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Unitl | BUSINESS AND TYPES OF COMPANIES

CAPITAL, TRADE REGISTER, TYPES OF COMPANIES, SOLE TRADERS, ETC.

BUSINESS STRUCTURES AND COMPANY TYPES

Y

In the Czech Republic, businesses can be divided into two main groups: personal companies and capital
companies. Each group has different rules, especially about ownership, liability, and required capital.

Personal companies include such types of businesses which people usually manage directly. One is a general
partnership. In such a company, all partners have unlimited liability. This means they are responsible for all
the company’s debts with their personal property.

Another type is a limited partnership. It has two kinds of partners: general partners (with unlimited liability)
and limited partners (responsible only up to the amount of their investment).

Capital companies are formed when one or more people provide capital, but they don’t always manage the
company directly. One of the most common types is a limited liability company (LTD). In this case, each
shareholder's personal financial responsibility for company debts is limited to their financial contribution
(the amount they have invested in the company).

The minimum basic capital is just 1 CZK. The profit is shared based on the size of each shareholder’s
investment. Another type is a joint-stock company (JSC). This company needs a higher basic capital - at
least CZK 2,000,000 - and is better for large businesses. Shareholders in a JSC also have limited liability.

To start a company, people must first draft a foundation deed or a partnership agreement. Then, they
register the company in the Trade Register. The founders must also choose the business type, such as a
limited liability company, or a trade licence.

Another way to run a business is to work as a freelancer or sole trader. A sole trader must get a trade licence.
They are fully responsible for the business with their personal property, which means they have unlimited
liability.

If the owners decide to close the business, the company must close all operations, pay off debts and taxes,
and eventually it is removed from the trade register. This may happen for many reasons, including personal
decisions or financial problems.

1.

Read the text and decide which statements are true and which are not. @
OT OF 1. General partners in a partnership have unlimited liability in the partnership. -
Ot OdF 2. Ajoint-stock company needs the minimum capital of 1 CZK.

Ot OF 3. Shareholders in a limited liability company are financially responsible for all debts.

Ot OF 4. Before setting up a company, it is necessary to register the company in the trade register.
LIt OF 5. Sole traders must get a trade licence.




2. Explain these expressions to your classmate @
in English. Use the text above to help you create

the sentences.

1. a trade register
2. limited liability

3. general partnership

4. basic capital

5. a foundation deed

6. a sole trader

3. Pair the words to create phrases. @

1) a foundation a) register

2) limited b) capital

3) atrade ) company
d) basic d) liability

e) ajoint-stock e) partnership
f) general f) deed

4. Discuss the following questions with your classmates.

1. Whatis the difference between limited liability and unlimited liability?

2. What types of companies exist in your country?

3. Would you prefer to start a personal company or a capital company? Why?

4. Canyouname some successful sole traders or freelancers in your area?

USEFUL VOCABULARY

basic capital

be in charge of

branch

business services

close a business

contribution

corporation

customer service

/ beisik 'kaepitl/

/bi1n'tfa:dz ov/

/bra:ntf/

/'biznis s3:visiz/

/klauz 3 'biznis/

/kontrt'bjuzfn/

/koipa'reifn/

/ kastama 's31vis/

zakladni kapital

mit na starosti

pobocka

obchodni sluzby

uzavrit podnik

vklad

spolecnost

zakaznicky servis

The minimum amount of money required to start
a company.

The basic capital for a joint-stock company is CZK
2,000,000.

To be responsible for something or to have control over it.
She is in charge of the project.

A smaller part of a big company or organisation.
The company has its branch in another city.

Services that help other businesses run smoothly.
Our company provides various business services such as
marketing and administrative support.

To stop one’s business.
The owner closed the business because he had no money.

The money each partner puts into the company.
Her contribution to the company was CZK 50,000.

A big company owned by many people.
My dad works for a big automotive corporation.

A department that helps customers with their needs or
questions.The customer service answered all of my
questions.



Chief Executive Officer /tfi:f 1g,zekjativ vykonny feditel The boss of a company.

(CEO) 'ofisa/ (/siir'au/) The CEO makes big decisions for the company.

deal with /'dizl wis/ jednat (obchodné) To handle or take care of something.
The company is planning to deal with new clients next
month.

develop /d1'velap/ rozvijet (se) To make something grow or become bigger or better.

The company plans to develop new products to sell.

finance and insurance  /fainzens and finance a pojistovnictvi A sector of money management and protection from risks.
n'fuarans/ My dad works in finance and insurance, helping people
with their money.

foundation deed /faundeifn'dizd/ zakladatelska listina A legal document to start a company.
They signed the foundation deed before registering the
company.

franchise /['freentfa1z/ fransiza An official right to sell goods and services of a company

under its name, or the branch itself.
My friend owns a franchise of a popular fast food
restaurant.

freelancer /frizlainsa/ pracovnik na volné noze A person who is not employed by a company but works for
different companies.
My sister is a freelancer, so she can work from home and
get up whenever she wants.

general partnership /dzenaral'paitnafip/ vefejna obchodni A business where all partners share responsibility and
spoleénost liability.
We opened a bakery as a general partnership.

headquarters /hed'kwa:taz/ centrala, sidlo The main office or central location of a company.
The headquarters of the company is located in my city.

Human Resources (HR) /hjurmanr1'zaisiz/ lidské zdroje (HR) A department in a company that deals with hiring,
training, and managing employees.
The Human Resources team helps new employees at the
company.

joint-stock company /,d3o1ntstok 'kampani/ akciova spole¢nost A big company that can sell shares to the public.
(JSC) A joint-stock company must publish its financial reports.

liability / la1a'bilati/ ruéeni, odpovédnost The responsibility for something, especially by law.
In a general partnership, all partners have unlimited
liability.

Limited Company (LTD) /|limitid 'kampani/ spolecnost s ruc¢enim A type of a business structure where the owners are not
omezenym personally responsible for the company's debts or
liabilities.
My friend started his LTD to sell handmade products
online.



Limited Partnership

manage

office

operate

ownership

partner

partnership agreement

produce

profit

profit sharing

provide

Public Limited
Company (PLC)

responsible (for)

set up a company

/limitid '‘patnafip/

/'maen1dz/

/'pf1s/

/'bparert/

/'dunaf1p/

/'pa:tna/

/pa:tnafip
d'grizmant/

/pra'djurs/

/'profit/

/'proftt fearin/

/pra'vard/

/,pAblik ltmitid
'kampani/

/r1'sponsabl fa:/

/,set Ap @ 'kampani/

komanditni spolecnost

Fidit, vést

kancelar

provozovat, spravovat,
obsluhovat

vlastnik spolecnosti

spolecnik

spolecenska smlouva

produkovat, vyrabét

zisk

rozdéleni zisku

poskytovat

akciova spolecnost

zodpovédny (za)

zalozit spolecnost

A type of partnership with general partners who have the
right to manage the business, and limited partners who do
not have this right but have only limited liability for its
debts.

A limited partnership helps protect the limited partner’s
money.

To control or take care of something.
He will manage a team of workers to finish the project.

A place where people work or do business.
| have my own desk in the office.

To control the functioning of something.
He knows how to operate the coffee machine.

The fact that something belongs to you; you own it.
From now on, the company is under my ownership as
previous owner has sold all his shares to me.

A person who owns and manages a business with others.
My business partner and | both signed the contract.

A document that sets the rules between business partners.
The partnership agreement explains who does what in the
company.

To make or create something, often in large amounts.
Factories produce cars in big numbers every day.

Money earned in business after paying costs.
The company made a big profit last year.

The act of dividing the profit among owners or
shareholders.
Profit sharing depends on each person’s contribution.

To give something to someone or make it available.
The company provides training for new employees.

A big company owned by many people who buy shares of
the company.
This PLC makes cars and trucks.

Having the duty to take care of something.
| am responsible for the IT department.

To start or establish a business.
| want to set up my own company next year.



shareholder /'[eahaulda/ akcionaf, spoleénik A person who owns part of a company.
Each shareholder gets a part of the profit.

sole trader /saul 'trerda/ Zivnostnik A person who runs a business alone.
As a sole trader, you make all the decisions yourself.

subsidiary company /sab sidiari 'kampani/  dcefina spolecnost A smaller company that is owned or controlled by a larger
company.
The big company owns a subsidiary company that makes
computers.

trade licence / treid'laisans/ Zivnostensky list An official permission to run a business.

A sole trader must have a valid trade licence.

trade register /treid 'red3ista/ obchodni rejstfik A list of all the companies that exist in a particular area.
Before starting his business, he checked the trade register.

unlimited liability /Anlimi1tid laia'bilati/ neomezené ruceni If you have unlimited liability, you must pay all the
business debts with your own money if the business
cannot pay.
In a sole trader business, the owner has unlimited liability
and must pay all debts.
5. Match the following words with the definitions below. @

a freelancer, a trade register, produce, a joint-stock company, set up a company, a sole trader, ownership

1. To make or create something.

2. A person who is not employed by one company. They can work for different companies.

3. A person who runs a business alone and is fully responsible for it.

4. A type of business that is owned by its shareholders and the shares of which can be sold to the public.
5. To start a new company or business.

