SA GIAO DUC VA BPAO TAO HA NOI
GIAO TRINH

Tieng Anh

Chuyen nganh ke toan xay dung
ENGLISH FOR CONSTRUCTION ACCOUNTING

DUNG TRONG CAC TRUONG TRUNG HOC CHUYEN NGHIEP

NHA XUAT BAN HA NOI



s3 GIAO DUC VA PAO TAO HA NOI

DANG THI THANH BINH

. GIAOTRINH
TIENG ANH CHUYEN NGANH
KE TOAN XAY DUNG

ENGLISH FOR CONSTRUCTION ACCOUNTING

(Dung trong céc truomg THCN)

NHA XUAT BAN HA NOI - 2007



Loi gidi thiéu

woc ta dang bude vao thoi ky cong nghiép héa, hién
dat héa nham dwa Viét Nam tro thanh nude céng
nghiép vdn minh, hién dai.

Trong su nghiép cdch mang to lom dé, cong tdc dao tao
nhan luc luén giw vai tro quan trong. Bdo cdo Chinh tri cita
Ban Chdp hanh Trung wong Ddng Cong sdn Viét Nam tai
Pai hoi Ddng toan qudc ldn thie IX da chi ré: “Phdt trién
gido duc va dao tao 1a mét trong nhitng ddng luc quan trong
thic ddy su nghiép cong nghiép héa, hién dai héa, 1a diéu
kién dé phat trién nguén Iuc con ngudi - y&u 6 ca ban dé
phat tri€n xa hoi, tang trudng kinh t€ nhanh va bén vitng”.

Qudn triét chi truong, Nghi quyét ciia Ddng va Nha niéc
va nhdn thite ding ddn vé 1dm quan trong cua chuong trinh,
gido trinh d6i vai viée ndng cao chdt lugng dao tao, theo dé
nghi cita So Gido duc va Ddo tao Ha Ngi, ngay 23/9/2003,
Uy ban nhan dan thanh phd Ha Noi da ra Quyét dinh sé
5620/0B-UB cho phép S¢ Gido duc va Pao tao thuc hién dé
an bién soan chwong trinh, gido trinh trong cdc triong Trung
hoc chuyén nghiép (THCN) Ha Néi. Quyét dinh nay thé hién
s quan tém sdu sdc cia Thanh iy, UBND thanh phd trong
viéc nang cao chdt lwong dao tao va phdt trién nguén nhén
luc Thu do.

Trén co so chuong trinh khung cia Bo Gido duc va Dao
tao ban hanh va nhitng kinh nghiém riit ra ux thuc 16 dao rao,
Sd Gido duc va Pao tao da chi dao cdc triomg THCN 16 chitc
bién soan chuong trinh, gido trinh mét cdch khoa hoc, hé



thong va cap nhdt nhiing kién thitc thuc tién phit hop voi doi
tuong hoc sinh THCN Ha Noi.

B9 gido trinh nay la 1ai liéu gidang day va hoc tdp rong
cac truong THCN o Ha Noi, dong thoi la tai liéu tham khdo
hitu ich cho cdc triong c6 dao tao cdc nganh ky thudr - nghiép
vit va déng ddo ban doc quan tdm dén vdan dé huong nghiép,
day nghé.

Viéc 16 chitc bién soan bo chiwong trinh, gido trinh nay
la mot trong nhiéu hoat dong thiét thuc ciia nganh gidgo duc
va dao tgo Thii d6 dé' ky niém “50 nam gidi phéng Thi do”,
“50 ndam thanh Igp nganh” va hudng 167 ky niém 1000 ndm
Thdng Long - Ha Noi

Sc Gido duc va Pao tao Ha Noi chén thanh cam on Thanh
uy, UBND, cdc 50, ban, nganh ctia Thanh phd, Vi Gido duc
chuyén nghiép Bo Gido duc va Pao tao, cdc nha khoa hoc, cdc
chuyén gia ddu ngdanh, cdc gidng vién, cdc nha qudn 1y, cac
nha doanh nghiép da tqo diéu kién givp do, déng gép y kién,
tham gia Hoi déong phdn bién, Hoi déng thdm dinh va Hoi
dong nghiém thu cdc chiong trinh, gido trinh.

Ddy la lan ddu tién $J Gido duc va Pao tao Ha Ni 16
chitc bién soan chuong wrinh, gido trinh. Dit dd hét sic c6
gdng nhing chdc chdn khong tranh khéi thiéu sét, bat cdp.
Chiing 161 mong nhdn duoc nhitng ¥y kién déng gép cria ban
doc dé timg buéc hoan thién bg gido trinh trong cdc lan tdi
bdn sau. '

GIAM DOC SO GIAO DUC VA PAO TAO



INTRODUCTION

English for construction accounting is the book which provide knowledge
in construction accounting for students who have completed basic English
courses required. It equips students with both theoretical and practical
language in accountancy, especially in construction accounting.

This book covers all language aspects and four language skills, which is
instructed in the classroom in approximately 45 periods. It contents six units
and two review units. Each unit contains four language skills, grammar
summaries, practices and vocabulary.

The language contents in each unit are easy to understand, suitable to
students’ level with updated information and images collecting from many
reliable resources. '

Furthermore, this book introduces vocabularies which relate to the
bookkeeping and accounting construction, revise and develop the basic
grammar and language skills (listening, speaking, reading, writing).

After the course, learner are able to communicate with foreign experts,
read documents on construction and accounting, write financial report and
others related works.

Best regards and hope that all the success.



Unit 1

MEETING PEOPLE
Objects
- Use ordinary verbs at simple present tense
- Have and Have got
- Describe people with their work
- Write the application form
Contents
- Language function and skiil
Greetings

Describing occupations and work
Talking about oneself

Writing application letter

- Language study

The simple present tense

Have and Have got

- Vocabulary

Nouns of occupations

- Practice

Complete conversation

Ask and answer following the text’s content



I. LISTENING AND SPEAKING

1. Conversation

Lan:
Huong:
Lan:

Huong:
Lan:
Huong:
Lan:
Huong:
Lan:

Huong:
" Lan:

Good morning! Huong, how are you?
I’'m fine, thank you, and you ?

I’m very well, thanks _
Have you graduated from Ha Noi Construction High School yet?

Yes, I have. And you? When will you finish the Economical
construction course from Ha Noi Construction University?

Next year. Do you study to be a construction supervisor or an
construction accountant?

I become an construction accountant. Will you become an engineer
about Economical construction?

Yes. Where do you plan to work?

I’'m applying for Song Da Construction company.
Good luck to you.

Well, wishing you all the best. Bye! See you soon.
Bye! See you soon.



2. Circle the questions

1. What is Huong’s job?

A. a construction supervisor

B. a construction engineer

C. a construction accountant

2. What will Lan’s job be when Lan finishes the course?
A. an economical construction engineer

B. a construction engineer

C. a construction accountant

3. Pair work

Now take turns talking about where you study and what you are studying,
after you graduate what your job is.

The verb to be
| am an accountant
He/she/ it is an engineer
We/you/they are architects

II. READING AND WRITING

1. Len Johnson is now an engineer. This is his application for the job.
Len is twenty. This is his first job. He has got a certificate in Construction.
He has a driving licence. He’s got English certificate at Level A. His typing
is not very good

2. Give information in application form
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APPLICATION FORM

P V' L, SO PRI G- 1073
First job:......c..cceeecveeneene.. Yes/ No
Driving licence:...........c.cccoeiiinnennne.
Foreign language: ............ccccceeevenene..
Other information: .........c.cceeeeennes

3. Complete the conversation. Then practice them.

I- A, do you work?
B.Iwork .....ccoooviiiie. Construction Company.

2- A. Where ................ cactastitis you work?

B. I work ..........ccoceeeiiiennenneen... the building site.
A. Oh, what do you ................... there?

B. ..................... am a construction engineer.

A. Do you like it?

B. Yes. I do.



IIl. LANGUAGE STUDY

The simple present tense

(+) I work for construction company

(-)  She doesn’t usually go to office on time
(2) Do you write the application form?

Yes, 1 do or

No, I don’t

{Wh-) Where do they work?
They work on construction site

1. Discuss the following groups, make the conversation

Have and have got

I/ You/ We/ They: have, have got
She/ He/ It: has, has got
(+) He has a new job
(-) Idon’t have a computer certificate

(?) Does she have a driving license?

Yes, she does or No, she doesn’t
(+) TI'have got a constructional economic certificate
(-) They haven’t got any money
(?7) Have you got any foreign language certificate?
Yes, we have or No, we haven’t

2. Make 10 sentences with “ have” and “ have got’

IV. PRACTICE

Exercise 1. Match a word in column A with column B

1. A supervisor

decorates

2. An engineer

supervises other tradesmen

3. An account

driver the machines and excavates ground

4. A receptionist

installs electrical equipment

3. A secretary

olaln |o|p

calculates data

11



6. A machine driver f. helps manager

7. A decorator g. manages construction

8. An electrician h. receives customers

Exercise 2. Listen and practice conversation

Peter:
Nam:
Peter:

Robert:

Nam:

Robert:

Nam:

Peter:

Nam:

12

B

Good afternoon, Mr. Nam, .......ccccocvveeene.?
I am very well, thank you. And you?
..., thanks. Let me introduce you to some of our

pdrtners here. This is Mr. Robert, he’s .........cccc.ce.. SUpervisor.
How do you do?

Nice to .....cccevvevueeenn. YOUL

..................... do you do?

I have. JURL . ctdiunr- e rerpe from Hanoi Construction high school.

I’ve employed for the construction engineer position here. But I
am having a little trouble about the work of a ..................
engineer.

My work is similar yours, so I can give you some advices.

Don’t worry.

That’s pretty good ................... you very much.



Exercise 3. Talking about people

3.1. Look at this list of participants for an IT conference in Toronto. Use
the information below to help you fill in the graphs, as in the example.

- Ms Ishikazi's first name is Minako.

- Minako and Alicia are colleagues.

- The Spanish woman lives with Igor.

- Mr. Nanni is a salesman.

- The supervisor is twenty eight.
- Minako and Miho are both Japanese.
- Igor and Miho are the same age.

Toronto 5" international information technology conference

Name Minako (1) | Igor Clandio Alicia Miho
Ishikazi Teploukhin | 4y |Lopez | lIkuta
Company _2) Telefonica | LRC IBM Sony
Job Accountant | Engineer Salesman ..(5) | Designer
Nationality | Japanese Russian Italian Spanish __(6)
Residence | Barcelona | =~ (3) | Rome Madrid | Tokyo
Age 25 30 42 28 1 )

3.2. Answer these questions
a. What nationality is Igor?
b. Where is Alicta from?

¢. What is Minako'’s job?

d. How old is Claudio?

e. Where does Milo live?

f. Who do Minako and Alicia work for?

3.3. Complete these question and answers, as in the example

a. Is Minako Spanish? No, she isn't
b. Are you Spanish? No, I'm not

c. Is Alicia twenty-eight.....................

v YES, 1L 1S

13



e. Are Miho and Minako Japanese? .....................

f. Are Igor and Miho twenty?.........cocceeeene

3.4. At the conference, Minako, Alicia and Igor meet. Complete the
dialogue below

A: Igor, let _(1).... to my colleague, Minako.

I How (2)...7...(3).. Igor.

M: Please __ (4) ., Igor. My _ (§)__Minako.
I: What _ (6)...7

M: I'm an accountant. What (7) ?

M: I'm from Tokyo but __(9)_ _in Barcelona.

