLS 5

CUHTAKCHUYHI ®YHKIII TEPYH/IIIO

UneH pedyeHHs

[Ipuknan

ITepexian

ITigmer

Reading is useful.
Huratn KOPUCHO.

Yuratu (Y4UTaHHS) KOPUCHO
(kopucHe).

ImMenHa yacTuHa
MPUCYAKY

Our aim is reading
English well.

Hamra meta — ynratu
aHTIIICHKOIO T00pe.

YactuHa I1€CIIBHOTO

He began reading books

Bin noyaB untatu (Y4UTaHHS)

MPUCYIKY early KHUTH (KHUT) paHo.
JlomaTox He likes reading books. | Biu J100UTh YNTaTH KHHUTH.
(mpsmMuii Ta He thought of reading BiH AyMaB mpo 4MTaHHS
IPUHMEHHUKOBHU) books. KHHUT.
There are many ways of | € 6araro coco0iB YUTaHHS
O3HaueHHs .
reading books. KHUT.
After reading the book [IpounTaBIIN KHUTY, BiH
OO6cTaBuHa : . :
he gave it to me. BimaB 11 MeHi.
TABJIUIISI 6

TEPYHJIIAJIBHUHA 3BOPOT TA IPUKJIAJIA

YTBOPIOETHCS

Ilepeknangaerbcs

a00 IMEHHUK Y

[TpucBiiiHnii 3aiiMEHHUK

PHUCBITHOMY BIIMIHKY

+ repysmii

MIJPSIHUM PEYEHHSIM, TUI SIKOTO
3aJIEXKUTD BIJ TOTO, SIKUM YJIEHOM

PEUYCHHSM € TepYyHIIN

1. We heard of his studying English (momarox)

Mu uynu, 1o BiH BUBYAE aHTIIINCHKY MOBY.
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2. We are talking of your friend’s going to the expedition (;101aTOK).

Mu po3MOBIIIEMO TIPO T€, 110 Ball IPYT ige B €KCHEAULIIIO.

3. After his having finished the work we decided to go abroad.
[Ticas Toro, sk BiH 3aKIHYUB POOOTY, MU BUPILIMIIM MOiXaTH 33 KOPJIOH.
4. 1 don’t see grounds for you being so upset.

S e OGauy npu4MH, 1J1s TOro, o0 BU OyJIM TaKi CXBUIbOBAHI.

TABJULS 7

IEPEJIK HAMYACTIIINX BUTAIKIB BJKUBAHHSI TEPYH/IIIO

1. ITicas Takux Ii€ciiB: II. ITicist TakuX IMEHHUKIB:
to finish astonisment (at)
to stop surprise (at)
to give up plan (for)
to leave off preparation (for)
to keep experience (in)
to keep on chance (of)
to go on idea (of)
to put off method (of)
to postpone problem (of)
to delay way (of)
to need hope (of)
to require
to want
to avoid
to enjoy
to mention
to remember
to mind
to suggest
to be busy; to be

worth
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Exercises

1. Complete the sentence using gerund or infinitive.

1. My sister reminded me .......................... (not be) late for the
ceremony.

2. Why does he always avoid .............cooceviiiiiiiiiiiin.., (look) at
me?

3. Ipromised ..........oovviiiiiiiiiiiia, (stop) by tomorrow.

4, Youcan go. I don'tmind ............................... (be) alone.

5. I'm already so tired. I need ...................ooeiniiail, (take) a short
break.

6. After we finished .............................. (do) our homework we went
for a walk.

7.  Whendoesheexpect ...........coeeiiiiiiiiiiiiininin, (leave) for Rome?

8.  His secretary advised US ..........ccoovviiiiiiiiiininn.n (not wait) until
autumn.

9. My boSs exXpects Me ..........ovivriirienieeniannnnn. (finish) the report by
next Friday.

10. My dad seems ........cooviiiiiiiiiiiiiiiiiin, (be) in a very good mood
today.

11.  Mr Jackson warned the boys ..............cocoiiiiiiiiiiin.. (not touch)
the wires.

12. He advised me against ...............cccooiiiiiiiiiinn (rent) that
apartment.

13.  Would you please Stop .......covivriiiiiiiiiiiiiiiiiann, (make) so much
noise.

14. He doesn'tlet anyone ...............cooeeiviiiniiineenn... (smoke) in his new
office.
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2. Circle the correct word or phrase.®

1. I really don't feel like going / to go out tonight. Do you?

2. Everyone expected his business failing /to fail within the first few
months.

3. What would you like doing / to do this evening?

4, We discussed turning / to turn the attic into a spare bedroom with the
architect.