6. Alist of all companies officially recorded in a country.

7. The fact that something belongs to someone.




=D
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6. Pair the words to make phrases. @ 7. Create sentences with these expressions.
)_>
a) be in charge

1. limited a) licence
2. a shareholder b) company b) set up a company
3.atrade c) of the company

) o ¢) manage the office
4. a partnership d) liability
5. profit e) trader d) deal with a client
6.asole f) sharing
7.apubliclimited  g) agreement e) owner of the company

8. Fill in the missing words.

responsible, produces, manages, in charge of, subsidiary

1. Skoda Auto cars and car parts for the European market.

2. Human Resources is hiring new employees and employee development.

3. The Marketing Department is for our social media presence and promotion.
4. She the main office in London.

5.TescoMobileisa__ company of Tesco Group.

-

9. Depending on the context, fill in produces or provides in each sentence.

1. Nokia mobile phones.

2.Telenor ____ mobile services in Norway.

3. Manpower workforce solutions and services.

4. Zentiva drugs for treatment of illnesses in the field of neurology.
5. Toyota cars equipped with an Eco Drive Indicator.

LLEB




10. Look at the picture of a small office. What do you think this company does? Who works there?
What type of a company could it be?

Nes

10




11. What do the following abbreviations mean? @
J_)

HR

LTD

CEO

PLC

PRACE S OBRAZOVYM MATERIALEM

www.speedwheels.com

speedwheels sutomotiue

8 CUSTOMISATION

SpeedWheels Automotive is a small family business that specialises in cars,
trucks, and motorcycles. The company was founded in 2005 in Detroit,
USA. Now we have branches in other big cities too. We have a team of over
1000 people, who work hard to make sure we provide high-quality services,
which include repairs, customisation, and maintenance of cars, motorcycles,
and trucks. Our values are quality, honesty, and new ideas.

MAINTENANCE @lﬁ REPAIRS

) CONTACT US
k\ 123 456 789

50% OFF
SPECIAL
OUR HEADQUARTERS

SERVICE

YD Detroit, USA
WHERE CAN YOU FIND US?

New York, Los Angeles, Chicago

% 12. Discuss these topics with your classmates.

1. When was the company founded?

. Where is the headquarters of the company?

. How many branches does the company have?

. What services does the company offer?

v W N

. What are the values of the company?

2

11
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13. Writing Task: "My Dream Business"

Imagine you are starting your own business. Write a short text (50-80 words) about your company, answering the
following questions:

= Whatis the name of your business?

» What type of business is it (e.g. a shop, a factory, an online company)?

= What do you sell or produce?

= Who are your customers?

14. Discuss these topics with your classmates.

a) What do you need to set up a company in your country? What documents or decisions are important?
b) What are the advantages and disadvantages of being a sole trader?

¢) What s the difference between a limited company (LTD) and a public limited company (PLC)? Which
one do you think is better for a big business? Why?

12




CTENIi S POROZUMENIM A SAMOSTATNY PiISEMNY PROJEV

15. Fill in the missing words in English.

(zakladatelskd listina, podil na zisku, obchodni rejstiik, zdkladni kapitdl, komanditni spolecnost, dohoda
0 partnerstvi)

To: helen.roberts@cblpartners.co.uk

From: m.jenkins@legalassist.uk

Subject: Setting up the new company

Dear Helen,

Thank you for your questions about setting up the business. I am sending a short summary of what we
need:

First, we must draft a (1) , which should include the details about (us) the partners and our
business activities.

Then, we need to register the company in the (2)

Because we want to share profits and responsibilities with another company, we will sign a (3)

with the said company.

This businesswillbea (4) ___ so some partners will have limited liability.
We must also agree on the (5) , which each partner will invest.
Finally, we will include rules for (6) in the agreement.

Let me know if you would like to schedule a meeting to go through the documents together.

Best regards,

Mark Jenkins

o

16. Write an email to an imaginary colleague about a new company you want to start up. Take inspiration

from the email and the expressions used.

[

13




FRAZE A JEJICH PROCVICOVANI

The company wasset /39 'kampaniwaz'set  Spolecnost byla

up... Ap/ zaloZena...

The headquarters is /89 ,hed'kwd1taz 1z Ustredi sidli...

located... Jsu'kertid/

The company is /83 'kampani 1z Spoleénost Fidi generalni
managed by ageneral 'manid3d ba1a feditel.

manager. ‘dzenral 'maenidzar/

The company provides /33 'kampani pra'vaidz Spolecnost poskytuje
services to other 's31vISIZ tul 'AdD sluzby jinym firmam.
businesses. 'b1znisiz/

The company operates /33 'kampani'Dpareits Spolecnost plisobi v

in several countries. 1n 'sevral 'kantriz/ nékolika zemich.
The company is /83 'kampani 1z Firma je zapsana v
registered in the trade 'red3istad in &9 trezxd obchodnim rejsttiku.
register. 'red31sta/

The management /89 'maenidzmant Vedeni pfijima
accepts responsibility sk septs zodpovédnost za...
for... ri,sponsI'bilati for/

The company isowned /33 'kampaniizaund  Spolecnost je
by... ba1/ vlastnéna...

The company was set up in 2005.

The headquarters is located in the city centre.

The company is managed by a general manager with 20
years of experience.

The company provides services to other businesses, such
as IT support.

The company operates in several countries.

The company is registered in the trade register of this
state.

The management accepts responsibility for reducing
emissions and promoting sustainability.

The company is owned by two sisters who started it five
years ago.

14




17. Phrases - Find the right answer. There is always only one option correct.

1. What s this company’s business?

a) The company is owned by a few
shareholders.

b) The company is registered in the trade
register.

¢) The company provides services to

other businesses.

3. Where is the main office of the company?

a) The headquarters is located in south
England.

b) The Czech branch employs foreigners.

¢) The company is managed by the CEO.

2. How old is the company?

a) The company operates in several
countries.

b) The company was set up in 2015.

¢) The management accepts

responsibility for emissions.

4. Where does the company do business?

a) The company is registered in the trade
register.

b) The company operates in several
countries.

c) The general manager is responsible for

finance.

5. Who makes decisions in the company?

a) The company provides customer

service.

b) The shareholders produce the

company’s products.

¢) The management accepts

responsibility for all decisions.

=D

18. Complete the sentences with the English translations. The form of the expression can vary depending

on the context.

1. This company (byt zaloZen) in 1998.

2. Theheadquarters (sidlit) in London.

3. Several branches (ptisobit) across Europe.

4. The company (byt tizen) by two partners.

5. The limited partnership (byt vlastnén) by three partners who share the profit equally.
6. The management of the company (pfevzit odpovédnost) for business decisions.

7. The company (poskytovat sluzby) to international clients.

8. Our company is not (zapsany v obchodnim rejstiiku) yet.

[

15




REVISION: CHOOSE THE CORRECT ANSWER.

1. Companies often ___ new products to stay successful.
a) profit
b) operate
c) develop

2. The owners decided to ___because the company had too many debts.
a) set up a business
b) close the business

c) register a trade licence

3. In which of the following questions is the term “Trade Register” used correctly?
a) The new company is listed in the Trade Register.
b) The finance department is part of the trade register.

¢) This branch produces a Trade Register.

4. The company has limited ____ so the owners are not personally responsible for business debts.
a) ownership
b) liability

c) alicence to trade abroad

5. A company’s foundation deed includes:
a) names of the customers and suppliers
b) basic information about the business and its owners

c) registered

6. A freelancer is...
a) a person who is not employed by one company.
b) someone who works in a trade register.

c) amanager of a subsidiary company.

7. A subsidiary company is ....
a) the first business a person sets up.
b) a company controlled by another company.

¢) the company’s main office.

16
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8. A partnership agreement is usually made when...
a) a company wants to close the business.
b) someone becomes a sole trader.

C) two or more partners set up a company together.

9. The company ___business services to large clients.
a) produces
b) deals with

¢) provides

10. In a Public Limited Company (PLC), the business is:
a) owned by the government.
b) owned by shareholders who can buy and sell shares.

c) owned by one sole trader.

11. A contribution in business is...
a) money that a partner puts into the company.
b) a tax paid by employees.

c) the profit the company makes every year.

12. A corporation is...

a) a small local shop owned by one person.

b) a large company or group of companies recognised by law.

c) a department responsible for hiring employees.



Unit2 | EMPLOYEES

EMPLOYMENT CONTRACT, AGREEMENT, POSITION, RECRUITMENT, RESIGNATION, WAGE AND SALARY,
UNEMPLOYMENT, COVER LETTER, ¢V

& » JOBSEARCH PROCESS

Today, we want to talk about finding a job. When you're looking for a job, there are some essential steps to
follow. First, you need to write a CV, which stands for Curriculum Vitae. It's a document with your work
experience, education, skills, and personal information. Your CV should also include your interests and
references. Also, some employers may want a letter explaining why you’d like to work for them, in addition to
your CV. This is called

a ‘cover letter’.

Once you have your CV ready, you can search for job adverts. These are notices from companies or employers
who are looking for new employees. When you find a job you like, you can apply by filling out an application

form.