V. VOCABULARY
- accountant {n) Ngudi k€ toan
- Ha Noi Construction University Trudng dai hoc Xay dung HN
- Ha Noi Construction high school Trudng Trung hoc xay dung HN
- supervisor {(n) Ngudi gidm sat
- certificate (n) Van béng, chitng chi
- application form Pon xin viée
- decorator (n) Ngudi trang tri
- designer (n) Nha thiét k&
- electrician (n) Ngudi tho dién
- nationality (n) Qudc tich
- graduate (v) Tét nghigp
- calculate (v) Tinh toan
- excavate (v) Pao, béi
- install (v) Lap dat
- apply (v) Xin viéc
- economical construction Kinh t&€ xay dung
- plan (n) K& hoach
- trouble (n) Lo ling, 1am phién
- advice (n) L& khuyén
- colleagues Ban déng nghiép

14



Unit 2
ACCOUNTING AND BOOKKEEPING

Objects

- Describe bookkeeping and accounting cycle
- Give information about job

Contents
- Function and skills
Talking interest in work
Finding synonym works
Making sentences with the given words
- Language study
Like and dislike
Have to
= Vocabulary
Words about accounting and bookkeeping
- Practice
Making sentence
Filling the blanks

1. LISTENING AND SPEAKING

1. Conversation

Lan is in a cafe. It’s lunchtime. She is with Alison. They works for Song
Da Construction Company. Alison is an engineer.

15
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Alison:
Lan:

Alison:
Lan:

Alison:

Lan:
Alison:

Lan:
Alison:

How is the new job, Lan?

Well, I'm terribly busy. Everyday I have to calculate much of
data, write account book and sometimes go to the bank.

Do you like being an accountant?

Oh, I enjoy calculating much of data, and I like writing account
book, but I hate going to the bank every week.

You can go to University, you know. Why don’t you study for
two years.

What do you mean?

I mean, you can do a course in economics studies. After two
years, you get a certificate. Then you can apply for lots of
different jobs.

That’s a good idea. I’ 11 think about it, then

You can find the courses in prospectus.

2. Talking about likes and dislike
Use the following phrases

Example: Lan likes writing account book.

She dislikes going to the bank every week

set up payroll check account
estimate construction calculate production’s expense
pay salary report financial



II. READING AND WRITING

The seven - step accounting cycle, a simple means of organizing and
keeping track of financial transactions, accommodates the needs of both
individuals and large corporations. Each time an item is purchased or sold,
persons in charge of bookkeeping implement the first three steps of the cycle
and pass on the information to the accountant who implements the last four
steps. While an individual might hire an accountant to prepare financial
statements, corporations often have a staff of bookkeepers and accountants to
perform all seven tasks in the cycle.

Bookkeeping and Accounting Cycle

Bookkeeping Steps

1. Record transaction in a journal.

2. Transfer amounts from various journals to general ledger. Also called
“posting”.

3. Calculate whether sum of all debit balances equals sum of all credit
balances. Also called “trial balance”.

Accounting Steps

1. Calculate adjustments.

2. Prepare adjusted trial balance.

17



3. Prepare financial statements.
4. Close no cumulative accounts.

Microsoft ® Encarta® Reference Library 2005. © 1993 - 2004 Microsoft Corporation.

All rights reserved.
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1. Answer these questions

a. How many steps are there in accounting cycle?

b. What are those steps?

¢. Who implements the first three steps of the cycle?

d. Who implements the last four steps of the cycle?

2. Find the words which is synonym with these words
a. accommodate c. implement

b. purchase d. general ledger

3. Translate the passage into Vietnamess.

4. Give the name for the passage

III. LANGUAGE STUDY

Modal verb “ Have to”

Structure: have to do something
I/ You/ We/ They : have to
He/ She/ It : has to
(+)  The bookkeeping has to recording transaction in a journal.
(-) The architect doesn’t have to calculating building work’s amount
(?) Do they accountant have to reporting financial every month?
Yes,theydo or No, they don’t
(Wh-) What do the constructional supervisors have to doing?
They have to supervise bricklayers on construction site.
(=) I don’t have to report my work every week.
Like, Dislike
Enjoy, Hate

+ V-ing

2t — 40



(+)  She likes being a foreman
(=) They don’t like being bricklayer
(N Do you like meeting the client?
Yes,Ido or No, I don’t
(+) Lan hates going to the bank every week.
(o) et
Make 5 sentences with “have to” and make 5 sentences with “like, hate, enjoy”.
IV. PRACTICE

Exercise 1. Complete these sentences with suggested words
1. accountant/ have to/ implement/ seven/ cycle

2. Alison/ like/ an foreman

3. they/ estimate/ construction/ before/ build

4. which/ subjects/ you/ study/ the best?

5. you/ think/ engineers/ design/ the buildings?

Exercise 2. Listen about jobs

16



Activity 1

Look at these occupations. Choose the five that you would find most
interesting. List them from 1 - 5. Then compare your list with your partner’s.
Accountant
Architect
Bank clerk
Car mechanic
Cashier

Computer programmer
Dentist
Designer

doctor
engineer
estate agent
hairdresser
journalist
librarian
lorry driver
model

nurse

pilot

police officer
receptionist

sales assistant
secretary

social worker
university lecturer

Do you know how to pronounce these occupations correctly? Listen to the
tape and then underline the stressed syllables.

Activity 2

You will hear people describing some of the things they do at work. Listen
and tick the activities they describe.

1

o0 ~1 O L B o

. check machines

. interview people 4
. collect guests a
. fill in form [
. sell houses O
. collect post ]
.sell TV sets 0

O

[]

. take telephone calls

Activity 3

describe people

take guests on tour
type letters

buy houses

deliver post

repair TV sets

mend machines
make telephone calls

oOOoOoOo0oan

L

You will hear some people talking about their occupations. Listen and
number six of the occupations below from 1-6.

20

... typist
... hairdresser

... actor

............ engineer
... hotel receptionist

reeeenre. Mechanic



vireraneass MUTSE
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cieeeeeeeen. UNIVETSity lecturer
............... computer programmer

Exercise 3. Complete these sentences with can’t, have to, or has to.

1. Jenny ..o play tennis on Saturday, because she ............... go to
London.

2. They ................. play at 7.30, because Sylvia ................ make it at 6
o’clock.

3. Stephen .............. go to Spain, so he ............... go to the BAC conference.

4. Mark ............... make the meeting, becaunse he ............... finish a report.

5. Mark and Jenny ...............

............... go to the dentist’s.

meet on Wednesday afternoon, because Jenny

* Write down five things you have to do this week.

V. VOCABULARY

- bricklayer (n)

- client (n)

- data (n)

- account book

- amount (n)

- payroll (n)

- salary (n)

- financial (n)

- financial statement
- transtraction (n)
- bookkeeping (n)
- accounting cycle
- debit (n)

- credit (n)

- journal (n)

- ledger (n)

Thg xay dung
Khich hang

Dir lieu

S6 sdch k& todn
Khéi lugng

Bang luong

Luong

Tai chinh

K¢ khai tai chinh
Cong viéc kinh doanh
Cong viéc k& todn
Chu ky ciia k€ toédn
Bén ng

Bén cé

S6 hang ngay

S8 c4i

21
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- posting (n}

- trail balance (n)
- adjustment (n)
- balance (n)

- task (n)

- corporation (n)
- charge (v)

- organize (v)

- implement (v)
- purchase (v)

- accommeodate (n)
- keeping track

- perform ((n))

- hire

- transfer (v)

- cumulative (v)
- various (n)

- general (adj)

- individual (adj)
- whether

- prospectus (n)

Vio sé cdi

K& todn kiém tra

Su diéu chinh

Su can d6i

Coéng viéc, nhiém vu
Tap doan

Ganh vic trich nhiém
T4 chifc, thiét 1ap
Thyc hién day du
Mua sam

biéu chinh

Theo ddi

Giai trinh, trinh bay
Thyc

Dich chuyén, chuyén déi
Tang thém, tich liy
Da dang, nhiéu loai
Chung, téng hop

C4 thé, riéng 1é

Hay khong

T& quang cédo



Unit 3

CONSTRUCTION ESTIMATE
Objects
- Estimate construction and calculate the quantity
- Make conversation to exchange work’s amount
- Give information to meet the client
Contents
= Function and skill

Taking about designing the building

Listening about the table between the architect and the engineer
Calculating the quantity

- Language study

The present perfect tense

The present simple passive

- Vocabulary

Words about construction estimate

= Practice

Reading compression the sum (calculates the quantity)
Doing the same sum

L. LISTENING AND SPEAKING

Mr. Nam is an architect and Mr. Thanh is an engineer. They were
classmates in high school .

Mr. Nam: Good afternoon!

Mr.Thanh: Good afternoon!

Mr. Nam:  How is your work, now?

Myr.Thanh: Not so busy.

23



Mr. Nam: We've just received a new
construction.

Mr.Thanh: Really! Which construction
is it?

. Mr. Nam: It's a private building of
three stores

Myr. Thanh: What can I help you?

Mr. Nam: Well, we want you to help
me an important part of the
construction. "Set up an construction".
Mr. Thanh: OK. When will your
work begin?

Myr. Nam: Oh, now. I have to design
the building. We can begin next
month if you finish the construction.
Mr. Thanh: When you finish  the
designing, Please phone to me!

Mr. Nam: Thank you very much. Please try to help me!
Mr. Thanh: That's all right.
Mr. Nam: Goodbye- See you again.

Mr. Thanh: Goodbye.
Next month

Myr.Thanh is working in his office. Mr. Nam calls him.

Mr. Nam: Hello, I'm Mr. Thanh's E m .
friend. I want to meet him. T

Miss Lan: Yes, please wait for a
moment!

Mpr. Thanh: Hello I'm Thanh! Are you
Nam?

Mr. Nam: Yes, are you busy now?

Myr. Thanh: My work isn't so busy. How
is your building's design

Mr. Nam: I've already finished it. Now,
can you calculate construction estimate?

24



Myr. Thanh: It's OK. When do you give me the dfawings.

Mr. Nam: I'm going to give it to you tomorrow and I want you to finish it
next Saturday.

Mr. Thanh: I'll try to finish soon.
Mr. Nant: Thank you very much. Goodbye!
Mr. Thanh: That's all right. Bye bye.

Mr. Thanh sees the erection drawing to set up cost of the approximate
estimate following the steps:

Technical Work Bill of
drawings and ) breakdown > 1o —_—
Specification Structures Quantity
Mean and T:EE}?L : manpower
methods detailed > p|  Construction cost
unit price 3IM budgeting

Next six months

Mr. Nam has to finish his project. Mr. Nam and Mr. Thanh have to clear up
and give construction balance sheet to client.

The present perfect tense

+ We ‘ve just received a new construction.
- They haven’t done the floor finishes yet.
? Have you ever designer the high building?
Yes, [ have
Exercise: Chuange these sentences into other forms of present perfect tense.
1. + Workers have done the floor finishes for five days.

r? LR L N N R R R e
2. + We have already exchanged their client.

B L T G
L R

25



3. + They have built this building for two years.

II. READING AND WRITING

When an architect receives a project for his requirements. After visiting the
site, the architect draws up preliminary plans and together with a rough
estimate of the cost, submits them to the client for his approval. If the client
suggests changes, the architect incorporates them into the technical design
which shows the exact dimension of every part of the building. At this stage,
several building contractors are invited to bid for the building construction.
When they submit their tenders or prices, the architect assists his client in
selecting the best one and helps him to draw up a contract between the client
and the contractor.

1. Find a word or an expression in the passage which means
a. to begin the job of designing a building.
b. to offer to a client for his consideration.

26



¢. to combine into a whole.

d. to offer to do some work at a certain price.

2. Find a word in the passage which is synonymous with each
word or a phrase

a. client

b. design

c. rough estimate

d. select

3. Translate the passage into Viethamese

IIL. LANGUAGE STUDY

The present simple passive

- Form: S + am/is/ are + PII
- Ex: That project is carried out since 2004

Several building contractors are invited to bid for the building
construction

Exercise: Change these sentences into the simple passive.