5. She wasn't able speaking / to speak very clearly after her accident.

6. Do you mind moving / to move your car, please? You're blocking the
road.

7.  They're going to postpone making / to make a decision until next
month.

8.  Are you planning of getting / to get a new DVD plaver?

9.  Are you thinking of getting / to get a PlayStation?

10.  I'mvery pleased telling / to tell you that you've passed!

11.  Sarah's offered putting / to put us up for theweekend.

12.  I'mreally looking forward to going / to go on the cruise.

THE PARTICIPLES

Heocobora ¢opma miecmoBa. Mae BIacTHBOCTI Ji€CIOBa, NMPUKMETHHKA 1
MPUCITIBHUKA.

B anrmilicekiii MOBi € JBa JIEMPUKMETHUKA — JIENPUKMETHUK TETEPIIIHBOTO
qacy (Present Participle a6o Participle 1) i mienpukmerHuk muHysnoro dacy (Past
Particple a6o Participle II)

Present Participle yTBoproeTscsi momaBaHHSAM 3aKiHUCHHS -INQ 10 iHQIHITHBA
niecnoBa 6e3 wacTku to: to write-writing, to ask—asking.

Past Participle yTBOproeTbcs BiJi MPaBUIBHOTO JIECIOBA 33 JIOIOMOTOFO
3akiHdeHHs —ed, Mo JojaeThest a0 iHGiHITHBa 0e3 dacTku {0; Bijg HEMpaBUIBHUX
niecniB — e ix I11-1o ¢popmoro: to ask—asked; to write—written.
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TABJULA 1

OOPMU AIENTPUKMETHUKA TEHEPIIIHBOI'O YACY

Henepdextna

IlepdexTHa
JliticHuii cTan [TacuBHHMI1 cTaH JliicHui cTaH [TacuBHUMI cTaH
writing being written having written | having been written
TABJINLS 2

JIE€CITIBHI XAPAKTEPUCTUKU JICEITPUKMETHHUKA

Yaconra popma

IIpukna .
P a 1 CTaH

Yac mii

) Writing Indefinite Active Jlis ogHOYACHA
1) mae 4ac i cTad : : . . :
being written | Indefinite Passive 3 JIIEI0 TIPUCYIKA

havmg written Perfect Active Jist mepeaye il
having been :
. Perfect Passive IPUCYIKA
written

2) mosxe matu ripu | Reading the text hurriedly, the student made many mistakes.
co01 mpUcIiBHUK |YHWTar0uu TEKCT MOCIIXOM, CTYISHT 3p00OUB 0arato mMOMHUIIOK.

3) MoKe MaTH Studying foreign languages is very important. BuBuenus
PAMUAN JOAATOK 1HO3EMHHUX MOB — Jy’)Ke BaXKIIUBE.

TABJIMIIA 3

JIIECJOBA 3 SKUMU HAMYACTIIIE B)KUBAETHCA PARTICIPLE I
(HABITH TOAIL, KOJIN A1 BUPAKEHA JIENTPUKMETHUKOM
NEPEAYE Al1i, BUPAXKEHIN I1€CJIOBOM-IIPUCY JKOM)

to see to look Hearing the bell, the teacher
to hear to turn finished his leclure.
to come to enter
to arrive to close
. [TouyBIiy 13BIHOK, BUMTEIb 3aKIHUUB
to seize to open )
CBOIO JICKII1HO.
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TABJULS 4

NPUKMETHHUKOBA XAPAKTEPUCTHUKA JICMTPUKMETHHUKA

JlienpuKMeTHUK N — He looked at the falling snow.
MOKe 0yTu Bin noguBHBCS Ha Maar0uuii CHIT.
3B’SI3aHUM 3

iMEHHHMKOM B The goods were packed
dyHKLIi 2) mpeMKaTUBa in the box.
ToBapu Oynu 3amakoBaH1 B SIIUKY.
TABJIULA 5

NPUCTIBHUKOBA XAPAKTEPUCTUKA AIE€ETIPUKMETHUKA

Having finished my lessons |
went home.
3aKiHYMBIIN YPOKH,

s IMIIIOB JIOJ0MY.