If your application is successful, you will be asked for an interview. During the interview, the company's
director or hiring manager will ask you several questions about your skills, qualifications and, more

importantly, about what lies behind your interest in working for that particular company.

It's crucial that you prepare for the interview and present yourself well. If you get the job, you'll sign an
employment contract. This contract states what your job is, what your salary is, and other details.

Sometimes, you might have to work extra hours, which is called ‘overtime’.

When you're working, it's important to show your skills and hard work. If you do a good job, you may even be
promoted to a higher position in the company. If you give poor performance, however, you can be fired.
Without a job, you may be able to get unemployment benefits. It is financial support given to you while

searching for a new job.

In short, finding a job involves creating a CV, applying for jobs, going to interviews, signing employment
contracts, and demonstrating your skills. Your qualifications, education, and personal information are very

important for getting a job. Good luck with your job search!

1. Read the text and decide which statements are true and which are not.

Mo

1T []F 1. A CV does not contain information about completed education.
OT OdF 2. Itis important to prepare a presentation of yourself before the interview.
OT dF 3. A cover letter is always included in your CV.

18



2. List the points that a CV contains.

N

1 4.
2. 5
3 6.

3. Have a conversation with your classmates.

1. Where can I look for job offers?

2. Why is it important to prepare for an interview?
3. How can a candidate prepare for an interview?
4. What questions are often used in interviews?

5. What questions should not be asked in an interview?

4. Match the words to make phrases.

P

1) hiring a) letter

2) employment b) information
3) extra €) manager
4) hard d) work

5) cover e) hours

6) personal f) contract

5. Create a mind map with “CV” as the keyword. Cover everything you have learnt so far about what a CV is and
what information we include in the document. Once you have finished, compare and share your mind map with
your teacher and classmates.

Example mind map:

19




USEFUL VOCABULARY

agreement

application form

apply for ajob

be dismissed

be fired

be promoted

be unemployed

colleague

Ccv

cover letter

director

work overtime

education

/3'grizmant/

/@eplr'kerfn form/

/apla1 for 3 'd3pb/

/bi dismi'st/

/bi 'farad/

/bi pra'mautid/

/bi AnIm'plo1d/

/'kplizg/

/sit'viy/

/'kava leta/

/d1'rekta/
or /dar'rekta/

/w3:k 'suvataim/

/.edzu'kerfn/

dohoda

Zadost (napf. o praci)

Zadat o praci

byt propustén

byt vyhozen

byt povysen

byt nezaméstnany

kolega

Zivotopis

motivacni dopis

feditel, reditelka

pracovat prescas

vzdélani

It's a decision, often formal and written, between two or
more groups or people.
The school and the teacher signed an agreement.

It's a paper that you fill out with information about
yourself when you want to apply for a job.
I need to fill out an application form to apply for the job.

To ask for a certain position.
She wants to apply for a job at the local shop.

To lose one's job or employment, often due to the decision
of the employer or company.

She was dismissed from her job because she consistently
arrived late for work.

To lose one's job or employment.
She was fired from her job because she was often late for
work.

To be given a higher position within a company.
He worked hard and was promoted to a managerial
position.

To be without a job and actively seeking employment.
He has been unemployed for three months and is now
searching for a new job.

It's a person with whom you work or share the workplace.
| have a friendly colleague at work who helps me with my
tasks.

A "CV" stands for "Curriculum Vitae"; it's a written
document that shows a person's educational and
professional history.

Brian needs to update his CV before applying for the new
job.

It’s a written document in which you explain why you are
interested in a particular job.

| wrote a cover letter to explain why | want to apply for the
position of a company accountant.

It’s a person who has a position of authority and
leadership in a company.

The director of the company makes important decisions
for the business.

To work additional hours beyond the standard working
hours of a job.
I have to work overtime tonight to finish my project.

It's a process of learning and acquiring knowledge.
Education is important for building a bright future.
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employee

employer

employment contract

fixed-term
employment

getajob

have an interview

hard skills

hiring manager

interests

job advert

notice

notice period
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/.emplo1'iz/

/1m'plo1a/

/im'plotmant
Jkontraekt/

/'fikst t3:m
im'plotmant /

/get a'd3pb/

/haev an 'Intavjuz/

/'ha:d skilz/

/'hararin maenid3a/

/'Intrests/

/'d3pb zedv3:t/

/'nau.tis/

/'nau.t1s p1aiad/

zaméstnanec

zaméstnavatel

pracovni smlouva

zaméstnani na dobu
urcitou

dostat praci

mit pohovor

tvrdé dovednosti

naborovy manazer

zajmy

pracovni inzerat

vypovéd

vypovédni lhita

It’s a person who works for an employer or a company and
gets paid for that.

Sonia is an employee at the local supermarket. She helps
customers with their shopping.

It's a person or company that hires and pays people to
work for them.

My employer gave me a raise because of my good
performance at work.

It's an agreement between an employer and an employee
that describes the terms and conditions of the
employment relationship.

Tom signed an employment contract with the company
that outlines his job duties and salary.

A job that has a start and an end date.
I have fixed-term employment for six months. My contract
will end in December.

To find employment or work.
I'm excited because | finally got a job at the local bakery.

To participate in a formal meeting or discussion with a
potential employer.
I have an interview for a job at the company tomorrow.

Hard skills are specific, technical abilities or knowledge
that can be learned through training, education, or
practice.

Programming, data analysis, and accounting are examples
of hard skills.

It's a person in the company responsible for hiring
employees to fill an open position.

Lucy is our hiring manager, she helps with hiring new
employees.

Things you like or enjoy doing in your free time.
One of my interests is cooking, and | enjoy trying new
recipes.

It's an announcement that is used to attract potential job
applicants.

| found a job advert for the position of a cashier in the
local newspaper.

A letter or message that says your job will end.
My boss gave me a notice. | will stop working here in two
weeks.

The time between telling your employer you are leaving
and your last working day.

Her notice period is two weeks, so she will leave the
company at the end of the month.



pay attention

permanent
employment

personal data

place of work

probationary period

personal profile

recruitment

references

salary

salary statement

severance pay

sign

/pet 3'tenfn/

/'p31.ma.nant
im'plormant/

/p3isanl 'derts/

/pleis av 'w3ik/

/ pra'be1fanri

pIa.ri.ad/

/ p3:sanal 'praufail/

/r1'kruitmant/

/'refransiz/

/'seelari/

/'saelari 'stert.mant/

/'sevarans pel/

/sain/

ddvat pozor, vénovat
pozornost

zaméstnani na dobu
neurcitou

osobni udaje

misto vykonu prace

zkusebni Ihita

osobni profil

nabor

doporuceni

mzda, plat

mzdovy vymér

odstupné

podepsat

To focus your mind on something, listen, watch, or be
aware of it carefully.

During the meeting, it's necessary to pay attention to the
boss and take notes.

A job that has no end date.
I am happy because | got permanent employment at the
hospital.

Information about a person, for example their name,
address, and other details that tell us who they are.
| need to keep my personal data safe and secure.

The location where a person does their job, such as an
office, factory, or shop.

Her place of work is in a big office building in the city
center.

A probationary period is when a new employee’s work is
tested to see if they are suitable for the job.

During the probationary period, the company will decide if
they want to keep the new employee.

A short description of a person’s skills, experience, and
qualities, often included in a CV.

In his personal profile, he wrote about his communication
skills and work experience.

It's a process of finding, selecting, and hiring new
employees to fill job positions within a company.

This company has a perfect team for recruitment to ensure
they hire the best candidates.

Information about an individual's character, qualifications,
or work experience.

I included the contact information for my references on my
job application.

A regular payment that an employer gives to an employee
in exchange for work and services.

My new job offers a good salary which will help me pay my
bills.

A paper or document that shows how much money you
earn and what is taken from your pay (like tax).

| got my salary statement today and saw how much money
I will get this month.

Money paid to an employee when they leave a job,
especially if the company decides to end the job.

The company offered her severance pay when her position
was ho longer needed.

To write your name or make a mark on a document to show
your agreement or acceptance of something.
I will sign the contract to confirm my new job.

22



skills

soft skills

start date

termination of

employment

type of work (job title)

unemployment
benefits

wage

work experience

work for a company

/sk1lz/

/'soft skilz/

/'sta:t dert/

/t3rminelfan av

im'plormant/

/taip av ‘waik/

/Anim'plozmant
Jbenifits/

/weidz/

/'w3:k ,1ksp1arians/

/w3:k far o 'kampani/

dovednosti

mékké dovednosti

datum nastupu

ukoncéeni pracovniho

poméru

druh prace

podpora v
nezaméstnanosti

mzda

pracovni zkuSenost

pracovat pro spoleénost

Things you are good at doing.
| have good communication skills which help me talk to
people easily.

Soft skills are personal qualities or interpersonal skills that
help individuals work well with others and adapt to
different situations.

Teamwork, communication, and problem-solving are
examples of soft skills.

The first day when a person begins their job in a company.
Her start date is Monday, March 1st.

The end of a person’s job with a company, either because
they quit or are asked to leave.

The termination of his employment was because the
company had to reduce staff.

The kind of work someone does or their position in a
company, such as a teacher, manager, or worker.

The type of work she does involves helping customers and
managing orders.