1. The architect receives a project from client.

2. Does the engineer often assisthis client.

3. When do you give me the drawings

4 They usually design the building before construction estimate.

5. The COH-;;;I:I-(;liOI:l accountant‘ oftencalculates 'construction cost estimation. |

IV. PRACTICE

Exercise 1. Read and translate the sum in to Vietnamese

27



Question: Calculate the estimation of manual foundation digging level II,
vertical excavation and the concrete with broken brick 50 bottoms of
foundation system which has plan and cross section as drawing:

T

M1 . A M1 M1 M1l L
' __3600 3600 L AW,
., __ a0 o
PLAN

SECTIONS

Writing assignment:

a. Study drawing

Look at the drawing, we can see that construction has two klnd of
foundation which are M1 and M2.

28



- M1 is the building' s width foundation .
- M2 is the building’s length foundation.

- Their excavating’ s depth is 0,9m. Learn concrete 50 covers foundation
bottom.

b. Analysis volume

- Both kind of foundations have similar specification. This analysis is for better
calculation

- Devise up:  four width foundations M1 (the same)
two length foundations M2 (the same)
¢. Finding size to calculate

Look at the drawing and analysis, we have the length of foundations as
follow

MIl: 6 - (03 + 0,3) = 54m
M2: 11,4 +(04 + 04) = 12,20m
d. Calculating
If the concrete with broken brick bottom covers bottom foundation as this lesson,
bottomn foundation's area is the related number. So when calculating excavating volume
we had better not figure out volume right away but calculate following 2 steps.
Finding the area which need excavating and then finding volume.
- Excavating area of bottom foundation
4M, =4 (54 x 08)=1728 m’
2M,=2(12,2x0,6) = 14,64 m*
- 8§=31,92m?
- Excavating’ s volume
31,92x 0,9 = 28,728 m’
- The concrete with broken brick 50's volume (following area A)
31,92x0,2=6,384 m’
Exercise 2. Translate the sum into English. You can use dictation
if you need.

Question:  Calculate the quantity of Concrete grade 200 with aggregate
(1x2 cm) for the beam shown in the following drawing.

29
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SECTICN 1-1 SECTION2-2
V.VOCABULARY
- estimate {n) Dur todn, du tinh
- construction (n}) Cong trinh xay dung
- construction drawing Ban vé thi cong
- detail (n) Chi tiét
- material (n) vat ligu
- amount of building work Khdi luong cong trinh (tién lugng)
- manpower (n) Nhan céng, nhén luc

- construction cost estimation
- detail unit price

- evaluate estimate building

- mission (n)

- preliminary (n)

- approval (n)

Pinh mitc du toan

Pon gia chi tiét

Gi4 tri du todn x4y dung
Nhiém vu, cong viéc
Phdc thao, so bd

Su chap thudn



- constructor (n)

- tender (n)

- assistant (n)

- dimension (n)

- foundation (n)

- bottom foundation

- handicraft (n)

- excavating (n)

- broken brick (n)

- plan (n)

- section (n)

- building’s drawing up plan
- incorporate (n)

- balance sheet

- construction budgeting
- construction cost budgeting
- calculate (v)

- design (v)

- approximate estimate

- clear up (v)

- balance (v)

- submit (v)

- excavate (v)

Nguoi xay dung, ngudi 14p rdp
Viéc dinh gid

Trg ly

Kich thudc

Méng

Day méng

Lam thi céng

Viéc dao dat

Gach vo

Mit bing

Mat cét

Ban v&, so d6 thiét k&

Su két hop

Ban can d6i k€ todn

Ban thiét k€& ké todn tai chinh
Téng du todn

Tinh todn

Thiét ké

Du todn, uéce lurong
Thanh todn

Quy¢ét todn

Bién ho, dé trinh, xem xét
Pao dat
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REVIEW ONE

I. GRAMMAR

1. The simple present tense

(+#) S+ Vs,es

(-} S+don't/doesn’t+ V (infinitive)
(7) Do/Does +S+Vinf

(Wh) Wh+do/does + S+ Vinf

2. Have and have got

I, You, We, They: have / have got

He, She, It: has / has got
3. Like, dislike and enjoy
like
dislike + V- ing
enjoy
4. Have to
I, You, We, They: have to do something
He, She, It: has to do something

5. The present perfect tense
(+) S+ have (has)+ P,

(=) S + haven’t / hasn’t + P,
(M Have (has) + S+ P,

(Wh) Wh+ have /has+ S+ P
6. The present simple passive
(+) S+am/is/are+ P,

) S - am (is/ are) not + Py,
()  Am (Is/Are) + S+ P;?
(Wh) Wh + am (is/are) + S + P;?



tenw

II. EXERCISES

Exercise 1. Complete these conversations

A: What .........you ..........7

B: I' m a student. I study business.

A: And .......... doyou .......... to school?

B: I.......... to Jefferson College.

A: .........do you like your classes?

P Ao, A them a lot.

A: What .......... Kenya do?

B: She' s a teacher. She .......... mathematics at a school in Bangkok.
A: And what about Somsak?

B:He ......... for an electronics company.
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Al ... does he do, exactly?

B: He's a salesman. He

.......... computer equipment.

Exercise 2. Choose a suitable in the box to fill each blank

Three

Financial

Bookkeeping

Bank

used

purchases

accounting

Recorded

Modern accounting entails a seven- step ....(1).... cycle. The first ....(2)....
steps fall under the bookkeeping function - that is, the systematic compiling and
transactions. Business documents provide the ....(4)....

input; such documents include invoices, payroll time cards, paid ....(5).... checks,
and receiving reports. Special journals (daily logs) are ...
_recurring transactions. These include a sales journal, a ....(7).... journal, a cash-
" receipts journal, and a cash- disbursements journal. Transactions that cannot be

recording of ....(3)....

BOOKKEEPING AND ACCOUNTING CYCLE

.(6).... to record

accommodated by a special journal are ....(8).... in the general journal.
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Make question and answer them.

1. Modemn accounting / entail / a / accounting cycle?

2. What / the first / steps / fall / under?

3. What / business documents / provide / bookkeeping input?

4. What / special journals / include?

Exercise 3. Complete the sentences using the present passive
Example: Requests for help/ receive/ Customer Service department

A request for help is received by the customer service departmend

1. This request/ send/ Work Finder

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

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

4. The work schedule/ arrange/ and / the information/ send back/ Work
Finder

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

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

Exercise 4. Now choose the correct word to complete the
questions, as the example

1. How many customers does Airbus got/ have worldwide?

2. Does/ has it got any American shareholders?

3. How many European shareholders does/ has it have?

4. Have/ has the shareholders got the same share in the company?
5. How many employees has/ does the group have?

6. Do/ does A300 planes have more than 200 seats?

7. How many spare parts centers has the company got/ get?

8. Where does/ has the company got training centers?
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Exercise 5. Read and answer the questions, then translate into'
Vietnamese

Work now starts on the building. As construction proceeds, the architect
makes periodic inspections to make sure that the building is being constructed
according to his plans and that the materials specified in the contract are being
used. During the building period, the client pays the bills from the contractor.
Subsequently, the contractor completes the building and the client occupies it.
For six months after completion there is a period known as the defects liability
period’. During this period, the contractor must correct any defects that appear
in the fabric of the building. Finally, when all the defects have been corrected,
the client takes full possession of the building. :

a. Answer the questions

1. What does the architect have to do when construction proceeds?

2. What does the client have to do from the contractor during the building
period?

3. Who will occupy the building when the contractor completes it?

4. How long is the “defects liability period”?

5. What does the contractor have to do in the defects liability period?

6. When does the client take full possessing of the building?

b. Find the synonyms of the following words.

1. Correct 3. Bill 5. Occupy

2. Pay 4. Complete
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¢. Find a word or an expression in the passage which mean:

1. to look at the building work in detail at regular intervals

2. named or described exactly

3. an nterval of time after the building has been finished during which the
contractor is responsible for correcting any faults in it

4. to have complete ownership of the building

Exercise 6. Complete the sentences
Example: 1 nced a car because [ have to go to station on time.

1. I can’t go to the movie tonight BECAUSE .....coveveeviureiiiee e re e
2. John can’t go downtown with us this afternoon because

3. If you want to travel abroad,

4. Erica can’t come to class tOmMOTTOW BECAUSE woovveeeeen oo
5. If you want to enter the university,

Exercise 7. Use the clues to complete the puzzle. What is the
“mystery word”

1
2
3
4
5
]
7
8
v
0

1. to display ( informal )
2. where goods are presented
3. what you keep in reserve to sell
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4. person /company that sells‘thing to the public

5. a very large storeroom

6. someone who buy

7. to buy ( formal )

8. the money you pay at the check out goes in to this
9. a path in a plane, a church or a supermarket

10. the series of thick and thin lines on packaging that is scanned at the
check out

V.VOCABULARY
Contract (n) Hop déng
Contractor (n) Nha thdu
Bill (n) Khdi lugng
Defects liability period Giai doan bao hanh
Fabric (n) Cong trinh x4y dung, két cau
Periodic (n) ' Dinh k¥
Inspection (n) Su kiém tra, thanh tra
Possession (n) . 84 hitu
Invoice (n) Hoa don
Payroll time cards Tién luong phai tra
Paid bank checks Theé ngan hang
Receipt (n) Str bién nhan
Disbursement (n) Su chi tieu
Make sure PAam bao
Occupy (v) -~ Ti€p nhan
Entail (v) Poi hoi, yéu cdu
Record (v) Ghi chép, ghi sé sdch
Include (v) Bao gém
Shareholder (n) | Cé dong
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Unit 4

GETTING A LOAN
Objects
- Introduce the form of payment
- Discuss about the two loans
- Draw the graphs about financial results for a company
Contents

- Function and skill

Talking and comparing about the loans
Listening about investment between two business
Writing the loan application form

- Language study

Comparative forms

Superlative forms

- Vocabulary

Words relating to meney and banking
- Practice

Drawing the graphs

Complete the loan application

I. LISTENING

Jacques: Are you enjoying your meal?

John: I'm enjoy it very much. This fish is excellent.

Jacques: Good. Now tell me about the Egyptian project.

John: It’s a very good investment, I think. Do you know the Sun hotel?
Jacques: 1 know it well. T always stay there.



John: The new hotel is bigger and
more luxurious. And it's in a better
position. In my opinion, they are building
the best hotel in Egypt.

Jacques: What about finance?

John: The total investment is £ 3
millions from us.

Jacques: Do you mean pounds
sterling?

~John: Yes, that's right. Our share is
ten percent. We receive eight percent of
the profits. In addition, we get special
terms for our tours.

Jacques: I'm becoming more interested. Have you got all the information
with you?

John: Yes, I've got the paper here.

Jacques: Let's have a look.

1. Ask and answer

a. Is the new hotel smaller than the Sun hotel?

b. Is the new hotel more luxurious than the Sun hotel?

c. Is the Sun hotel in a better position?

d. Is the total investment higher than £ 2 millions?

e. Is travel services share larger than 25%?

f. Is Jacques becoming more interested?

2. Talk about a new hotel in your town. Compare it with other
hotels. Use these words for comparing

- Bigger more expensive

- Better more luxurious

- Larger more modern

- Quieter more comfortable

II. SPEAKING

Compare the two loans. Is the Finbank loan better than the Road
Machines loan? Tell each other your opinion.
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At last, I’ m buying a new motorbike. The
bank is lending me £ 750. The term are

very good. I have to pay over a period of
five years. I don't have to pay a deposit.

Why are you choosing the bank
loan? The credit arrangement is
better. You only pay £ 22.90
every month. And you pay over
three years.