JlienpUKMETHUK, K
1 TIEMPUCITIBHUK, MOXKE 00CcTaBUHH
MaTu QYHKIIIO

TABJINIIA 6
CUHTAKCHUYHI ®YHKUII JIENPUKMETHUKA TENEPIIIHLOI'O
YACY
UneH peyeHHs [Ipukiag ITepexian
The students listening to the CTyneHTH, SKi CITyXaJH
1. O3HaveHHS professor were my npodecopa, Oy MoOiMHU
groupmates. CHIBIPYITHUKAMH.
The answering student is our | CTyueHT, 1110 BiIIOBiga€, HAIII
monitor. cTapocra.

BiH BignpaBuB nuCTa, IKOTO
OyJ10 HaMMCaHO OJIIBIIEM
(HamMCaHOTO OJIBILIEM).

He posted the letter being
written in pencil.

2. Ob6cTaBuHA a) yacy
Pre_se_:nt Having translated the article, | IlepexnaBmmu crarTio, BiH
Participle

he sent it to the magazine. HaJICNIaB 11 10 )KypHATY

Active
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0) mpuYnHU
Being clever, he made a
splendid career of manager.

B) criocoOy nii
Thy book-keeper was sitting
making accounts to the
annual balance-sheet.

T) TOPIBHSIHHSI
The secretary was typing the
letter so quickly as if
knowing what will be

Marouu KMITIUMBUIA pO3yM, BiH
3poOUB UyJ0BY Kap’epy
MEHEeIKepa.

Byxrantep cunuis, poOiasuu
HiAPaxyHKU J0 PIYHOro 3BITY

Cexkpetap IpyKyBaB JIUCTa TaK
MIBUIKO, HIOW 3HAIOYH, IO
OyIyTh TUKTYBATH.

dictated.
Present . . . : OcCKiTBbKH JIUCT OYB HAIMCAHUM
Participle Being written in pencil the OJIiBIIEM, HOTO OYJI0 Ba)KKO
P letter was difficult to read. HEM, Y
Passive YUTATH.
Having written the letter, the Hanwucasim nucra,
Perfect : :
. clerk went to the post-office. | cmyx60Belb MiIOB HA MOIITY.
Participle
Active, Having been made 20 years :
. . Burortosnena 20 pokiB ToMYy,
Passive ago, the machine is out of

date.

MalllrHa 3apas 3aCTapiJIa.

3. Ilpenukatus,
IMEHHA YaCTHHA

The amount of purchases was

KinpkicTh MOKymok Oyia

surprising. BPAXKAKUOI0.
IIPUCYIKa
4. YactuHa .
They considered themselves | Bonu BBa)kaju, 110 BasKKO
CKJIQTHOT O .
working hard. MPAIIOIOTh.
Jo0JaTKa

5. SIk BcTaBHE
CJI0BO (3BOPOT)

Generally speaking
economics is the everyday
business life.

Bzarani, ekonoMika — 11€
BUBYCHHS JIIOJICTBA Y
MOBCAKIECHHOMY J1JIOBOMY
JKHUTTI.
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TABJUL 7

CIOJIYYHUKH, 3 AKUMU HAUYACTIIIE BXKUBAETHCS
JIENNTPUKMETHHUK B ®YHKIII ObCTABUHH

OyHKIIs Cnony4HukH IIpuxnazn Ilepexnan

While reading the book,| Ywuratouu kHury, Bin
he made notes. pOOMB HOTATKH.
Bix noguBuBCcs Ha
MEHE, HIOU CMIIOYHUCH 3
MCHE.

a) yacy when, while

as though, as| He looked at me as

0) MopiBHAHHS if though laughing at me.

unless, if | Nobody spoke unless | HixTo He po3MOBIISB,

B) YMOBH :
necessary, if. spoken to. MIOKH HE 3BEPTAJIHCS.

Horo po6otu

He is extremely well HAJ[3BUYAIHO JIETKO
: read though rather YUTAIOThCS,
I') JOITyCTOBOCTI though .
overloaded with HE3BAKAIOUU HA JICSIKY
details. OOTSKEHHICTD
JCTAISIMU.

Past Participle npaBHIbHUX TI€CITIB YTBOPIOETHCS 3a TOIIOMOTOIO

-ed, mo momaerscs mo iHdiHiTHBA Oe3 yacTku t0: tO receive (oTpumyBaTh) —
received (oTpuMaHmii).