Financial payments provided by the government or an
insurance program to ones who are unemployed.

He applied for unemployment benefits after losing his job
to help cover his living expenses while he searched for a
new one.

Money paid to an employee based on the number of hours
worked or tasks completed. It is common for hourly
workers or temporary employees.

She earns a wage of £12 per hour.

Practical knowledge or skills you gain from doing jobs or
tasks at school or work.

My work experience includes two years as an accountant
at a local bank.

To have a job where you are employed by and doing tasks
they tell you.
We work for a company that sells computer accessories.
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6. Match the following words with the definitions below.

permanent employment, recruitment, cover letter, employee, skills, employer, salary, agreement

1. Those are things you are good at doing. They can be things you learn at school, during practical
training, or through experience.

2. It’s a person who works for an employer or a company and gets paid for that.

w

It’s the process of finding, selecting, and hiring new employees to fill job positions within an
organization or company.

Aregular payment that an employer gives to an employee in exchange for work and services.
It’s a decision, often formal and written, between two or more groups or people.

It’s a written document in which you explain why you are interested in a particular job.

It’s a person or company that hires and pays people to work for them.

® N oo v oa

Ajob that continues for a long time and does not have a fixed end date.

7. Pair the words to make phrases.

1) apply for a a) advert

2) employment b) form

3) cover c) employment
4) application d) job

5) job e) statement
6) work f) letter

7) fixed-term g) experience
8) salary h) contract

8. Create sentences with these words:

a) be fired

Nes

-

.

b) get a job

c) have an interview

d) work overtime

e) work for a company

f) salary statement

g) notice




9. Fill in the missing words.

education, colleagues, references, to be promoted, to be dismissed, director, skills, contract

L hope to (6) soon, but if I make a mistake, I could (7) .

1. Iworkin an office with many (1)

2. Our (2) is responsible for the company.

3. My (3) ____ helped me gain the (4) I need for my job.
4. Thave (5) from previous employers to prove my abilities.
5.

6.

These tasks are not within the terms of my employment (8)

-

10. Review what you have learnt in this section. Write simple sentences about what a CV should contain and
some information about a job search process.

[
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DANIEL SVOBODA
BE )

June 2018 - Present

Operations Manager e Siemens, Prague, Czech Republic

- I manage the office and help teams to work better

March 2018 - June 2018
Sales Representative e BUZZ electronics, Prague, Czech Republic

- I talked to customers and helped sell electronics

July 2014 - February 2018
Financial Analyst ¢ DEF Bank, Prague, Czech Republic

- I looked at money details and wrote reports

January 2014 - June 2014
Internship in an international company Brions Llc., London, UK

- I worked on projects to improve my English

E )

Master’s Degree in Business Administration
2002 -2007

Prague, Plaveckd 404,
12800, Czech Republic

+420 777 888 999

svoboda.d@gmail.com

| |O

Charles University, Prague, Czech Republic

High School Diploma in Economics

¢ 1997 -2001

N YN )
S

S

Obchodni akademie HoleSovice

C N

e Leadership
Hardworking professional with » Time management
experience in managing, selling and e Proficient in Microsoft Office Suite (Word, Excel, PowerPoint)
money analysis. Looking for a job
where I can use my skills to improve
office work and help the company do [ ]
well. Excited to work and help the

company do well. Excited to work in .
. . e Czech (native)
a place that values innovation and
continuous improvement. » English (Cllevel)

e Spanich (B1 level)
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11. Add headings to this CV

WORK EXPERIENCE ] [

N 1B

LANGUAGES

EDUCATION ] [

OBJECTIVES

SKILLS

12. Select a photo that matches this CV. Are all images suitable for a CV?

a)

[

13. Discuss these topics with your classmates. 14. Try to create your own CV as homework.
1. Do you thinkitis good to have a photo in Do not forget all the important points that the CV
your CV? must contain. Think about the graphics.
2. Information about family status and It should be professional and match your
children should be included in the CV. Do personality.
you agree?

3. We always include all jobs and part-time
jobsin the CV.
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CTENIi S POROZUMENIM A SAMOSTATNY PiISEMNY PROJEV

15. Cover letter - Fill in the missing words in English.

(dileZity, veditel, motivacni dopis, pozice, otdzky, dovednosti)

Dear Hiring Manager,

I am interested in applying for the of Personal Assistant to the Director of the Sales Department
which I saw in the advertisement on your website. I believe [ have all thenecessary _____ and
qualifications for this position. I am good at keeping things organized and paying attention to details,
which I think are for this job. I know how to manage tasks and schedules, and I believe I can
help the alot.

I appreciate your time reading my .Iam available for an interview any time that is convenient
for you.

Please let me know if you have any
I am looking forward to your reply.

Sincerely,
Lucy Evans

L]
[

16. Write your own cover letter.

Get inspired by the cover letter you read in exercise 15. Fill in your own personal interests and reasons why you
should be invited for an interview and write your own cover letter.

[
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FRAZE A JEJICH PROCVICOVANI

Expressing agreement

by all means /bart 2:l 'miinz/ beze vieho

| quite agree withyou. /a1 kwart a'gri: wid Zcela s vami souhlasim.
juy/

I think so. /a1 '01nk sau/ Myslim, Ze ano.

Well, that's the point.  /'wel 8aets 83 'point/  No pravé. (O to jde.)

With pleasure. /wid 'pleza/ S potésenim.

lam looking forward ~ /'aramlukin 'forzwad  Tésim se na vasi
to your reply. tuja ri'plar/ odpovéd.

Can | borrow your pen? By all means, go ahead!

| quite agree with you, | think this meeting was helpful.

Does the interview start at 9 am? - Yes, | think so.

Well, that's the point. That's what we need to do right
now.

Could you help me with this task? - With pleasure, I'd be
happy to assist you.

I am looking forward to your reply regarding my cover
letter.

Expressing disagreement

I am against it. /a1 am 3'genst 1t/ Jsem proti tomu
No, on the contrary. /'nau pn 83 'kontrari/  Ne, pravé naopak.
You are wrong. /ju:a'ron/ Mylite se.

That's not true. /daets not 'tru/ To neni pravda.

The boss thinks we should fire that employee but | am
against it.

Many people thought it would rain, but, no, on the
contrary, it turned out to be a sunny day.
You are wrong. The meeting is scheduled for 3 pm, not 2

pm.

That's not true. The project deadline is actually next
Friday, not this Thursday.

17. Agreement and disagreement - Find the right answer. Choose the most appropriate response.

1. Can I borrow your notes?
a) By all means.
b) You are wrong.

¢) 1 quite agree with you.

2. The working hours per week increase every year.
a) By all means.
b) No, on the contrary.

¢) With pleasure.

3.1think he should be fired. - ___ He's a good employee.

a)  am against it.
b) Well, that's the point.

¢) By all means.
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18. Match the phrases below correctly from part A) and then try to respond to the given sentences using
them in part B). Work in pairs. One of you will read the sentence, the other will try to respond to it and vice
versa. You can use some phrases more than once.

A 1) By all a) on the contrary
2) I quite b) forward to your reply
3) I think ¢) againstit
4) Well d) means
5) With €) not true
6) I am looking f) wrong
7) Iam g) so
8) You are h) pleasure
9) No i) hat’s the point
10) That’s j) agree with you

B) Sentences:

1. Should we change the deadline to next week?

2. It's not a good time to spend more money.

3. More money in marketing will help us.

4. Maybe getting help from another company is a good idea.
5. Everyone should share their ideas.

6. If Sarah suggests Thursday for the meeting, I'm fine with it.
7. This strategy could really push our sales numbers up.

8. The competitor is not leading the market.

9. We should look at the plan again tomorrow.

10. Your analysis of the risk involved is completely out of topic.

o .

REVISION: CHOOSE THE CORRECT ANSWER.

1. “To work overtime” means...
a) to work less.
b) to work extra hours.

c) to be without a job.

2. Sections of Curriculum Vitae are:
a) salary, personal information, skills
b) photo, education, cover letter

c) work experience, education, skills, personal information

3. If you get the job, youl sign
a) an employment contract
b) a cover letter

c)acCvVv
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4.1workin an office withmy ___.
a) colleagues
b) recruitment

c) salary

5.My___ includes two years as an accountant at a local bank.
a) skills
b) personal information

c) work experience

6. Could you help me with this task?
a) No, on the contrary.
b) With pleasure.

¢) You are wrong.

7. Which phrase expresses disagreement?
a) I think so.
b) Well, that's the point.

¢) I am againstit.

8.Iam ____ to your reply regarding my cover letter.
a) against
b) preparing

¢) look forward

9. My new job offers a good __ which will help me pay my bills.
a) salary
b) education
c) skills

10. Personal information includes...
a) name and address of a company.
b) name, address, and other details of a person.

¢) things you are good at doing.




Unit3 | MANAGEMENT

LEVELS OF MANAGEMENT, CHARACTERISTICS OF BASIC MANAGEMENT FUNCTIONS (PLANNING, ORGANISING, LEADING,
DECISION- MAKING, CONTROLLING...)

& » WHAT DOES MANAGEMENT MEAN?

Running a company is like being the captain of a ship. Management makes sure that the company achieves its

goals smoothly.