Why am [ choosing
the loan? Because the
terms are better. I'm
choosing the bank
loan because I don't
have to pay a deposit.

Jim discuses the loans with a friend. He chooses the loan from the bank. Is
this the best decision? Please discuss with the partner.

III. READING

Jim Watson wants to buy a new motorbike. The motorbike costs £ 750. Jan
can borrow the money from his bank. Or he can buy the motorbike on credit. This
mean he can pay every month. But he must pay a deposit of £ 150.
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/ Road machines LTO \

Application for credit

Name: Jim Watson

Employer's name and address: Travel services Ltd 13 Bolton
St, London, WC 24AX

Cost of purchase: £ 750

Period of repayment: 3 years

Monthly payment: £ 22.90

I apply for credit on the above terms

Customer's signature:

£X Finbank PLC
Loan application form

Name: Fém Wation

Purpose of loan: @t motorbike
Amount of loan: £750

Deposit:

Period of repayment: 5 gears
Monthly payment: £79.35
Total payment: £7767.00

* Complete the checklist
Jim has got to make a decision. He compares the term of the two loans. He makes a
checklist. Fill in the checklist for him.

Finbank Road
Machines

Smaller deposit v

Smalier monthly payment

Longer period of repayment

Lower total cost
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IV. WRITING
4.1. Make correct sentences with the present continuous.

2. They/read the documents

3. They/ discuss the terms

4. You/ build a new hotel

3. Blake and Green/ work late

6. Profits/ fall every month

7. The company/borrow a lot of money

8. The department/ expand at the moment

4.2. Dictionary exercise
What do these words mean in commerce? Use a dictionary.

a. credit €. rate

b. deposit f. investment
c. terms g. commodity
d. loan h. company

4.3. Make comparatives with "-er" or "more" and make sentences with
each word

a. expensive f. strong
b. buy g. cheap
c. weak h. profitable
d. luxurious 1. new
e. careless J. tidy
V. LANGUAGE STUDY
Comparison

5.1. Comparative form

Adj-er (Adv-er} than

Example: + The total investment is higher than $2 million.
+ The Finbank loan is better than the Road machines loan.
+ The accountants calculate faster than cashiers.
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More Adj (Adv )} than

Example: + The new hotel is more luxurious than the Sun hotel.
+ The architect designed this building more beautiful than that one.

5.2. Superiative form
The Adj- est (Adv- est)

Example. + This is the best decision from him.
+ The accountant caculate the fastest net profits.

The most Adj (Aidv)

Example: + Goods’ price of this company is the most expensive.
+ Financial reporting is the most important thing it accounting.
5.3. Irregular Adjectives and Adverbs

Adjectives / Adverbs Comparative Superlative

Good/wel .  Better . Thebest
_____ Bad / badly Theworst
_ Much/many Themost
____________________ far . Thefarthest/furthest

little The least

EXERCISE : Give the comparative and superlative forms of the following

adjectives and adverbs

Example: high - higher - the highest

’7 1. careful

5. dangerous

6. wild
2. slow 7. clean
3. slowly 8. big
4. happy 9. friendly

10. serious

Make sentences with those Adjectives and Adverbs



V. PRACTICE

Exercise 1. Look at these financial results for a company. Draw the
graphs. Complete the sentences.

Fisco packaging LTD

Figures in £ 1982 1983 1984 1985
Total sales 4.5 4.4 3.9 3.1
- Exports sales 29 2.7 2.3 1.6
- Home sales 1.6 1.7 1.6 1.5
Figures in £ 000's :
- Gross profits (before tax) 605 5835 511 442
- Net profits (after tax) 490 450 396 353
£m TOTAL SALE.S fm EXPORT SALES £000’s NEY PRCFITS [
500
400
3 300
2 200
1 100
a2 a3 g4 85 82 83 84 86 B2 83 84 85

Total sales are falling. This year (1985), sales are lower than last year.

+ BXPOrt Sales....oiviiii
+ Net profits

Exercise 2. Listen and complete
Jacques: What about finance?

John: The

investment is ........... Alineeds ..............from us.
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Jacques: Do you mean ............7
John: Yes, that's right. OQur share is ........ percent. We receive ........... in

addition. We get special terms for our tours.

She wants to work at home. She wants to earn money

Jacques: .................more interested ............. all the information with you?

Exercise 3. Study the information. Complete the form

Jill Atkinson wants to buy an electric typewriter.

more and more. In her job, she eamns £ 300 a month. § (L ¥hats your dave of 3

costs £ 675. The rate of interest is 11%. The period
of repayment is two years. The monthly payment is £
34. What are the total payments?

§. “birth, Miss Atkinsan? )

She applies to the bank for a loan. The typewriter

* FINBANK PLC
LOAN APPLICATION

Surname: ..........cooocoovivieieiiiii MriMrsiMissiMs
First name: ..o
Date of Birth: .......ccccoovvoviiiiiieieesee e,
Present employment: ..o,
Present SAlary ... et
Purpose of loan: .............ccoocoioiiiiiiiiiiiiii e,
Amount of loan: ...............coooeiviiiiiiiiii e
Period of repayment: ...,
Monthly payment: ..............ccccoorvimniineecceieiceecceees e,
Total payments: .........ccccccoovvevvivimecieieeeeeeeeeeee e,
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VOCABULARY

- deposit (n) Tién dat coc

- loan (n) Tién cho vay, cho muon
- repayment (n) Su tra lai, hoan tra
- meal (n) Bita an
- investment (n) Sir ddu tur
- position (n) Vi tri
- opinion (n) Y kién
- profit (n) Tién 13, l¢i nhuin
- commerce {n) Thuong mai, sy buén ban
- rate (n) Ty gia, ty 1&
- ferry (n) Bén pha, pha
- reservation (n) . Swr dat truée
- signature (n) Chit ky
- result (n) Két qua, thanh qua
- gross profit Tdng lgi nhuan
- net profit Lai
- total sale Téng s6 bdn hang
- percent (n) _ Phén tram
- special term Diéu khoan dic biét
- rate of interest Lai sudt
- period (n) Théi han, thoi ky
- present employment Nghé nghiép hién tai
- share (n) Phdn, c6 phin
- borrow ) Vay muon
- buy something on credit Mua chiu céi gi
- lend (v) Cho vay, cho mugn
- enjoy (v) Thich
- receive (v) Nhan dugc
- expand (v) M rong, phat irién

- luxurious (adj) Sang trong



UNIT 5
THE SAFETY IN CONSTRUCTION

Objects
= Set up project which is safety in construction site
« Describe accidents on construction site
« Do accident report card

Contents

Function and skill

Taking about accident construction site
Writing accident report card

R‘eading information about accident in the construction industry
L anguage study

Past tense and past continuous tense

The past simple passive

Vocabulary

Words relating accident on construction site
Prac}ice

Listening and completing the conversation
Writing accident report card

I. LISTENING AND SPEAKING

In the studies, Bill Aston has to do a safety
project. He is telephoning the safety officer of a
construction firm. :

Bill:  Hello, Mr. Fuller. It's Bill Aston here. I wrote to

you last week about my safety project.
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Mzr. Fuller: Oh, yes. Bill, I remember. You asked me about a site visit. I can show
you the site at 2.30 today. Is that all right?

Bill: Oh, that's fine. Thank you

Mr. Fuller: Tl see you at 2.30.

On the site

Mr. Fuller: So you're doing a project on safety, Bill. Construction sites are
extremely dangerous, you know.

Bill: Do you have many accidents on this site?

Mr. Fuller:We had seven accidents last year. One of them was pretty
serious.

Bill: What happened?

Mr. Fuller:Well, a workman was working twenty feet above the ground.
Suddenly he slipped. He hit a loose rail and felt. He broke both
his legs and spent four months in hospital. I'll show you the
report.

Bill: Can you show it to me today?

Mr. Fuller: Of course, it's in my office. Now look at that ladder, Bill.

That's dangerous. Hey, Johnny....!

- Comprehension check

a. Who wrote a letter to Mr. Fuller?

b. Who is showing the site to Bill?

¢. Who will show the accident report to Bill?

THE SIMPLE PAST TENSE

(+) Mr Bill worked for that company 2 years ago.

(-) The accountant didn’ t pay his salary yesterday.

(?) Did he meet the foreman this morning?

(?) Did he give any information about factory accident?
(+) We had seven accidents last year.

(o st
() e ?
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II. READING

On 6" April 1985, Jim Watts, a laborer, was working twenty feet above the
ground. It was raining. He was standing near the edge of the platform when he
turned down suddenly. He slipped on the wet platform. He felt against the
safety rail but it was loose. He felt to the ground. At 2.45 his workmates found
him. He was lying on the ground badly injured. An ambulance was called and
the injured man was quickly taken to hospital.

1. Answer these questions

a. Why was the platform wet?

b. Why was Jim on the platform?

¢. Why did Jim fall against the rail?

d. Why was he badly injured?

e. Why did Jim's workmates call on ambulance?

2. Complete this accident report card

ACCIDENT REPORT CARD
Date of accident: L. ...
Place: ..o e
TIMC: (o et e s s b
Name of injured person: ...
Position in Co.: ..o e e s
Equipment invVolved: ......ccoooviririiiiircinre s ceresnvenr e s sreens
INJUIY: oo e b
Hospital/ First aid: ..o...oooiioiiiiicrii e
Reported By: ..o
Description of aceident: ...

The Past Continuous Tense

Example:
.+ A workman was working twenty feet above the ground.

+ He was standing near the edge of the platform when he turmed down
suddenly.
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Exercise: Using the suggested words to complete sentences.

1. He/ lye/ on/ ground/ badly/ injured.

2. Why/ Jim’s/ workmates/ call/ ambulance?

3. Who/ sign/ the receipt?

4. 1t/ rain/ when/ laborer/ do/ brickwork.

5. When/ Mr Brown/ come/ they/ write/ accident/report/ .

III. WRITING

1. Here is another accident report card.

ACCIDENT REPORT CARD

Date of accident: 16-9-1985

Place: 11, New River Street

Time: 171.30 AM

Name of injured person: Hill Richard
Position in Co. : Clerk

Equipment involved: Paper Shredder
Injury: Fingers cut

Hospital / First aid

Reported by J. Master

Description of accident: Clerk was trying to
remove paper from shredder.

He did not switch off first
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Write about Hill Richard’s accident

2. The pie graph on the right gives information about accident in
the construction industry.

In 1982, over half of the accidents were caused by falls. Accidents with
machinery and vehicles together accounted for 14%. One in five accidents were
caused by falling materials. Accidents with electricity and fire are included in
“other causes”. These accounted for just over one tenth of all accidents.

Fatal accidents in construction, 1982. -

Falls of -
- malarials

Falis 56%

a. Were any accidents caused by vehicles ? How many ?

b. Were any accidents caused by falling materials ? How many ?
¢. Does the pie graph give any information about road accidents?
d. Does it give any information about factory accidents ?

e. What does it give information about ?

3. Use the information given below to fill in the statistics this pie
graph. '

Construction work is extremely dangerous. Factory work is very dangerous
too. Every year there are larger number of fatal accident in factories. In 1983,
vehicles cause 23% of fatal accidents. Falls killed 20% of all accident victims.
+ 28% of the fatal accidents involved machinery. Fire killed 9% and 6.5% were
* killed by falling objects. Many of these accidents happened because people did
not listen to warning.
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4. LANGUAGE STUDY

The past passive

S + WAS/ WERE + PII
(+) The offices were painted bright red.

Over half of the accidents were caused by falls.
(-) The offices weren’t painted bright red.
(?) Were many accidents caused by falls.
Exercise: Changing these sentences into past passive.
I. Falls killed 20% of all accident victims.