Past Participle HempaBHUIBHHUX IIi€CITIB YTBOPIOETHCS IMO-PI3HOMY, 1 Ii Hopmu
tpeba 3amam’stat (IlI-1 ¢opma mieciosa): to buy (kymyBatu) — bought

(xymaenwuii), to sell (mpomasatu) — sold (mpomanuii) Tomro.

TABJIMIIA 8

OOPMU JIENPUKMETHUKA MUHYJIOI'O YACY

IlepexinHi qiecinoBa Henepexingni giecioBa
Active Passive Active Passive
- discussed gone -
00roBOpeHUM 10 MIIIOB
TABJINIIA 9

‘ Past Participle He mae gyacoBux ¢opm, Bupaxae Jito:
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1) mo nepenye aii, BUpakeHiit The machine desighed by him will help us.
HPUCYAKOM MaimnHa, CKOHCTpyHOBaHa HUM, JOIIOMOYKE HaM.
They sent us a list of goods produced by that
2) onHOYACHY 3 JII€IO, firm.
BHUPAXKEHOIO MPUCYIKOM. Bonu Hazgicnanu HaM nepenik ToBapiB, sIKi
BUPOOJISIE 1151 (hipMma.

TABJIMIISA 10

CUHTAKCHUYHI ®YHKUII JIENPUKMETHUKA MUHYJIOI'O YACY

UneH peyeHHs [Ipuknan Ilepexnan

B Hamomy yuTanbHOMY 3aii
0arato UTFOCTPOBAHUX
KYpHAIIB.

There are very many illustrated

1. O3HaueHHS ) ) A
Mmagazines In our readlng room.

Kopabensb, 3adppaxToBanuii
HOKYMISIMH (=sSKUN
3adpaxTyBaliv MOKYIIII),
npudyzne B Oxecy Ha
HACTYITHOMY THIKHi.

The ship chartered by the buyers
(=which has been chartered by
the buyers) will arrive at Odessa
next week.

a) MPUYUHU
Packed in strong cases (=as the CrakoBaHi B MII[HI SIIIHKH

2. Obcrasuma | - o004 \were packed in strong | (=Towty 1o Tosapu Gy cria-

17IKO . ) X o
(p1axo) cases), the goods arrived in good| koBaHi B MillHi AIIKKH), TOBApU
condition. npuOyJIH B XOPOIIOMY CTaHI.
0) uacy
Asked (= when he was asked) .

) Komu #ioro 3anuranu, 41 Mae
whether he intended to return BIH HAMID CKODO TOBEDHVTHOS
soon, he replied that he would PMIP CROP pHy ’

be away BiH BIAMNOBIB, 1110 Oye
BIJICYTHINA OIS TPHOX MICSIIIB.
for about three months. acy p 1
3akiHyeHHd Ta0JI. 8
B) YMOBU
If asked he will tell them all | SIxmro #ioro crimrarn, Bid iM Bce
about it. pO3Kaxe Ipo IIe.
I) ZOMyCTOBOCT] Xo0Ya Ha HHOTO YEKAJIH B
Though expected on Saturday he . . .
. cyOOTy, BiH MIPUiXaB TUIbKHU B
only arrived on Monday. :
IIOHCIUJIOK.
3. Imenna )
The letters were typed. Jlucti Oynu HaapyKOBaHI
qaCTHuHaA yp y pr
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CKJIaJIEHOTO
MpUCYJIKa

TABJULS 11

OB’€EKTHUH JIENPUKMETHUKOBHM 3BOPOT
(THE OBJECTIVE PARTICIPIAL COMPLEX)

YTBOPIOETHCH Ilepexagaerncs:

a) IMEHHUK Yy 3arajJbHOMY BIJIMIHKY a00
3aiiMEHHUK B 00’ €KTHOMY BIIMIHKY +
JTIENPUKMETHUK TEMEPIIIHBOTO Yacy

HIAPSIHAM TOAATKOBUM
pEUYEHHSIM

51 6auuB, gk BoHa (AHHA)

| saw her (Ann) coming out just now. :
TUIbKH 10 BUXOAWJIA.