There are different levels of management in a company: top management sets the company's vision and
mission. Middle management helps organise and lead teams. Lower management is responsible for the day-

to-day work of the employees.

As amanager, you are in charge of many things. The main job is planning what needs to be done and organising
people and resources to getit done. If managers lead their teams well, they help them develop. Good leaders are
great at decision-making and supervision so that it is done right. Of course, it is not in their hands to cover all
this. Good leadership is also about delegating work. That is, giving tasks to others so that the work is divided
and done with efficiency. However, leaders still need to check the work and provide feedback to help people
improve. Certainly, it's also all about the right coordination. A good team leader must ensure that all parts of the
company work well together. This is done, among other things, by giving employees appropriate motivation.

Thus, they give them feedback to help everyone give their best performance and complete their tasks.

Last but not least, a good manager should be able to apply effective budgeting. This is related to the so-called
resource allocation, i.e. the division of available resources to different purposes. This is of course linked to risk

management, which analyses what can go wrong and how to prevent these risks.

Remember, good management is about setting clear goals, planning, good leadership and constantly looking for

new ways to do things better.

1. Read the text and decide which statements are true and which are not.

-

T OF 1. Lower management sets the company vision and its mission.

LT OF 2. Delegation of work means distributing tasks to the appropriate teams so that they can
be completed as efficiently as possible.

OT OF 3. Good management involves ignoring risks in order to focus on immediate productivity.

N

2. Write 6 activities that management generally deals with.

) 4)

2) 5)

3) 6)

32



3. Pair the words to make phrases.

1) decision
2) work

3) give

4) team

5) risk

6) resource

-

a) control

b) allocation

¢) making

d) management
e) feedback

f) leader

4. Discuss the following with your classmates.

1
2
3.
4

What are the management levels?
What are the basic management activities?
Describe the management of your school.

Why is management important to a company?

USEFUL VOCABULARY

budgeting /'bad3zitin/ rozpoé&tovani
control /kan'traul/ ovladat
controlling /kan'traulin/ kontrola, fizeni, o

vladani (procesu)

coordination /kauvd:,daner'fn/ koordinace

decision-making /d1's13n,me1kin/ rozhodovani

delegation of work /delrgerfnav'w3ik/  delegovani (rozdéleni)
prace

development /d1'velapmant/ rozvoj

33

Reasonable planning of how to spend money. You decide
how much money you can use for different things.

My income is not very high but with careful budgeting |
can even spend some money on my hobbies.

Having power or authority over something, being able to
manage or direct it.
The manager has control over the company's finances.

The act of managing or directing something.
The company is looking at ways of controlling costs.

The process of organising people or groups so that they
work together well.

Our team had good coordination in solving the assigned
task.

The process of choosing what to do in a particular
situation.

Sarah'’s decision-making helped her choose the best option
for her project.

Passing responsibility for specific tasks from one person to
another.
The director has delegated the work to our department.

The process in which someone or something grows or
changes and becomes more advanced.

The company invests in the development of new products
to meet the needs of its customers.




efficiency

feedback

goal

give alead

change management

innovation

launch a new product

leadership

levels of management

lower management

management

middle management

mission

/1'f1fnsi/

/'fizdbaek/

/gaul/

/giva'lizd/

/'tfeind3
,maenid3mant/

/1nd've1fn/

/hintf 3 nju:
'‘prodakt/

/'lizdaf1p/

/levlz av
'maenidzmant/

/ laua
'maenidzmant/

/'maenid3zmant/

/m1dl
'maenid3zmant/

/'mifan/

efektivita

zpétna vazba

cil

jit prikladem

fizeni zmén

inovace

uvést novy produkt na
trh

vedeni

urovné managementu

nizsi management

fizeni, management

stfedni management

poslani

The ability to do something well and without waste.
We increased efficiency by hiring new staff.

An opinion about something, often used to help improve
or make changes.
We appreciate your feedback on our product.

Something you want to achieve; an aim or a desired result.
His goal is to start his own business and become
successful.

Provide guidance or direction.
The team leader always makes sure to give a lead during
our projects.

Methods in which an organisation describes and makes
changes in its internal and external processes.

When she graduates, she hopes to work in change
management or IT.

A new method or idea; introducing new ideas, methods, or
products to improve or change something.

This company comes up with great innovations in skin
care products.

To introduce a new item or service to the market for the
first time.
The company will launch a new product next month.

The action of leading a group of people or an organisation.
He shows great leadership skills.

Different layers of authority and responsibility within an
organisation.
There are different levels of management in the company.

The group of employees in a company who are responsible
for overseeing the day-to-day operations.

Lower management delegates tasks directly to employees
in their department.

The process of controlling and organising activities within
a company or organisation.
The management team makes important decisions.

The level of management responsible for putting strategies
and policies into practice.

Middle management is responsible for controlling and
running an organisation rather than making decisions
about how it should operate.

A specific task or goal that an individual or organisation
wants to achieve.
The company's mission is to provide quality products.
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motivation

organising

performance

planning

production
management

resource allocation

risk management

supervision

task

team leader

teamwork

top management

vision
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/mauti'verfn/

/'2:ganaizin/

/pa'farmans/

/'plaenin/

/pra‘'dakfn
,manidzmant/

/r1'za1s
®la kerfan/

/'risk
,maenid3zmant/

/surpa'vizn/

/'tazsk/

/'tizm lizda/

/'tizmw3ik/

/top
'maenidzmant /

/'vizan/

motivace

organizovani

vykon

planovani

projektové Fizeni

rozdéleni zdrojt

fizeni rizik

dozor

ukol

vedouci tymu

tymova prace

vrcholovy management

vize

The reason or desire to do something.
My motivation comes from achieving my goals.

Arranging or planning things in a systematic way.
I am good at organising events.

How an employee meets required tasks and behaves at
work.
His performance at work is excellent.

Making a detailed plan of how to do something before you
start doing it.
I am good at planning how to expand into new markets.

The process of overseeing and organising the production
of goods or services within a company.

The production management of the factory ensures that
all operations run smoothly and efficiently.

The process of assigning and distributing available
resources, such as money, time, and manpower, to various
tasks or projects within an organisation.

Resource allocation is important for a team's efficiency.

The process of identifying potential risks.
The company focuses on risk management.

Guiding others to ensure tasks are completed correctly.
He provides supervision to the team.

A piece of work to be done at work.
My task is to finish this report today.

A person responsible for guiding and coordinating the
activities of a group of people.
He is the best team leader for our project.

When a group of people work together to complete a task
successfully.
Good teamwork is essential for the success of any project.

The highest level of executives or leaders within an
organisation who are responsible for making strategic
decisions and setting goals for the company.

The top management team meets regularly to discuss
long-term plans.

An ability to think about the future with wisdom.
The company has a clear vision for the future.



5. Add the following words to the definitions below.

efficiency, leadership, budgeting, development, vision, goal, task

1. Reasonable planning of how to spend money. You decide how much money you can use for

different things.

A piece of work to be done at work.

The ability to do something well and without waste.

Nooovoa W

An ability to think about the future with wisdom.

The action of leading a group of people or an organisation.
A process in which someone or something grows or changes and becomes more advanced.

Something you want to achieve; an aim or a desired result.

Nes

6. Pair the words to make phrases.

1) launch

2) change

3) team

4) super

5) give

6) delegation

a) alead

b) vision

¢) management
d) a new product

e) of work
f) Iwork

-

7. Create sentences with these phrases:

a) production management

-

b) supervision

c) resource allocation

d) team leader

e) motivation
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8. Fill in the following missing words.

team leader, change management, budgeting, top management, development, coordination, delegation of work,
feedback

1. Good is key to making the right choices for a company.

2. Product is essential for a company to grow and improve.

3. Receiving

helps employees improve their work.

4. involves adapting to new changes in a business environment.
5. usually makes the most important decisions in a company.

6. is about deciding how money should be spent in a business.
7. involves assigning specific jobs to team members.

8.A___ issomeone who directs a group towards a common goal.

N

9. Write simple sentences about the qualities a good team leader should have to have a successful team
and how they should motivate their team to do a better job.

[
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PRACE S OBRAZOVYM MATERIALEM

oy
@l
SMITH FAMILY COMPANY & ¢ 7 >

TOP

« ﬂ ANAGEMENT
The Smith Family Company is a small business r
founded by Mr. and Mrs. Smith. They are involved in

farming and selling local produce. Mr. Smith is MIDDLE

responsible for making important decisions, while Mrs, MANAGEMENT
Smith takes care of customer service and organising

tasks. Their children, Emily, Jessica, and David are in
charge of lower management of the company. The

family also employs several college students who can LOWER MANAGEMENT

earn some extra money. They help out with different

tasks in the company like assisting with sales and
packaging orders. Together, they work as a team to

ensure the success of their family business. SU PPO RT STAFF

Mrs. Smith

Mr. Smith College students

Emily, Jessica, David

10. The family business consists of several levels. Decide which level the following people work at.

-

1. Mr. Smith

2. Mrs. Smith

3. Emily, Jessica, David

4. Students
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51 12. Create a structure of your school

11. Discuss these topics with your classmates.
as homework.

Use your own imagination and think about the
direction the company will take.