2. Bill showed his supervisor, Mr Dent.

3. The foremen reported their work yesterday.

4. He cleared up and gave construction balance shest to client. -

5. When did they give information about factory accident.

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

IV. PRACTICE

Exercise 1. Listen and complete

Bill:  Hello, Mr. Fuller. It is the Bill Aston here. I....................... to you
last week about my safety project . _

Fuller: Oh, yes, Bill, I remember. You ........cc........ me about a site
visit. I can show you the site at 3.30 today. Is that all right?

Bill: OHh, e, Thank you Mr. Fuller. I will see you at 2.30.

- On the site.

Fuller: So you are doing at project on safety, Bill, construction sites are
extremely dangerous, you know.

Bill: e on this site?

Fuller: We had seven accidents last year. One of them was pretty serious.
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Bill: ?

Fuller: Well, a workman was ....................... twenty feet above the ground.
Suddenly he ................... Heloue;.all... a loose rail and fell.
He .................... both his legs and .......................... four months in
hospital. I will show you the report.

Bill: e Bs3 bbb today ?

Fuller: Of course, it is in my office. Now look at that ladder, Bill

-
—

S e p—

Exercise 2. Changed these verbs into the simple past time

a. Forget = Forgot g. Give
b. Go h. Pay
c. Show i. Have
d. Lend j- Ask
e. Send . k. Cut
f. Write l. Break

Exercise 3. Fill in the blank with some of the words in Exercise 2 .

Bill showed his supervisor, Mr. Dent, his letter to Mr. Fuller. Then Bill
e ) S him about expenses for the visit. Mr. Dent ........... 2 Bill a
" claim form. Bill ........... S SN to pay his expenses first and the claim the
money from the college. After the visit, Bill .......... 4. the expenses on the
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form. The next day, he ......... 8.0 a8 to the college office and ............ 6......... the
form to the secretary. She ............ 7 J— him £ 2.50 from the pretty cash. He
signed a receipt.

Exercise 4. Choose question words and answer them

a. Who! what/ when did Bill show his supervisor?

b. Who! what/ why gave Bill a claim form?

c. Who! when/ what did he go to the college office?

d. Why! what/ who did he give the secretary?

e. When/ how much/ why did she give Bill?

f. What/ whol when signed the receipt?

Exercise 5. Look at these pictures. They show an accident.
Complete the accident report card.

Use these verbs:

_ Deliver See Bump into Fall against Sit down
" Leave Carry Drop Hit
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ACCIDENT REPORT CARD

Place: ..o
Date: 21 Sept 86 .

TIme: ..o

Name of injured person: Jo. Mertin

Position in company: Receptionist

Equipment/ materials involved:

Nature of injury: bang on the head from glass door
Action taken: 2 aspirins given

Reported by: ..ooveiiiiciieeec e
Description of accident: .........c.c.c.ouvevevceeereneeenernnn,
V. VOCABULARY

- safety officer Céan bd dam bao an toan

- construction firm Cong ty xay dung

- workman (n) Cong nhan, ngudi lao dong

- foreman (n) Quan ddc, d6c cong

- laborer (n) Nguti lao dong chan tay

- edge (n) Ga, mép, canh

- workmate (n) Ngudi cing 1am

- ambulance (n) Xe cip ciu

- first aid Viéc cap cifu, so cifu

- vehicle (n) ' Phuong tién, xe ¢6

- percentage (n) Ty 1& phén tram

- fall (n) Su té nga

- victim (n) Nan nhan

- warning (n) Sur cénh bdo, 10i cdnh bdo

- ladder (n) Thang treo

- expense (n) Chi phi

- claim form Ban ké khai thanh to4dn

- fretty card Tién chi vat



- receipt (n)

- nature of injury

- slip (v)

- cause (v)

- bump into (v)

- injure (v)

- extremely dangerous
- fatal (v)

Gifly bién nhan

Nguyén nhan tai nan
Trurot, tudt

Gay ra, gay nén, sinh ra
Déam vao, ddm sdm vao
Gay thuong tich

Cuc ky nguy hi€m

Gay chét ngudi
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UNIT 6

FINANCIAL REPORTING
Objecis
- Give the definition financial reporting
- Study data and write repert
- Report company’s finance
Contents

- Function and skill

Talking about the meeting which is about financial reporting
Lislening about financial result of a business man

Reading and writing sbout buying and selling shares

- Language study

Tense review

- Yocabulary

Words about financial reporting

- Practice

Reading comprehension about definition financial reporting

Writing reporting data following the graphs and charts.

I. SPEAKING

In the meeting

Manager: Good morning, everybody!

Members: Good morning, sir!

Manager: Our meeting today is about financial statements for the year of
2000 of our company. Chief accountant and other members
present your reports.



Members: Yes, we are ready.

Manager: Good, each group will have to report your amount of work.
The first is group 1, the second is group 2.
After the groups finish reporting

Manager: Now, chief accountant? Do you prepare your reportings?
Accountant:  Yes, I have already finished my reporting.
Manager: How is our company's finance in 2000?

Accountant: 1 compared the documents and the accounts. I see that our
financial statements showed a profit of 500.000.000 VND.

Manager: Good, so our company is developing. Can you report in
details? '

II. READING

1. The 5 Basic Accounts

Basic accounting rules group all finance related things into 5 fundamental types of

“accounts”. That is, everything that accounting deals with can be placed into one of
these 5 accounts:

e Assets - things you own.
e Liabilities - things you owe.
¢ Equity - overall net worth.
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e Income - increases the value of your
accounts.

e Expenses - decreases the value of your
accounts.

It is clear that it is possible to categorize
your financial world into these 5 groups. For
example, the cash in your bank account is an
asset, your mortgage is a liability, your
paycheck is income, and the cost of dinner
last night is an expense.

1.1. Find the synonym words with the words
- fundamental
- cash
- place
1.2. True or False
1. In finance, there’re four basic types of “account”. ...
2. Everything that accounting deals with can be placed
into one of these six accounts. ...
3. Assets are things that youown.
4. Income is increases the finance of your accounts. ...
5. Is the cash in your bank account an equity?
No,itisn’t
6. Your mortgage is an assets. e
7. The cost of lunch last night is an expense. i
8. Assets, liabilities, equity, income, expenses are five fundamental types
of company’s account.
2. Work in pairs. Read the first four sentences below and
decide how many shares each person had in 1999. Then complete
the pie chart.
A. 600 shares B. ... s D. .. | A
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a. A founded the company in 1994. There were 1000 shares.

b. In 1985, he sold 20% of the shares to B and C. B bought 3/4 and C
bought 1/4.

c. In 1996, D borrowed £ 10,000 from the bank to buy 25% of A's shares.
d. In 1998, E spent £15,000. She bought half of B's shares.

e. In 1999, the company made a profit of £ 50,000. The dividend was 20
per share.

f. In 2000, the accounts showed the company was worth £ 200,000.

3. Now read the rest of the sentences in 2.1, and calculate the
answers to these questions.

a. What was the dividend of each shareholder in 1999?
b. Did D make a good investment?

¢. Who is the majority shareholder?

d. What is E's stake worth?

III. LISTENING @

1. Listen to these sentences and write down the year you hear.
2. Listen again and write down the amount.
3. Listen again and check your answers.

a. In .....cooes Michael Jordan earned .............oovveieivrreeeneeesneeenes
b.In oo a bottle of Coca-Cola COSt ...ummeeneaeeeeeeeeiieeaeeeeennnn.
c.In oo, Russia sold Alaska to the USA for ....oovvvvveeevvnnnn.

d. The first American millionaire was Cornelinus Vanderbuilt who left
................... when he died in

COIWaLTIHING. 2. the company secretary of Glaxo wrote a cheque for

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

61



r

f. In .................. Dr. Ronald Dante earned ................... for a 2 days
lecture course.

IV. PRACTICE

Exercise 1. Reading comprehension

At the end of fiscal period, financial reports for a for- profit business are
prepared to summarize the financial conditions of the business and the results
of its operations. These statements are of interest to a number of people,
including owners, employees, management and creditors.

The financial statements of non-profit organization prepares are also of
interest to many people. These individuals use the statements to measure the
organization’s service efforts and accomplishment and to determine whether
existing service need to be expanded or discontinued. Management,
contributors and users of the organization study the financial statements when
discussing and planning for future activities. Creditors, of course, are also
interested in these statements, they want to know whether the organization can
pay its debts.

f IS e Lt :

Ji'orﬁatis Accoun Ting & Consu(i”ing

The major purpose of these financial statements is not to measure profit but
to measure performance. The financial statements can answer the questions
such as: Did the organization stay within its budget? Were contributions used
for the purposes for which they were intended? How well did management
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carry out its financial responsibilities? Were the services offered by the
organization worth the cost?

Most of non-profit organizations prepare two types of financial statements
at the end of a fiscal period. (1) Profit and loss statement (2) balance sheet.

1. Read passage carefully and answer these questions.

a. What is the passage's main idea?

b. When do they report financial statements?

c. Who are these statements of interest to?

d. What is the major purpose of these financial statements?

e. How many types of financial statements most of non-profit organization
prepare at the end of a fiscal period?

2. Translate the passage into Vietnamese.

Exercise 2. Writing

1. Reporting data

Study the data about Zapp computer games. Zapp produces games and
special consoles which means the games can be played on a T.V. These are
Zapp's three biggest games.

a. Burglar Bill- player_s have to help the lovable Burglar Bill break into as
many homes as possible without being caught. This is one of Zapp's oldest
games- three years old.

b. Road Ranger- a high speed driving game where you catch Hell's Angles
motorcycle rides in a giant butterfly net. This game is now two years old.

¢. Zombetters- a fantasy game where you have to help a party of school
children escape from the monsters of kraw. Zapp's most popular game. It's now
eighteen months old and is being Voted best game in the 15-25 age range.

2. Write a report about the performance of Zapp's games, using the
information in the graphs and charts. Look at the number work sections
in this book and divide your report into the following sections.

a. The history of Zapp's sales over the past three years. (Figure 1)

b. The proportion of income from sales of games and sales of consoles.
. (Figure 2)

:' ¢. The change in sales of Zapp’s three most important games between this
year and last year (Figure 3)
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b COMPARATIVE SALES
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bﬁﬁi OF PLAYERS

3 years ago 2 years ago  Last year This year 10-14 years

26-35 years
0%

b PROPORTION OF SALES INCOME
Sales of

Conscles
131.3%

Sales of
Video Games
66.6%

19-25 years
5% 15-18 years

37.5%

VOCABULARY
- document (n) Chimng tir
- account (n) S6 séch k€ todn
- share (n) C6 phén, c6 phiéu
- profit (n) : Loi nhuan, 13i suat
- shareholder (n) C6 dong
- majority (n) Phén 16n- dung véi danh tir dém dugc
- effort (n) Su nd luc, c6 ging
- accomplishment (n) Thanh qua, thanh tich
- debt (n) Tién no
- budget (n) Ngan sach
- proportion (n) Ty l&



- income (n)

- financial statement (n)
- expenditure/revenue (n)
- responsibility (n)

- finance (n)

- determine (n)

- fundamental (adj)

- toplace

- deal (n)

- eatergorize

- mortgage (n)

- pay check (n)

- cash (n)

- Assets (n)

- Liabilities (n)

- Equily (n)

- income (n)

- own (V)

- owe (v)

- overall net worth

Thu nhap
Ban ke tai chinh

- Tai khoan chi tiéu thu nhap

Chiu trdch nhiém
Tai chinh

Xéc dinh, quyét dinh
Co ban, cha y&u

Pau tu, dat vao

Giao dich, hgp dng
Phén loai

Tién thé chap

Tién thu duge

Tién

Tai san

Tai san ng

C6 phiéu thudng
Thu nhép

Lam cha

No '

Bao gém, gid tri thuc
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REVIEW TWO

I. GRAMMAR

1. Comparisons

to be Adj-er

-5 v +Adv-er + than + S,
to be dj
- S + 3 + more + idjv + than
s 4 to be + The + Adj - est
A% Adv-est
S + to be + themost + Ad)
\' Adv

2. The simple past tense

(+) S+V,

(=) S+didn’t+V

(?) Did+S8S+V?