0) IMCHHUK Y 3araJIbHOMY BIIMIHKY 200 MIAPSIAHUM JTOAATKOBUM
3aliMEHHUK Yy 00’ €KTHOMY BIIMIHKY + PEUYCHHSIM 31 CIIOJTyYHHUKAMU
TIEMPUKMETHUK MUHYJIOTO 4acy K, II0», K100
: Mu BBaxkaeMo, 110 poboTa
We consider the work completed. MO, THO P
3aKiHYeHa.
I want him changed. A xouy, 1006 BiH 3MIHUBCS.
have + object + past participle have (had) | imennuk | Participle (II)
00’ €KTHUH TIENPUKMETHUKOBUH & y
3BOpPOT g § § =
Bupaxae 1iro, 1110 BUKOHYETBCS & 5 S é‘
KAMOCH IHIIKM JJ1s1 0COOH, T03HAYEHOT = =1 = =
IIMETOM =
He had his luggage registered. Homy 3apeecTpyBan Garax

Y pedeHHi 00’€KTHWM MIEMPUKMETHUKOBUN 3BOPOT BHUKOHYE (YHKIIIIO
cknaonozo dooamka (Complex Object) micns miecimiB 10 BUPaKalOTh OakaHHS, a

TAKOX IIPOoncC MHUCJICHHS.
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a) to see
to hear
to feet
to observe Present Participle
to watch
to notice
to find
0) to want
to wish
to consider Past Participle
to get
to have
TABJIALS 12
CYBF’€EKTHUU JIENPUKMETHUKOBHUH 3BOPOT
(THE SUBJECTIVE PARTICIPAL COMPLEX)
YTBOPIOETHCH ITepexiagaerses:
a) IMEHHHK B 3aTaJIbHOMY . AP AHUM JTOAATKOBUM
BiZIMiHKY 260 *+ NIENPHKMETHHK pEUYCHHSIM
5 371€0UIBIIIOTO
0) 3aliMEHHUK B TETEPIIIHBOrO Yacy

HA3UBHOMY BIIMIHKY

bauunu, sk gin

He was seen crossing the street.
MIEPEXOAUB BYIHIIIO.

B pedeHHi cyO’eKTHHMM JIENPUKMETHUKOBUH 3BOPOT BHUKOHYE (DYHKIIIIO
cknaonozo niomema (Complex Subject) micns miecniB cpuiiMaHHS 3a JOIIOMOTOIO

OpraHiB 4yTTiB:

to see
to hear
to feel
to watch
to notice
to observe
JIECITIB:
to consider to expect
to believe to know
to find to suppose

B MTACHBHOMY CTaHi

B [IACUBHOMY CTaHI1
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ta to seem  to be sure
to appear to be certain
to happen to be likely
to prove to be unlikely

B

aKTUBHOMY CTaH1

TABJIMIISA 13

CAMOCTIMHUHA JIENPUKMETHUKOBHUM 3BOPOT
(THE ABSOLUTE PARTICIPAL COMPLEX)

+ TenepilHbOro
yacy (3Ha4yHO piauie
MUHYJIOTO 4acy)

0) 3aiitMeHHUK

Yy Ha3UBHOMY
BIIMIHKY (3HAa4HO
piamie)

The student knowing English well, the
examination did not last long.

YTBOPIOETHCS IlepexianaeTbes
a) ImeHHHK
3arajJjbHOM ) Ha MMOYATKYy PEUYECHHS: HIAPITHUMA
y sl y Jl1eTpUKMETHUK yP AP
BIIMIHKY 00CTaBUHHUMU PEUCHHSIMHU (IPUUUHU,

9acy, YMOBH) 31 CIIOJyYHUKAMH
(GIKIIIO», «TaK SIK», «KOJIH,
«OCKUIIBKHY, ITICIISI TOTO SIK».

OCKUIbKH CTYJIEHT J00pe 3HaB
aHTJIICBKY, ICIIUT TPUBAB HEJIOBIO.

Radio was invented in 1895, the inventor
being the Russian scientist.

Everybody at home, we sat down to
dinner.

B kiHIIl pedeHHs: CKIIaIHOCYPSAHUMU
PEUYEHHSMH 31 CIIOTyYHUKAMH «IIPH
IIBOMY», «@y, «1», «anen.

Pagio 6yno BunatigeHo B 1895 porii,
IIpH IIbOMY BUHAX1JIHUK OYB
POCIHCHKHUM BUCHHM.