1. Think and guess what the Look again at the structure of the Smith
responsibilities of each member in the family business and describe your school in
company are. a similar way. Which profession belongs to

2. What could be the company's vision and each level? Also, think about the mission of
their plans for the future? your school. What could it be? Then compare

3. Isitbetter to be part of a family business your answers with your classmates.

or to be employed by a company?
4. Do youknow what the advantages and

disadvantages of family business are?

; Vi
B

CTENI S POROZUMENIM A SAMOSTATNY PISEMNY PROJEV STUDENTA

13. Look at the following text and translate the Czech expressions into English.
Mr Lee's Approach to Effective Management

Mr Lee is a (1 - vedouci tymu) at EcoNova Dynamics. He is responsible for many tasks on a
daily basis. One of his key roles is (2 - pldnovdni) . He develops weekly plans for his team's
activities. He has excellent skills in (3 - organizovdni)___ | ensuring that all team members are
aware of their (4 - ukoly) . Mr Lee also believes in teamwork. He frequently emphasises the
value of collaboration. Once his team has completed a task, Mr Lee provides them with constructive (5
- zpétnd vazba) . He identifies both the positive aspects of their work and areas for
improvement, which he then discusses with them. Another key aspect of his role is to provide his team
with positive (6 - motivace) . Mr Lee helps his team feel excited about their work, and he often
brings snacks or jokes to the office to create a positive and friendly work environment. His (7 -

vedeni) style has a significant impact on the success of EcoNova Dynamics, and its main (8 -

cil) is to bring (9 - efektivita)____ to companies.

[

14. Writing - Describe what a good manager should be like. What qualities should they have and why?
And, on the contrary, what qualities shouldn’t they have? Practise the new words and phrases and try to
use them.

|
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FRAZE A JEJICH PROCVICOVANI

achieve the set goals

follow the rules

give feedback

improve performance

lead a team

make a project plan

make decisions

meet deadlines

reach an agreement

set goals

/o tfizvdaset'gaulz/  dosdhnout vytyéenych

/folau &d 'ru:lz/

/.g1v 'firdbaek/

v ! v
/1m,pruzv pa‘foimans/

/lizd 9 'titm/

/ meik o 'prodzekt

pleen/

/ meik d1's13nz/

/ mizt 'dedlainz/

/rirtf ana'grizmant/

/set'gaulz/

cila

dodZovat pravidla

dat zpétnou vazbu

zlepsit vykon

vést tym

vytvofit plan projektu

ucinit rozhodnuti

dodrzet terminy

dosahnout dohody

stanovit cile

Our team worked efficiently to achieve the set goals by the
end of the quarter.

To keep harmony and efficiency, everyone must follow the
rules set by the company.

Giving feedback is essential for our team's growth and
development.

Regular training sessions can help our staff improve their
performance.

As the new manager, it's my duty to lead a team of skilled
professionals towards our goal.

Before we start, we need to make a project plan to ensure
everything is organised.

As a leader, it's crucial to make decisions that benefit the
whole team and project.

Our success depends on our ability to meet deadlines.

After much discussion, the team was able to reach an
agreement on the project's direction.

At the beginning of each year, we set goals to follow our
vision.
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solve problems /,solv 'problamz/ vyresit problémy Our daily meetings are focused on brainstorming ideas to
solve problems efficiently.

take responsibility /teik risponsi'biloti/ prevzit zodpovédnost When things go wrong, it's important to take responsibility
and learn from our mistakes.

work together /w3:k ta'geda/ spolupracovat By choosing to work together, we can overcome any
challenge that comes our way.

15. Phrases - Choose the correct option to complete the sentences.

-

1. In a successful company, every team member 2. The team leader's job is to lead a team
plays a crucial role. The first step in any project is efficiently. A good leader helps the team work
to . Once these are clear, it's important to together to when they appear. This
- sometimes requires the ability to quickly.
a) set goals, make a project plan a) make decisions, make a project
b) meet deadlines, give feedback b) solve problems, make decisions

¢) launch a new product, follow the rules c) set goals, achieve set goals

3. One of the key aspects of teamwork is 4. If something goes wrong, the team should

for their actions and learn from their

This ensures that the project will be completed

on time. mistakes.
a) work together a) take responsibility
b) reach an agreement b) follow the rules
¢) meeting deadlines ¢) improve performance
5. Finally, before concluding the project, the 6. This collective effort helps , leading to the
team should on the final aspects of the success of the project.
work.”
a) lead a team a) give a feedback
b) follow the rules b) set goals
¢) reach an agreement c) achieve set goals
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16. In part A, pair the words to create phrases. Then, choose 5 phrases and create sentences with them
(part B). Share the sentences with your classmates and listen to what sentences they have created.

b

A)
1) set a) performance
2) follow b) project plan
3) meet c) problems
4) work d) an agreement
5) reach e) decisions
6) give f) goals
7) lead g) the rules
8) make a h) feedback
9) take i) together
10) solve j) ateam
11) make k) deadline
12) improve 1) responsibility
B)
REVISION: CHOOSE THE CORRECT ANSWER.
1. The director has the work to our department.
a) delegated
b) improved
¢) took
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2.By ___ ,we can overcome any challenge that comes our way.
a) giving a lead
b) working together
c) giving feedback

3. Decision-making is ...
a) a person responsible for guiding and coordinating the activities.
b) the process of working together in a company.

c) the process of choosing what to do in a particular situation.

4. Risk managementis ...
a) the process of identifying potential risks.
b) the highest level of management.

c) the ability to work in a stressful situation.

5. “Budgeting” is ...
a) aiming at achieve something.
b) the ability to do something well and without waste

c) areasonable planning of how to spend money.

6. There are different in a company.

a) steps of management
b) levels of management

c) heights of management

7. After much discussion, the team was able to on the direction of the project.

a) solve a problem
b) reach an agreement

c) meet deadlines

8. Who is responsible for guiding and coordinating the activities of a group of people?
a) an employee
b) a colleague

c) a team leader

9. Complete the phrase: give
a) problems
b) decisions

c) feedback

10. Middle managementis ...
a) a group of employees in a company responsible for putting strategies and policies into practice.
b) a group of employees in a company responsible for overseeing the day-to-day
operations.

c) the highest level of management.
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Unit4 | MARKETING

MARKETING, MARKETING MIX, MARKETING COMMUNICATION, BRANDING, PR

& p WHAT ISMARKETING AND HOW IS IT USED IN PRACTICE?

AR Marketing is a wide term that includes many activities connected to how companies target their customers,
satisfy their needs, and offer the right products and services. It is not only about advertising or selling. Good
marketing starts with understanding what people want, what they are interested in, and what they desire. This

is done through marketing research.

For example: A small café wants to attract more people. After doing research, the owner realises that many people
in the area prefer healthy snacks. So, they add fruit smoothies and protein bars to the menu. They also print a
leaflet with a

discount for new customers. Thanks to this simple promotion, they increase the number of regular customers.

One of the most important tools in marketing is the marketing mix, also known as the 4Ps. These four key areas

help businesses plan their marketing strategy and create better value for customers:

Product — What is the product or service that the company offers? What are its features, design, brand,

or quality?

e  Price — How much does the product cost? Are there any special offers, quantity discounts, or a price drop

to attract buyers?
e  Place — Where can customers buy the product? In a store, online, or at a trade fair?

e Promotion — How do customers learn about the product? Through personal selling, social media, public

relations, or a loyalty program with membership benefits?

Let’s look at a real-life example. A detailed analysis of how McDonald’s uses the marketing mix in practice can

be found here:

< McDonald’s Marketing Mix (4Ps) Analysis — Panmore Institute

By using the marketing mix effectively, companies can identify a competitive advantage, build a strong
reputation, and grow their market share. At the same time, customers benefit by getting better products, services,

and offers that truly meet their needs.

1. Read the text and decide which statements are true and which are not.

-

OTOF 1. Building a strong buyer-seller relationship isn’t important in marketing
communication.

OT OF 2. The main job of a good marketer is to sell the product at the highest possible price.

Or OF 3.1f the customer doesn't feel the need to buy the product, the marketer must create it.
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2. What are the 5P in the 5P marketing mix?

)

2)

-

3)

3. Pair the words to create phrases.

1) quantity
2) public

3) marketing
4) trade

5) close

6) customer

N

a) research
b) discount
c) adeal

d) fair

e) needs

f) relations

4. Discuss the following with your classmates.

Why is it important for a company to build a good relationship with a customer?

What is a marketer’s main job?

1
2
3. Canyouname some marketing strategies mentioned in the text?
4

What s digital marketing? Give one example.

USEFUL VOCABULARY

advertising /'®dvatarzin/ reklama

brand /braend/ znacka

close adeal / klauz &3 'dizl/ uzavfit obchod
competition / kompa'trfn/ konkurence, soutézeni
convince /kan'vins/ presvédcit
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An activity used to draw the public's attention to
something, usually a product or service.
Millions of pounds are spent on advertising every year.

A name or symbol on a product that tells you what
company has made it.
My favourite brand is not expensive.

To reach a business agreement.
Let's close the deal and buy this car today.