(Wh) Wh+did+S+V?

3. The past continuous tense

(+) S + was/ were + Ving

(-) S + wasn’t (weren’t) + Ving

(?) Was/were + S + Ving?

(Wh) Wh + was/were + S + Ving?
S + was/were + Ving + When + S+ Ved

4. The past simple passive

(+) S+ was/were + P,



) S + wasn’t (weren’t) + P
(?7) Was (Were) + S+ P,?
(Wh) Wh + Was (were) + S + P?
1. EXERCISES ‘

Exercise 1: Complete the sentences below, using the adjectives
given in brackets, as in the example.

1. a. The USA has ................. living area per person (big)
b. Japan has ................. living area per person (small)
¢. New York is ................. city to live in (cheap)

d. Tokyo is ................. city to live in (expensive)

2. In your country, which is?
a. The biggest city?
b. The highest building?
c¢. The most popular tourist attraction?

3. Complete the questions with the superlative form of the adjective
indicated and answer them.

a. What's the most important thing in your life? (important)

b. What's the ................. thing in your life (stressful)

c. What'sthe ................. time you start work in the moming (early)

d. What's the ................. time you finish work in the evening (late)

e. What's your ................. meal of the day? (big)

f. Whenisthe ................. time of day to have meeting with colleagues? (good)
g What's the ................. time to call you for business? (bad)

h. On holiday, what's the ................. thing to take with you (important)

Exercise 2: Reading comprehensions the paragraph

The Accounting Equation
With the 5 basic accounts defined, what is the relationship between them?
How does one type of account affect the others? Firstly, equity is defined by
assets and liability. That is, your net worth is calculated by subtracting your
liabilities from your assets:
Assets - Liabilities = Equity
Furthermore, you can increase your equity through income, and decrease
equity through expenses. This makes sense of course, when you receive a

67



paycheck you become "richer" and when you pay for dinner you become
"poorer”. This is expressed mathematically in what is known as the
Accounting Equation:

Assets - Liabilities = Equity + (Income - Expenses)

This equation must always be balanced, a condition that can only be
satisfied if you enter values to multiple accounts. For example: if you receive
money in the form of income you must see an equal increase in your assets. As
another example, you could have an increase in assets if you have a parallel
increase in liabilities.

Equity

(Assets — Liabilities)

Assets Y}
Positive Value /.

Income Expenses
ﬁ

A graphical view of the relationship between the 5 basic accounts. Net
worth (equity) increases through income and decreases through expenses. The
arrows represent the movement of value.

1. Complete these sentences with a word or a phrase

1. BEautity is defined BY daow. daiiid s j. afiaid crensssnnnassssses it bbb ibides finnneessaces

2. Your net worth is calculated by subtracting your liabilities ......................

3. You can increase your €quity ...............ee..... aNd dECTEASE ...ovvvvevereeenennnene
through expense.

. The equation mMust aAlWays D ......ccceeeeiiiiiiiiiiniiies e ecceee e cssvaaee e
. If you receive money in the form of income you must an ..........c.ccceeueeeee. _
. Net worth increase through ................... and decrease through .................
. Answer these questions

. By what is equity defined?

. By what is your net worth calculated?

3. What can you increase and decrease your net worth through?

4. How do you become when you receive a paycheck?

R o= NN N B

5. Do you become “richer” when you pay for dinner?
6. What could you have if you have a parallel increase in liabilities?
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Exercise 3: Look at the sentences in the text below. Complete the
using one of the words in the box. The first one is done for you.

Shares  Shareholders = Worth  Invested Stake  Spend  Earn
Owe Borrowed Save Dividend Lend  Tax Pay

ME AND MY MONEY
In the latest in our series on tips for new investors, John Graham describes
how he manages his investments.

(1) half of the money on the Stock market and the rest I put in the bank. I
bought .................. (2) in three different companies and each one pay me a

ceveereeeenee. (3) every year. I also have a 20% ................ (4) in a small
company started by a friend of mine. There are four other ................. (5) in the
company. I have a small house in London. It is probably ............... (6) £
250,000 now. I ................. (7) £ 100,000 from the bank when I bought it. I
work as an accountant and ................ (8) a reasonable, but I have to pay a lot of

crvevreeeneees (9). My father .................. (10) me quiet a lot of money for my
studies and I still ................. (11) him about £ 5,000. 1 ............. (12) him back
about £ 100 a month. T ............ (13) a lot of money on my favorite sport,
skiing, but I also like try and .................. (14) for my old age.
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Read the article again. Are these statements true (T) and false (F)?
a. He owes his grandmother £ 1,000.

b. He sold his house in London.

¢. He has shares in four companies.

d. He lent the bank money to buy the house.
e. He is a lawyer. '

f. He pays a lot of tax

g. His father gives him £ 100 a month.

h. He spends a lot of money on his hobby
Exercise 4: Collocations

Match a word from A with a word from B to make the expressions defined below .

'The word from A can go before or after the word from B, as in the example. Use-each

word from A twice.
A Bank rate credit
Share insurance cash
B Policy statement account price
Life profit control -cash
Interest exchange flow box

a. money paid out if you die
Jife insurance

b. a document which proves you have protection against fire, theft, or

illness
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c. a way of checking that your customers have paid
credit .................
d. the value of an investment in a company
share...............
e. a place to keep money on deposit or for current use
crererenen CCOUNE

f. a document sent regularly to confirm your financial position
bank...........c........



g. away of paying without using cash or a cheque
ceveenneeencard
h. the money going in and out of a company
ceeeeerrreneee e lOW
i. a means of calculating when changing money from one currency to other
exchange..................

j. a place for keeping money during office hours

Exercise 5: Your boss has asked you to write a technical report
on how the Work Finder system works. Expand these notes to make
complete sentences. Use the present passive.

a. A request for help / receive / Customer Service department

A request for help is received by the Customer Service department.
b. This request / send / Work Finder

c. The details of the call / pass / Power Planner

d. The work of the technicians / monitor / Power Planner
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e. The work schedule / arrange / and / the information / send back / Work
Finder

f. The technicians / give / their schedules / Work Finder
Exercise 6: A letter demanding payment

DEKADENS SUPPLIES Ltd.

3 The Moors, Plymouth, P16 7THY
Our Ref: PX 667325/3
P. Cranshaw
Frog Pond Inn
Nr. Cheltenham
30 December

Dear Mr Cranshaw

Re / cc: Invoice 66732

I'm writing to gsking/ ask why you have still not balanced! settled your
account. | have already written to request/ require payment on two occasions, 1
December and I November. According to our records we have not received a

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

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

remittance/ invoice. If I do not receive your payment within this period, you
will leave me no instruction/ alternative but to take legal action.

Yours sincerely
Jane Dekker

72



Exercise 7: Use the opposite words to complete the crossword
puzzle.

Across Down

2. biggest 1. hotter

6. bad 3. smaller

7. shorter 4. least crowded

8. worse 5. coldest

9. worst 9. smallest

10. near 10. not famous

11. lowest 11. cold

13. driest 12. best

14. hot 15. shortest

VOCABULARY

Equation (n) Su c4n bang
Relationship (n) Méi quan hé
Parallel (n) Song song, tvong duong
Multiple (n) Nhiéu méi, phifc tap
Mathematically (n) Thudc todn hoc
Subtracting (n) Trir di
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Define (v)
Affect (v)
Make sense
Express (v)
Enter (v)
Increase (v)
Satisfy (v)
Represent (v)
Arrow (v)
Movement (n)
Value (n)

Dinh nghia

Anh huéng

C6 1y, c6 thé hiéu duogc
Biéu dién, dién dat
bi vao, nhap vao
Hon nita

Thoa min

Su chuyén dong
Miii tén

Trinh bay

Gid tri



FURTHER PRACTICE

Exercise 1. Accounting about production expense and calculating
constructional product’ s cost.

The plan shows relation expense and catalogue cost.

Material expense

Manpower
expense directly

/

Material expense
for building

Material expense

-—

Material items

for building

machines \

Salary for Building machines
machines laborer items

—»

Expenditure for trade union, social
insurance, medial insurance of
building labor, machines

General
production cost

v

wear

Salary for building Human labor
Qr:r \ p| ltems

Expense for —! | General

building machines’ production

expense items

I

Expense for
service building
laborers services
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e Detail example

Nam Thang company produces and sells many kinds of building materials,
conducts the accounting of goods in stock following regularly statement's
method, tax accounting VAT following deductible method, there statements
are as below:

1. Buying 80 tones of cement from Hoang Thach company's , the price is
1,050,000/ tone. VAT is 5 percent (5%) ; transported by Transport factory NO1,
total expense charge is VND 8,400,000 (including VAT of 5%), the cement
was imported into store.

2. Buying 5 tones of HaiPhong white cement from Material Company. The
price is VND 1,050,000 /tone (5% VAT), the cement was in store.

3. Coming in store 100 m’ yellow sand provided by Red River corporation,
total cost is VND 4,400,000 (of which VAT is VND 0,4 million ).

4. Buying 01 hydraulic machine, with a price of VND 110 million ( 5%
VAT). They paid VND 115,5 million by bank savings.

5. Paying salary for workers producing 2 kinds of products A and B is
VND 10 million , for workshop manager is VND 3 million , for company's
managing staffs managers is VND 7 million . )

6. Coming out stock 50 tones of Hoang thach cement, 3 tones of white
cement and 60 m® yellow sand to produce 2 kinds of A and B.
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7. Allocating amortization of fixed assets for products A & B is VND 54
million , business is VND 4,6 million for management .

8. Pay to electricity branch is VND 6,6 million (VAT is VND 0,6 million )
apportion for production is VND 4 million , for business management is VND
2 millions .

9. At the end of the period, coming in stock product A is 3400 and product
B is 2000. Knowing that product A's cost is VND 1,0 million product B's cost
is VND 1,3 million ( unfinished product value at the end of the period is VND
9,07 million ).

Requiring

i). Determining the amount of above economic value and reflecting in
general account's table.

11). Calculating the cost of product A & product B. Setting up price report
together with items.

ii1). Setting up the table to compare the arising accounts and the table to
balance the end period accounting.

Unit: VND million

1. Determining the amount (DA)

DAla. Buying 80 tones Hoang Thach cement

Liability account (LA) 152 = 56

Liability account (LA) 133 = 2.8

Have account (HA) 331 = 58 8

DA1b. Transport 80 tones cement

LA 152 =525

LA133=04

HA 331 =84

DAZ2. Buying 5 tones white cement

LA 152=40

LA 133 =0,2625

HA 331 =5,5125
DA3. Coming in store 100 m® yellow sand

LA 152=46
LA133=04
HA 331 =44
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DA4. Buying machine
LA 221 =110
LA 133=355
HA 112=115,5
DAS5a. Salary payable
LA 622=10
LAG27=3
LA 642 =7
HA 334 =20
DASb. Talking excerpts 19%
LA622=19
LA 627 =0,57
LA 642=1,33
HA 338 =3.8
DASc. Deducting 6%
LA334=1,2
HA 338 =1,2
DA6. Coming out store material
LA 621 =45,55
HA 152 =45,55
DA7. Allocating amortization
LAG627=54
LA642 =46
HA 214 = 10,0
DABS. Electric charges
LA627=40
LA642=20
LA 133=06
HA 331 =6,6
DAY. Associating change production cost
LA 154 =70,42
HA 621 =45,55
HA622=119



HA 627 = 12,97
DAI10.
LA 155 =61,35
HA 154 =61,35
Exercise 2. Using coefficient method to calculate price of product
A & B. '
The price 01 product:
61.350,000
3400x 1+2.000x 1,3
The price of 01 product A = 10,225 x 1,3 = 13,292,5 VND/ product
Checking: The total price of 3400 products: A = 34.756.000
The total price of 2000 products: B = 26.585.000
The total price: =61.356.000 VND
2. Salary

General accounts of salary, wages and allowances. Method of accounting
is mainly carried out as follows:

A= = 10,225 VND/product

aphy timages.com
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1. Calculating salary, salary allowances , travelling allowance , money is
paid for lunch, money is paid for woman laborer, expenses regarded as
regulated salary for working staffs in such fields as: building, industrial
production, basic building investment, accounts write down.