OckinpKH BC1 Oynu BAOMA, MU CLITH
o0imaru.

TIETPUKMETHUK

There + i
Teneplmeoro qacy

There being little time at our disposal, we
had to take a taxi.

TIPS IHAMU PEYSHHSIMU 3TiTHO 3
MIEPEKIAIOM PEUCHb 31 3BOPOTOM 200 3
dbopManTbHUM MIIMETOM

OCKiUTBKH B HAIIOMY PO3IOPSIKEHH]
Oys0 Hebararo yacy, Mu 3MyIIEHI
Oynu B3STH TaKci.

CaMOCTINHUMI
+ MIEMPUKMETHUKOBUM
3BOPOT

with
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Ock1IbKH HaOIMKAETHCS BECHA,
0arato CTy/JeHTIB 3alHATI
IMATOTOBKOIO JIO ICITMTIB.

With spring coming, many students are
very busy preparing for the exams.

IMEHHHK 200 3aiiMEHHUK Yy HA3UBHOMY
BIIMIHKY + J1€EMPUKMETHHUK TENEPIIIHbOTO [IIENPUKMETHUKOBUM 3BOPOTOM
qacy

Knowing English well, my brother was  |JloOpe BoJso1it0YN aHITIHCHKOTO, Miid
able to translate the article without any OpaT 3MIr MEePEeKIacTh CTATTIO Oe3
difficulty. Oyb-KOi TPYAHOCTI.

Exercises

1. Choose the correct participle adjective form in each of the

sentences below.®

1.  Idon’t understand chess. The rules are very confused / confusing.

2. He was embarrassed / embarrassing when he arrived late for class.

3. There is a new movie playing at the theater. Are you interested /
interesting?

4, My little brother makes too much noise. He is annoyed / annoying.

5 I like my new chair. It’s quite relaxed / relaxing.

6 Moving to a new home is hard work. It’s tired / tiring.

7. The sad news made me depressed / depressing.

8 Louise got a B+. She was satisfied / satisfying with her test results.

9 Our company isn’t making any money. It’s very worried / worrying.

10. Robert thinks that roller coasters are terrified / terrifying.

11. | think that insects are fascinated / fascinating. | love to study them!

12.  When the TV program was cancelled, Kelly was disappointed /
disappointing.

2. Make the past participle of the verb.
1. Julie wasn'tathome. Shehad .............................. (go) to the shops.



2. We've already

3. This was the first time she had

4. They have
5. We have

6. He has never

(keep) this secret for three years

(drive) a motorbike before.

7. | have (be) sick all week.

8. By the time we arrived, the children had .............................
the chocolate.
9. The books had

over the floor.

(do) her homework

(begin) painting the living room.

(eat) all

(fall) off the table, and were all

10. A: Areyouokay? B:I've .........ccocoeiiiiiinl. (feel) better.

11.01d o (lend) my umbrella to John, so I got wet.

12. I've been looking for ages, but I haven't .............................. (find) my
keys yet.

13. The birdshave .....................oonl. (fly) south for the winter.

14. She hasfinally .............................. (come)

15. Don't worry, we haven't .......................o.e.l. (forget) about the
meeting.

16.1thad ... (become) very cold, so we went inside.

17.Youhave ............ooooiiiiin. (buy) a lot of new clothes recently.

18. 1'd o (get) a lovely new bike for my birthday, so |
was keen to try it.

19.She'd ... (bring) a cake to the party, but we didn't eat
it.

20. HAVE YOU ... (choose) your university yet?

21. Have YOU BVer .......covvviiiiiiiieennes (drink) Turkish coffee?

22.1'Ve o (give) some money to Julia.

23. Had you ..., (hear) of this band before you came to
the USA?
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24. She has ............coocooiiiiiil, (know) about the problem for three
months.
25.Why hasJohn .............................. (leave) already?

3.  Rewrite the sentences with participle clauses.

1. Sam left school early because he felt sick.

2. The teacher was impressed by Daniel’s work, so she gave him the

highest mark.

.............................................................................................

.............................................................................................

.............................................................................................

.............................................................................................