A situation in which companies try to sell similar things.
There is strong competition between smartphone
companies.

To make someone believe or agree to something.
| tried to convince my friend that Garmin smartwatches
were the best.




customer needs

desire

discount

interest

leaflet

loyalty program

marketer

marketing research

membership benefits

personal selling

play arolein

products and services

promotion

/ kastama 'ni:dz/

/d1'zata/

/'diskaunt/

/'Intrest/

/'lirflat/

/'b1slti praugraem/

/'ma:kita/

/mazkitin ri's3:tf/

/'membaf1p benifits/

/,p3:sanal 'se1l/

/ple1 a'ravul in/

/,prodakts and
's31v1s/

/pra'maufn/

potreby zakaznika

touha

sleva

zajem, zajimat;

zaujmout

letak

vérnostni program

odbornik na marketing,
marketér

marketingovy prizkum

clenské vyhody

osobni prodej

hratroliv

produkty a sluzby

propagace

The requirements that the customer has for the service or
product.

Understanding customer needs is important for business
success.

A feeling of needing or wanting something a lot.
My desire is to travel around the world one day.

A lower price for something.
| got a discount on these shoes.

The feeling of wanting to know about something. to know
more about something.
His interest in learning new skills continued.

A piece of paper with information about something.
Can you give me a leaflet with information about your
company?

A system of rewarding a customer for buying products or
services of a company regularly.

Joining the company’s loyalty program gives you access to
special discounts.

Someone who tries to sell products or services of a
particular company.

Pharmaceutical marketers sometimes promote their
products ignoring ethical business practices.

The act of collecting information and studying what
people want to buy.

The company conducted a marketing research to
understand their customers better.

Rewards or advantages you receive for being part of a
group.

Membership benefits at this gym include access to the
pool and free soft drinks.

A situation when someone sells something directly to
another person, not online or in a store.

Personal selling is a great way to catch a client's interest
and leave a good first impression.

To be involved in something.
Each member of the group plays a different role in the
company.

Things that companies make or do.
Our company offers various products and services.

The act of advertising products or services of a company,
through ads or commercials, etc.
The special promotion of our new product was successful.
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public relations

quantity discount

realise

recommend

recommendation

regular customer

reputation

sales support

satisfy

buyer-seller
relationship

sourcing

target the customers

trade fair

wide term
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/pablik ri'lerfnz/

/ kwpontati 'diskaunt/

/'r1alaiz/

/,reka'mend/

/rekamen'de1fn/

/regjala 'kastama/

/repja'terfn/

/'se1lz sa,po:t/

/'saetisfa1/

/bara-'sela
rilerfnfip/

/'sais1in/

/ta:git 83 'kastoamas/

/'treid fea/

/waid 't3rm/

styk s vefejnosti

mnozstevni sleva

uvédomit si

doporucit

doporuceni

staly zakaznik

povést

podpora prodeje

uspokojovat

vztah mezi prodavajicim
a nakupujicim

zasobovani

zamérit se na zakazniky

obchodni veletrh

Siroky pojem

An area of business focusing on building relationships with
the people to create a positive public image.

Jim is a public relations manager for a multinational
company.

A lower price paid for a product as a result of buying goods
in large quantities.

As a loyal customer who never pays less than two hundred
pounds, | get a quantity discount.

To understand or become aware of something.
| didn't realise how important this project was until now.

To advise that someone should do or use something.
Can you recommend a good restaurant for dinner?

The act of suggesting something or someone.
I followed your recommendation and watched that movie.

Someone who often buys from a company.
As a regular customer, | get discounts on my purchases.

The opinion that people in general have about a person or
a company.
The company has a high reputation for quality products.

Any activity, tool or resource that helps support the sales
of a company.

Our sales support staff are available for any questions or
issues you may have.

To make someone happy or pleased.
It's important to satisfy your customers.

The connection between someone who sells something
and someone who buys it.

Building a strong relationship is crucial for successful
business .

The act of getting something, especially products or
materials, from a certain place.

Sourcing materials from reliable suppliers is essential for
our production.

To focus selling, advertising, etc. on a particular group of
people

Our marketing strategy is to target the customers who are
interested in running.

A place where companies show and sell their products.
We're attending a trade fair next week.

A word or phrase that can mean many things.
"Customer satisfaction" is a wide term that includes many
aspects of customer experience.



5. Pair the following words with the definitions below.

leaflet, competition, satisfy, brand, public relations, desire, advertising

1. Astrong feeling of wanting to have something or wishing for something to happen.

2. The process of promoting a product, service or brand to potential customers through various
forms of communication.

3. Asmall piece of paper that gives information or promotes something.

4. Aname, design, or symbol that identifies products made by a particular company from those of
other companies.

5. To fully meet the needs or wants of someone or something.

6. When two or more businesses or people try to be better than the others by offering better
products, prices, or services.

7. Anactivity of creating a good image for a company by communicating with the public and media.

Nes

6. Find the appropriate synonym for each word on the left.

1) brand a) trademark

2) leaflet b) advertising

3) promotion ¢) good name

4) reputation d) become aware
5) realise e) flyer

-

7. Create sentences with the following phrases:

a) close a deal

N

b) convince

¢) play arole in

d) recommend

e) personal selling
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8. Do you know what a SWOT analysis is? Match the key terms to the definition.
Threats, Opportunities, Strengths, Weaknesses

A SWOT analysis is a method to help a company understand what it does well, where it can improve, what

opportunities it has and what challenges it faces. The technique analyses:

L : The good things about the business that help it to be successful.

2. : Things the business could improve.

3. : Things in the environment that the business could do for growth.

4., __ :Risksorproblems in the environment that could cause problems for the business.

This process allows companies to plan better and reflect on where they are and where they might be

in the future.

-

9. Try to create a SWOT analysis of your school. Think about what the school's strengths and
weaknesses are, where you see opportunities for growth, and what problems might threaten it.

I
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PRACE S OBRAZOVYM MATERIALEM

What is the BCG Matrix?

) The BCG Matrix is a marketing and management term for a strategy model developed by the American
company Boston Consulting Group. The matrix shows the links between business growth rates and a

company's competitive position.

Itis used in business valuation and strategic planning. It analyses, classifies and links the product portfolio. It

tells us what products are worth investing in and how to avoid losses.

Question marks are new products that have been launched but where it is not clear whether they will be

successful.

Cash Cows have a permanent place in the market and people buy these items regularly, but there is no big rise

or fall in popularity.

Stars are the market leaders that generate high profits and at the same time require a high investment in

development and innovation.

Watchdogs for most manufacturers are products that are constantly falling in price and very few people buy

them.

Nes

10. Complete the empty boxes below with the highlighted expressions you've just read.

BCG Matrix of Electronics Company

Market Growth
High
f

High Low

[=Te1=]
Goa0
Y 0000 $
S

Low

Market share
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11. Discuss these topics with your classmates.

L
2.
3.

Why are computers and tablets "stars" and home appliances "cash cows"?

Is there a product you would put in a different category?

Think and try to add different electronics to each box. Explain the reasons for your choices.

12. As homework, make your own BCG matrix from another sector (cosmetics, electronics, etc). Give at
least two products for each category. Briefly summarise your analysis.

-
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CTENI S POROZUMENIM A SAMOSTATNY PISEMNY PROJEV STUDENTA

13. Read the following marketing strategy based on the 5Ps and fill in the missing words.
(reklama, potreby zdkaznika, uspokojovat, zaméfit se, clenské vijhody, slevy, pravidelny zdkaznik)
5P Marketing Strategy for the Small Hotel
Product:

e Our hotel offers comfortable rooms with free Wi-Fi and breakfast.
e We have a small garden and a cosy lounge for guests to relax in.
e Special services include airport transfers and city tours.

e Our product and service are designed to meet 1.
Price:

e Competitive prices with seasonal 2.
e Special prices for long stays and group bookings.
e Free cancellation up to 24 hours before the check-in.

e We offer quantity discounts and 3. to attract regular customers.
Place:

e The hotel is located in the city centre, close to popular tourist spots and public transport.

o Easy access to shopping areas and restaurants.

e Thanks to our location, we 4. the needs of our most demanding customers.
Promotion:
e Weusesocialmediafor5.____ sharing photos, and guest reviews.

e We offer a 10 % discount on online bookings through the hotel website.
¢ Our hotel collaborates with local travel agencies to 6. the right customers and attract
more visitors.

e We have introduced a loyalty program to make guests return and become 7.
People:

e Our staff is friendly and helpful and speaks multiple languages.
e We provide staff training to ensure excellent customer service.

e The staff is instructed to recommend local attractions and activities to the guests.

— B

14. Create a short 5P analysis of a business where you have a part-time job, where your parents work, or
that you like.

-
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FRAZE A JEJICH PROCVICOVANI

call to action

development of an
action plan

focus on customer
retention

identify a competitive

advantage

increase from8to 9
pounds

market share of 3%

price drop of 12%

reach a sales peak

remain stable
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/ko:l tu'ekfn/

/d1,velapmant av an
‘eekfn plaen/

/faukas pn kastama
ri'tenfn/

/a1, dent1fa1 s
koam,petitiv
ad'vaintidz/

/inkrizs fram et tu
,nain 'paundz/

/mazkit fear av Ori:
pa'sent/

/prais drop av twelv
pa'sent/

/riitf o 'se1lz pitk/

/r1,meIn 'sterbl/

vyzva k akci

vypracovani akéniho
planu

zaméreni na udrZeni
zakaznika

rozpoznat konkurencni
vyhodu

narust z 8 na 9 liber

podil na trhu ve vysi 3 %

pokles ceny 0 12 %

dosazeni vrcholu

prodeje

zUstat stabilni

“Click now!” is a call to action.