Liability account 241 : construction in progress

LA 622: manpower’s direct expense

LA 623: expense for building machine

LA 627: General production’s cost

LA 641: Sale cost (6411)

LA 642: Management cost (6421)

Have accounts 334: payable to staff

2. Calculating bonus for staff, write down welfare fund:

LA 431 welfare fund

HA 334: payable to stuff (3341)

3. Calculating social insurance item (diseases, gestation, accidents.....) payable to
staff, write down:

LA 338: others payable
HA 334: payable to staff (3341)
4. Before calculating expense of non-paid leave, write down:
LA: 622,623,627
HA 335: expense payable (3352)
5. Paid leave payable to staff, write down:
LA 335: expense payable
HA 334:salary payable (3341)
6. The items have to deduct from salary and staffs income for example advances
medical insurance, compensation,..... accountant writes down:
LA 334: payable to staff '
HA 141: advance, or.......
HA 338: others payable, or......
HA 138 receivables
7. Calculating personal income tax, write down;
LA 334: payable
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HA 333 taxes and items payable to the State (3338)

8. When clearing up the salary item the other salary items, bonus and other items
payable to staff, write down:

LA 334: payable to staff
HA 111l: cashor .....
HA 112: bank deposit
9. Every month, when taking social insurance, medical insurance, labor union cost
from production cost in relative accounts, write down:
LA 334: payable to staff (staff's income to be brokendown as per
prevailing regulations)
LA 335: expense payable (it is allowed to consider as expense).
LA 622: manpower’s direct cost
LA 627 general production cost
LA 641: sailing cost
LA 642: management cost
HA 338 payable to the other (3382, 3383, 3384)

10. Payable to social insurance, medical insurance, labor union
management, write down:

LA 338: payable to the other
HA 111: cash
HA 112: bank deposits
11. Expense of social insurance and labor union cost at working place, write down:;
LA 338: payable to the other (3282, 3283)
HA 111: cash
HA 112: deposits bank
12. Social insurance which have been paid as per regulation and is refunded by
social insurance company, write down:
LA N and 112:
HA 338: payable to the other (3388)
13. Accounting about clear up with out- sourced worker, write down:
LA 622 and 623
HA 334 payable to staff (3342)
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14. When making provision and clearing up out- sourced workers' salary, write
down:

LA 334: payable to staff (3342)
HA1ll and 112

Exercise 3. Accounting about attribution and amortization of
fixed assets

The big picture of accounting for financial assets

1. Periodically based on spreadsheet and allocation of amortization of fixed assets,

account excerpts, calculate into production and business expense of building company/
firm

LA 623: Expense for using building machines (6234)
LA 627: General production expense (6274)
LA 641: Selling expense (6414)
LA 642: Business management expense (6424)
LA 241: Basic buildings in progress (2412)
LA 431: Bonus, welfare fund (4313)
V.V.
HA 214: Attiring fixed assets (details following corresponding accounts level II).
It reflects at the same time the increase in basic amortization fund sources
LA 009: basic amortization funds sources (write down in bill of accounts).
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+ With the fixed assets which are supplement construction, provisional
accommodation in use during the time of construction, don't take excerpts amortization
in production and business expense. Building company have to still calculate
amortization, accountants write down:

LA 441: Funds sources is invested in base building

HA 214: Fixed assets amortization

2. In case, superiors mobilize amortization fund or allocate to other finms in the
general building corporation (as to the state- owned companies).

a. Mobilizing funds follows refundable method.

- When receiving amortization funds to be mobilized, accounts write down entry
reverse.

b. Mobilizing funds follows non- refundable method, write down:
LA 411:business funds
HA 11l 112, 0r
HA 338: payable to the other
At the same time, writing the reduced busy amortization funds, accounts write
down:
HA 099: base amortization funds source.
c. Other companies amortization funds, accounts write down.
LA 128: other short- term investment
LA 228: other long- term investment
HA 111, 112
At the sume time writing the reduced base amortization funds source, writing on
bill:
HA 009: base amortization funds source
3. The used fixed assets which is received by regulation within company, general
company, accounts write down:
LA 211: tungible fixed assets (the original price)
HA 411 business funds source (remain value)
HA 214: atrrition fixed assets (2141)
4. Re- evaluate fixed assets in comply with the state’s decision
- In case of evaluating the increase in the original price of fixed assets, write down:
LA 211: tangible fixed assets (the original price increase)

83



HA 214: attrition fixed assets (2141) (part of attrition’s cost is increase)
HA 412: differential re- evaluate assets (part of the remain value increases).
- In case of appraising the original price reduction of fixed assets, write down:
LA 412: differential assets (part of the remain reduces).
LA 214: attrition fixed assets (2141) (part of the attrition's cost reduces).
HA 211: fixed assets is visible (the original price reduces)
- If correction attired assets
+ In case, correcting to attrition's cost, write down:
LA 412: differential increase assets
HA 214: Aurition fixed assets.
+ In case of correcting to reduce attrition's cost, write down:
LA 214: attrition fixed assets
HA 412: differential increase assets.
5. In case of reducing fixed assets is at the same time as writing in the sheet to
reduce the original price of fixed assets, write the reduction of attired of fixed assets.
Exercise 4. Reading comprehension

WHAT IS BOOKKEEPING?
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There are eight steps to the bookkeeping cycle. A bookkeeper is a person
that performs one or more of these steps. In large companies, for instance, the
bookkeeping cycle might be divided into departments such as Accounts
Receivable, Accounts Payable, or Payroll. While most often these people are
referred to as "clerks", they might also be considered bookkeepers as they are
"keeping the books" for a company. In small companies, the bookkeeper may

perform the entire bookkeeping process, or might just enter data to give to the
"accountant".

All bookkeeping steps are mechanical in nature. Bookkeeping is a
regimented process usually occurring in monthly cycles consisting of entering
transactions into the journals, making adjustments, and preparing reports. The
Accounts Receivable Clerk may be assigned to enter all sales on account, and
all payments from the customers. The Accounts Payable Clerk's responsibility
would be to enter purchase orders and checks. Again, in a small company, both
duties may be performed by the same person.

The full-charge bookkeeper is someone who can do it all - including compiling the
data into the General Ledger and preparing financial statements.

WHAT IS ACCOUNTING?
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Someone has to set up the bookkeeping system, monitor it, and
interpret the results. These processes are called "Accounting.” The
accounting process is much less mechanical and more subjective. It
begins with designing a system that will benefit the business, by
capturing the financial information in a useful manner without being
overly burdensome to the bookkeeper. Once set up, the accountant
monitors the system to ensure it's doing what it's suppose to do. And
finally, on a monthly basis usually, the accountant presents the

financial statements to the business management in such a way that
decisions can be made.
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ANSWER KEY

UNIT ONE
1. Listening and speaking

2: Circle the questions
1. B 2. C

3: Complete the conversation
1. where-in- do-am

2.do-on-do-1
PRATICE
Exercise 1:
1.b 5.f
2.g 6.c
e 7.a
4. h . 8.d
Exercise 2:
How are you A What
I am fine Meset Graduated
Exercise 3:
31 2.IBM 5. Supervisor
3. Madrid 6. Japanese
4. Nanni 7.30
3.2 a. is Russian

b. Alicia is from Madrid

¢. Igor Minako is an accountant

d. Claudio is 42

e. Miho lived in Tokyo

f. Minako and Alicia work for IBM

Construction
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38

33 c. Yes, she is
d. Is Claudio Italian?
e. Yes, they are
f. No, they aren’ t
34
. me introduce you
. do you do
.I'm
. to meet you
.name’ s
. do you do
. about you
. are you from

DO ) O b B W N e

. live

UNIT TWO

2. Reading and writing

2.1: Answer these questions.

a. There’ re seven step accounting cycle
b. They are three steps of bookkeeping and four steps of accounting
c. The bookkeeping

d. The accounting

2.2

a. adjust

b. buy

c. carry out

d. posting

PRACTICE
Exercise 1:;

1. The accountant has to implement seven- step accounting cycle.
2. Alison likes to be a foreman.

3. They have to estimate construction before they build it.



4. Which subjects do you like studying the best?

5. Do you think the engineers design the building

Exercise 2:

Activity 2. You will hear people describing some of the things they do at
work. Listen and tick the activities they describe.

1. Well, when people come in to borrow some money from the bank,

I have to talk to them and ask them a lot of questions, about who they are,
where they work, how much money they have, and so on.

2. I meet the guests at the airport and drive them to their hotel.

3.1 spend most of my day in front of the typewriter. We have so many
letters to send out everyday.

4. Well, my job is to find the right kind of house for people. They tell me
the kind of house they want to buy and try to find them something suitable
which is for sale.

5. Well, the first thing I have to'do every morning is to go round and give
everyone their post.

6. Yes, people bring in their televisions when they break and I try to mend
them.

7. As soon as each machine is made, my job is to make sure it works
properly before we sell it. I have to look over each machine very carefully.

8. 1 wait for the doctor’s patients to phone every morning and tell me when
they want to come in for an appointment.

Activity 3. You will hear people talking about their occupations. Listen
and number six of the occupations below from 1-6.

I. Yes, it’s a wonderful job. I like teaching. I also like the long summer
holidays. The students are very nice, too.

2. It’s an interesting job, but I often have to work long hours at the hospital.
Sometimes 1 start work at eleven in the morning and work through till ten in
the evening.

3.1t’s a good job. People come from all over the world to stay at our hotel,
because we’re famous for our food.

4.T've always wanted to do this kind of work. I love cars and engines. Of
course, it’s quite dirty work, but the money’s good.
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5. It’s all right. I like typing and the people in my office are very nice to

work with.

6.1 love my work. I'm able to wear all sorts of strange and beautiful

costumes, and it’s exciting to see photographs of myself in the theatrical
magazines.

Exercise 3:

l.can’ t- hasto
2. can’t - hasto
3.can’ t - has to
4. can’t - has to
5.can’t - hasto
UNIT THREE
2.1

a. receives a commission for building

b. submit them to the client for his approval

¢. incorporate than into the final design

d. submit their tender or price

22

a. customer

b. draw up

c. calculate

d. choose

3. Language study

1. A project from client is received by the architect.

2. Is the client assisted by the engineer?

3. When am I given the drawings?

4. The building is usually designed before construction estimate.
5. Construction estimation’ cost is often calculated by the construction

accountant.
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REVIEW ONE
Exercise 1:

1. do

do
where
go

go

. how

. like

. do

. teaches
. works
. what

WA W~ WA WN -

- sells
Exercise 2:
1. accounting
2. three
3. financial
4. bookkeeping
5. bank

6. used

7. purchases

8. recorded

Make questions and answer

1. Does modern accounting a seven - step cycle?

Yes, it is

2. What do the first three steps fall under?

The first three steps fall under the bookkeeping

3. What do business document provide the bookkeeping?

They provide the bookkeeping input: invoices, payroll, time cards, paid
bank checks, and receiving reports.