Regular and Irregular Verbs

To form the past and perfect tense and to form passive
voice, add --ed to a regular verb:

Present Past

like liked (if verb ends in e, only add d)

carry carried (if verb ends iny and is preceded by a
consonant, drop the y and insert ied)

drop dropped (c-v-c rule: double final consonant
before adding ed)

remember remembered

stew stewed

walk walked

frown frowned

Many verbs are irregular; the past and perfect tenses are not controlled by strict patterns:

Irregulow Verbs

Base Form Simple Past Tense Past Participle
awake awoke awoken

be was, were been

bear bore born

beat beat beat
become became become
begin began begun
bend bent bent

beset beset beset

bet bet bet

bid bid/bade bid/bidden
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bind
bite
bleed
blow
break
breed
bring
broadcast
build
burn
burst
buy
cast
catch
choose
cling
come
cost
creep
cut
deal
dig
dive
do
draw
dream
drive
drink
eat
fall
feed
feel
fight
find
fit
flee
fling

bound
bit
bled
blew
broke
bred
brought
broadcast
built
burned
burst
bought
cast
caught
chose
clung
came
cost
crept
cut
dealt
dug
dived/dove
did
drew

dreamed/dreamt

drove
drank
ate
fell
fed
felt
fought
found
fit
fled
flung

bound
bitten
bled
blown
broken
bred
brought
broadcast
built
burned
burst
bought
cast
caught
chosen
clung
come
cost
crept
cut
dealt
dug
dived
done
drawn

dreamed/dreamt

driven
drunk
eaten
fallen
fed
felt
fought
found
fit
fled
flung



fly flew flown

forbid forbade forbidden
forget forgot forgotten
forego (forgo) foregone foregone
forgive forgave forgiven
forsake forsook forsaken
freeze froze frozen
get got gotten
give gave given

go went gone
grind ground ground
grow grew grown
hang hung hung
hear heard heard
hide hid hidden
hit hit hit

hold held held

hurt hurt hurt
keep kept kept
kneel knelt knelt
knit knit knit
know knew know

lay laid laid

lead led led

leap leaped/leapt leaped/leapt
learn learned learned
leave left left

lend lent lent

let let let

lie lay lain

light lighted/lit lighted
lose lost lost
make made made
mean meant meant
meet met met
misspell misspelled misspelled
mistake mistook mistaken
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mow
overcome
overdo
overtake
overthrow
pay
plead
prove
put

quit
read

rid

ride
ring

rise

run

saw

say

see
seek
sell
send

set

sew
shake
shave
shear
shed
shine
shoe
shoot
show
shrink
shut
sing
sink

Sit

mowed
overcame
overdid
overtook
overthrew
paid
pled
proved
put
quit
read
rid
rode
rang
rose
ran
sawed
said
saw
sought
sold
sent
set
sewed
shook
shaved
shore
shed
shone
shoed
shot
showed
shrank
shut
sang
sank
sat
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mowed/mown
overcome
overdone
overtaken
overthrown
paid

pled
proved/proven
put

quit

read

rid

ridden

rung

risen

run
sawed/sawn
said

seen

sought

sold

sent

set
sewed/sewn
shaken
shaved/shaven
shorn

shed

shone
shoed/shod
shot
showed/shown
shrunk

shut

sung

sunk

sat



sleep
slay
slide
sling
slit
smite
Sow
speak
speed
spend
spill
spin
spit
split
spread
spring
stand
steal
stick
sting
stink
stride
strike
string
strive
swear
sweep
swell
swim
swing
take
teach
tear
tell
think
thrive
throw

slept
slew
slid
slung
slit
smote
sowed
spoke
sped
spent
spilled/spilt
spun
spit/spat
split
spread
sprang/sprung
stood
stole
stuck
stung
stank
strod
struck
strung
strove
swore
swept
swelled
swam
swung
took
taught
tore

told
thought
thrived/throve
threw
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slept
slain
slid
slung
slit
smitten
sowed/sown
spoken
sped
spent
spilled/spilt
spun
spit
split
spread
sprung
stood
stolen
stuck
stung
stunk
stridden
struck
strung
striven
sworn
swept
swelled/swollen
swum
swung
taken
taught
torn
told
thought
thrived
thrown



thrust
tread
understand
uphold
upset
wake
wear
weave
wed
weep
wind

win
withhold
withstand
wring
write

thrust

trod
understood
upheld
upset
woke

wore
weaved/wove
wed

wept
wound
won
withheld
withstood
wrung
wrote
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thrust
trodden
understood
upheld
upset
woken
worn
weaved/woven
wed

wept
wound
won
withheld
withstood
wrung
written
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