4. What are special journals used to do?

They are used to record recurring transactions.
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Exercise 3:

1. This request is sent by Work Finder.

2. The details of the call are passed by Power Planner.

3. The work of the technicians is monitored by Power Planner.

4. The work schedule is arranged and the information is sent back to the

Work Finder,

3. The technicians are given their schedules by the Work Finder
Exercise 4:

I. has

2. does

3. has

4. does

5.do

6. got

7. has

Exercise 5:

Answer questions:

1. The architect makes periodic inspections to make sure the building.

2. During the building period, the client pays the bills from the contractor.
3. The client will occupies the building when the contractor complete it.
4. The *“‘defects liability period” is six months.

5. The contractor has to correct any defects that appear in the fabric of the

building.

6. The client takes full procession of the building when all the defects have

been correct.
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Find synonym word:
repair
clear up

finish

1.
2.
3. amount
4,
3. receive

Find a word or expression...........



1. make periodic inspection

2. materials specified in the contract

3. defects liability period
4. take full possession

Exercise 7: 1. show
2. shelves
3. stock
4, retailer
5. warehouse
UNIT FOUR
1. Listening
1.1; b. Yes, it is
c. No, it isn’t
d. Yes, it is
¢. No, it isn’t
f. Yes, he is
4. Writing
4.1.
4.2
a. sy mua chiu
b. tién dat coc
c. k¥ han
d. cho vay
4.3, a. more expensive

6. customer
7. purchase
8. till

9. aisle

10. barcode

2. They are reading the documents
3. They are discussing the terms
4. You are building a new hotel

5. Blake and Green are working late

6. Profits is falling every month

7. The company is borrowing a lot of money

8. The department is expanding at the moment

b. more profitable
¢. more luxurious

e. muc, gia
f. sir ddu tu
g. hang hod
h. céng ty
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d. more careless

e. stronger

f. cheaper

g. cheaper

i. never

J- tidier
PRACTICE
Exercise 3:

Loan application

Surname: Atkinson Miss
First name: Jill
Date of birth: March 12", 1961
Present employment: typist
Present salary: £ 300 a month
Purpose of loan: buy an electric typewriter
Amount of loan: £ 675

Period of repayment: two years
Monthly payment: £34
Total payments:

UNIT FIVE

1. Listening and speaking

Comprehension checking

a. Mr Bill wrote a letter to Mr. Fuller

b. Mr Fuller is showing the site to Bill

¢. Mr Fuller will show the accident report to Bill
2. Reading

2.1. Answer the questions

a. because it was raining

b. because he was working on there

¢. because the safety rail was loose

d. because he felt the ground from the flat form
¢. because he was lying on the ground badly injured



Exercise: (the past continuous tense)
1. He was lying on the ground badly injured
2. Why did Jim’s workmates call on ambulance?
3. Who signed a receipt?
4. It rained when the laborer was doing brickwork
5. When Mr Brown came, they were writing accident report.
3. Writing
2. a. Yes, they were- 11%
b. Yes, they were - 20%
¢. No, it doesn’t
d. No, it doesn’t
e. It give information about: falls - 56%; vehicle - 11%;
machinery - 3%; fall of materials - 2%
and other causes - 10%
Exercise: (the past passive)
1. 20% of all accident victims were killed by falls
2. Bill’s supervisor, Mr. Dent was showed by Bill
3. Foremen’s work were reported yesterday
4. Construction balance sheet was cleared up and given to client
5. Information about factory accident was given

PRACTICE

Exercise 2.
b. went g. gave
¢. show 1. paid
d. lent J. asked
e. sent 1. cut
f. wrote m. broke

Exercise 3.
1. asked 5. went
2. gave 6. gave
3. had 7. paid
4. wrote
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Exercise 4.

a. what

b. who

c. when

d. what

e. how much

f. who

Exercise 5.
Description of accident

A man was delivering paper from Paperco just as Jo Martin was leaving for

lunch. Jo didn’t see the man carrying the boxes of paper nto the office and
bumped into him. He dropped the paper and she fell against the glass doors and
hit her head. She sat down in reception and Miss Dunn gave her two aspirins.
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UNIT SIX

2. Reading

2.1.1. a. basic
b. money

. invest

F

- T o= - =T

T

. In 1999 A had 600 shares = 60%
.Bhad 75 shares =7.5%

. D had 200 shares =20%

. Chad 50 shares =5%

.Ehad 75 shares =7,5%

2.2,

O a6 TR 0N A WN D



2.3. a. A £ 12,000
B £ 1,500
C £ 1,000
D £ 4,000
E £ 1,500

b. Yes, D received £ 4,000 in dividends and his stake is now
worth £ 40,000. He has to repay the bank.

c. A- with 60% of the shares

d. £ 15000
3. Listening
3.1, 1977; 1899, 1867; 1877; 1995; 1986
3.2. $ 78,300,000; 5 cents; $7,000,000; $ 100,000,000

$ 2,474,655,000; $ 3,080,000

PRACTICE

Exercise 1:

1. The passage’s main idea is financial reporting

2. They report financial statements at the end of fiscal period

3. These statement are of interest to a number of people, including owners,
employees, management and creditors,

4. The major purpose of these financial statements is not to measure profit
but measure performance.

5. Most of non-profit organizations prepare two types of financial
statements the end of a fiscal period.

{1) Profit and loss statement

(2) Balance sheet

Exercise 2.

Zapp software continue to make dramatic progress in its sales. Three years
ago, annual sales were €90m. Two years ago, this rose by a third to €120m.
These sales rose by a further 50% to €180m last year. This years sales have
been the best ever at €250m; this is mostly due to the success of Zombettes
which was voted the best game by 15-25 year olds.
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Two thirds of income came from the sale of video games and the
remaining third from sales of its consoles.

Sales of Burglar Bill games have halved / fallen by 50%. Road Ranger
sales have gone up by a quarter / 25%, while sales of Zombettes have doubled
from €75m to €150m. This is Zapp’s most important product by far and it is
over-reliant on it.

The 15-18 age group is the most important sector for Zapp games and
accounts for 37,5% of users. The next most important is 19-25 age group and
the 26-35 age group which are responsible for 25% and 20% of sales

respectively. Only one user in eight is in the 10-14 age range and just one out
of twenty users is 36 or over.

REVIEW TWO
Exercise 1.
1. a. big
b. small
c. cheap
d. expensive
3. b. most stressful
c. earliest
d. latest
e. the biggest
f. best
g. worst
h. most important
Exercise 2. _
2.1. Complete these sentences
1. ...... assets and liability
2. ... from your assets
Assets - Liabilities = Equity
3. ..... through income and decrease equity through expensese
4. ..... balanced
5. ..... equal increase in your assets
6. .... income and decreases through expenses
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2.2. Answers these questions
1. Equity in defined by assets and liability

2. Your net worth is calculated by subtracting your liabilities from
your assets

Assets - Liabilities = Equity
3. You can increase your equity through income, and decrease
equity through expenses
4. When you receive a paycheck you become “richer”
5. No, you don’t. You become “richer”
6. You could have an increase in assets
Exercise 3.
2. shares
. dividend
. stake
- shareholders
. worth
. OWe
. eam

N Q0 = N L R e

. tax
10. lend
11. borrowed
12. pay
13. spend
14. save
- Read the article again. True or False
a.F b. F
c.F dT
e. F f.T
g T ' h. T
Exercise 4.
1. control
2. price
3. bank
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. statement
. credit

. cash

. Tate

. box

O 00 ) O L

. interest
10. share
Exercise 5.
b. This request is sent by Work Finder
c. The details of the call are passed by Power Planner
d. The work of the technicians is monitor by Power Planner

¢. The work schedule is arranged and the information was sent back by
Work Finder

f. The technicians are given their schedules by Work Finder
Exercise 6.

re terms

ask overdue
settled clear
request flow
payment prepared
outstanding remittance
understood alternative

100



REFERENCE BOOKS

L. Tiéng Anh trong kién tric va xdy dung, James Cumming - Nha xust
bin Xay dung. Nam 1999

2. English in economics and business, Sarah Bales - American teacher:
Do Thi Nu - Head , English department Ha Kim Anh - Teacher of English -
Neu, Hanoi national economics university. Nha xuat ban théng ke - 2003

3. Business Basic, David Grant and Robert Mc Larty - Minh Thu giéi thi¢u
va chii gidi. Nha xudt ban Hai Phong - 2004

4. Tiéng Anh trong thuong mai, C. J. Moore and Judy West - Enterprise
one and Enterprise two. L& Thj Loan chi giai. Nha xust ban Hai Phong - 2004

5. Accounting: concepts, procedures, application, Donald J. Guerrieri, F.
Barry Haber, William B. Hoyt,... - Printed in the United States of America -
1993

6. Head for Bussiness, Jon Naunton - Tiéng Anh chuyén nganh thuong
mai, Lé Thi Loan giéi thiéu va chu giai. Nha xu4t bin Hai Phong - 2004

7. Gido trinh du toén xdy dung, Nha xuft bin xdy dung - 2001

8. Hach todn ké todn trong Xy dung , PGS. TS. Nguyén Dang Hac (cht bién);
GVC. Nguyén Quéc Tran - Nha xust ban x4y dung 2001

9. hitp:/fwww.google.com.vn
htlp://www.elu.org.za/toolbox/docs/ﬁnancé/webaccoum..html
htlp:/fwww.gnucash.org/docs/v 1.8/C/gnucash-guide/basice accounting . html

101



CONTENTS

Lot gioi thiéu

Introduction

Unit 1. MEETING PEOPLE

Unit 2. ACCOUTING AND BOOKKEEPING
Unit 3. CONSTRUCTION ESTIMATE
REVIEW ONE

Unit 4. GETTING A LOAN _

Unit 5. THE SAFETY IN CONSTRUCTION
Unit 6. FINANCIAL REPORTING
REVIEW TWO

Further Practice

Answer key

References

102

-] LA W

15
23
33
39
48
58
66
75
87
101



NHA XUAT BAN HA NOI
4 - TONG DUY TAN, QUAN HOAN KIEM, HA NOI
DT: (04) 8252916, 8257063 - FAX: (04) 8257063

GIAO TRINH

TIENG ANH CHUYEN NGANH KE TOAN XAY DUNG
ENGLISH FOR CONSTRUCTION ACCOUNTING
NHA XUAT BAN HA NOI - 2007

Chiu trich nhiém xuit ban
NGUYEN KHAC OANH
Bién tap
PHAM QUOC TUAN
Bia
DANG VINH QUANG
K# thuat vi tinh
PHAM BANG VIET
Sita ban in
PHAM QUOC TUAN
PHAM GIA MINH



rIn 500 cudn, khé 17x24cm tai Cong ty c6 phdn in Khoa hoc K§ thuat. Quyét dinh xudt
ban s0: 154-2006/CXB/468GT-15/HN ciip ngdy 28/02/2006. In xong va nop lwu chiéu
quy 122007



BO GIAO TRINH XUAT BAN NAM 2006

KHOI TRUONG TRUNG HOC XAY DUNG

1. KET CAU CONG TRINH

2. KY THUAT THI CONG CONG TRINH HA TANG

3. THIET KE VA THI CONG DIEN NOI THAT

4. CAP THOAT NUGC BEN TRONG CONG TRINH

5. TIENG ANH CHUYEN NGANH XAY DUNG

6. TIENG ANH CHUYEN NGANH KE TOAN XAY DUNG

aph ké
GT Tiéng Aubl chuyén nganh K

AN

11

300000
14,




	GIÁO TRÌNH TIẾNG ANH CHUYÊN NGÀNH KẾ TOÁN XÂY DỰNG
	CONTENTS
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4
	UNIT 5
	UNIT 6