The management team is working on the development of
an action plan to increase efficiency.

The store's main goal is to focus on customer retention.

First we need to identify our competitive advantage for
long-term success.

During the year we have seen an increase in shares from
8 to 9 pounds.

Our company aims to increase its market share to 3% by
the end of the year.

There's been a significant price drop of 12% in our latest
product line.

Our sales are expected to reach their peak next month.

Despite market fluctuations, our company has remained
stable.



sharp drop in prices /faip drop1n
'praisiz/

significant reductionin /signifikant rr,dakfn
capital in 'kaep1tl/

20% increase insales  /twentipssent
Inkriis in'selz/

prudky pokles cen

vyrazné sniZeni kapitalu

zvyseni prodeje o0 20 %

The sharp drop in prices attracted many new customers.

The company had to make a significant reduction in
capital.

Our company saw a 20% increase in sales last quarter.

15. Choose the correct options.

1. increase from 8 9 pounds
a) to
b) at

¢)on

2. 20% increase sales
a) in
b) on

¢) from

3.pricedrop ____ 12%
a) -
b) of

c) between

4.call___ action
a) to
b) on
c) of

5.focus ____ customer retention
a) at
b) on
¢) with

-
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16. Complete the crossword by filling in the missing words.

I

____ stable

Call to
___from 8 to 9 pounds 3. |

share of 3 % 4.1 M
Public____

Identifya ____ advantage

Sharp drop in

Focus on customer

R A A o

_____customers

REVISION: CHOOSE THE CORRECT ANSWER.

1. What is the main job of a good marketer?
a) developing new products
b) identifying and satisfying their customer's needs

¢) managing people

2. Complete the phrase: close ____.
a) a fair
b) adeal

¢) a promotion

3. ___ arenew products that have been launched but where it is not clear whether they will be successful.

a) Cash cows
b) Stars

¢) Question marks

4. Aleaflet is...
a) a piece of paper with information about something.
b) a lower price paid for a product as a result of buying goods in large quantities.

¢) aname or symbol on a product.
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5. SWOT means ...
a) Strengths, Weaknesses, Opportunities, Threats
b) Strengths, Weaknesses, Options, Threats
c) Strengths, Weaknesses, Opportunities, Targets

6. The in prices attracted many new customers.

a) sharp step
b) sharp drop

¢) increase

7. Which sentence is a call to action?
a) Focus on customer needs!
b) 20% increase in sales!

¢) Click now!

8.It's important to your customers.
a) satisfy
b) promote

c) call for

9. What is the BCG Matrix?
a) aword or phrase that can mean many things
b) a place where companies show and sell their products

¢) a term for a strategic marketing and management tool

10. What are some examples of the ways of targeting the customers?
a) traditional marketing, digital marketing, social media marketing
b) avoiding all forms of communication

¢) ignoring customer feedback
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Unit5 [ PURCHASE AND SALE

TYPES OF STORES (RETAIL/WHOLESALE), SUPPLY, SUPPLY AND DEMAND, ORDERING, INVOICING

4, DISTRIBUTION NETWORK AND BASIC CONCEPTS OF PURCHASE AND

%ﬂere would be no business in the world of business without purchase and sale, that is, buying and selling.
Whether you are a supplier, producer, distributor, retailer, or consumer, you need to understand the basic

concepts of this world.

At the beginning of a distribution chain or network, there are manufacturers or producers of goods. These goods
are then stored in warehouses before being distributed to wholesalers or retailers. Wholesalers typically buy
products in bulk and sell them to retailers to make money. Retailers, such as supermarkets, department stores,

retail chains, boutiques, etc. sell products directly to consumers, often in smaller quantities.

How many goods are stored, delivered or sold depends on the supply and demand of a product or service at a
specific time. In other words, it depends on the relationship between how many goods or services are available
and how many people want to buy. When supply is greater than demand, prices fall. If, however, supply is lower

than demand, prices rise.

When it comes to purchase and sale, whether you act as an individual or a company, you usually start with
placing an order to buy a product or service from a seller. Before making a purchase, however, it's important to
think about different factors like price, quantity, or delivery costs, that is, costs for handling (transportation,
storing, packaging) of the goods ordered. Once the order is confirmed, the seller will send the goods to your
location. In some cases, sellers may issue a pro forma invoice, a kind of a bill asking for an advance payment
before shipment. Some businesses use trade credit, with which it is possible to settle the invoice at a later date.

When purchasing in bulk, the seller can offer price reductions (or discounts).

Sometimes it can happen that the seller can't supply your order, for example, because of a shortage of stock. In
such cases, they may issue a credit note or offer a refund if you've already paid for the goods. When making
purchases, consumers should know about their rights, especially if a product is under warranty. If the productis
faulty or damaged and still under warranty, the seller has to repair or replace it. Hopefully, that won’t happen to

you and you’ll always be a happy customer!

1. Read the text and decide which of the following statements are true and which false. @
OToF o : oo =
OrOF 1. When something is under warranty, you have the right to have it repaired.

OrOF 2. Retailers buy goods in bulk to supply wholesalers.
Ot OF 3. When prices are high, supply is low and demand is high.

4. A document by which the seller asks for an advance payment is called a credit note.

2. List as many parts (people or businesses) of a distribution chain as you can:

-

1) 4)
2) 5)
3) 6)
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3. Match the words to make phrases. @ 4. Discuss the following questions with your ;1
= classmates.
1. Whatis a distribution network?
1) trade a) payment . . .
) ] 2. Isaprice reduction a good or bad thing?
2) credit b) reduction ]
) What if a seller can’t supply your order
3) pro forma ¢) credit , .
. you’ve already paid for?
4) price d) note . .
4. Whatis the difference between trade
5) advance e) store ] .
o credit and a credit note?
6) department f) invoice ]
5. Canyou tell the difference between a
producer and consumer?
5. Class discussion: explain the theory of supply and demand. Think about some real life examples that ;1

would better explain the supply-and-demand relationship.

PRICE

QUANTITY

DEMAND

USEFUL VOCABULARY

complaint /kam'pleint/
confirm /kan'faim/
consumer /kan'sjurma/
delivery /d1'lzvari/

stiznost, reklamace

potvrdit

spotrebitel

doruéeni, dodani

Saying that something is wrong or that you are not happy
about something.

She made a formal complaint about the three kilos of
smelly fish she'd received.

To make an agreement definite or certain.
We will confirm your order by email.

Someone who buys a product or service for their own use.
The key to great success for a company is to know your
consumers’ needs.

The act of taking parcels, post, goods, etc. to people.
l usually pay for the goods ordered on delivery.
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department store

distributor

due date

faulty

get arefund

hire purchase

in bulk

invoice

issue a credit note

manufacture

packaging; handling

producer
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/d1'paitmant sto:/

/d1'stribjata/

/'d3u: dert/

/'folti/

/.get 3 'rizfand/

/ha1a 'p3:tfas/

/1n 'balk/

/'1nvoI1s/

/,1fuz @ 'kred1t naut/

/ maenja‘feektfa/

/'paek1d3in; 'haendlin/

/pra‘'d3uisa/

obchodni diim

distributor

datum splatnosti

vadny

dostat zpét penize

nakup na splatky

ve velkém

faktura; fakturovat

vystavit dobropis

vyrabét; primyslova
vyroba

baleni; manipulace

vyrobce, péstitel

A big shop that is divided into many parts or floors, with
each selling different goods.

My cousin works part-time in one of the largest
department stores in England, Harrods.

A business or person supplying goods to shops, companies,
etc.

Centropol is one of the main distributors of electricity in
the Czech Republic.

A date by which something has to be done.
The payment should be made within 30 days of the due
date.

Not working correctly, not perfect, broken.
The warranty covers any damage. Call them and ask for
a refund for the faulty TV.

To get an amount of money for a product or service you
bought that you are unhappy with.

In case of a cancelled flight, you will get a full refund for
the flight tickets.

An instalment plan to pay for a product or service by
making regular payments until it's paid off.

I've bought a machine on hire purchase so it’ll be really
mine when | pay it off in full.

In large quantities and usually more cheaply.
Wholesalers buy in bulk from producers or manufacturers.

A document that lists the things or services that you've
ordered and that will be paid for later.

There are two invoices, the original and one copy. Keep the
original, please.

To give a piece of paper to a buyer who has returned a
product, promising that they can buy another product of
the same value instead.

It was very nice of the manufacturer to issue a credit note
for the faulty microphones they delivered.

To make goods in a factory using machines; the process of
making goods.

The company Tescoma is a Czech company which
manufactures kitchen tools.

Materials used to keep a product safe; the way a product is
stored, moved, sent, packaged etc.

There is usually extra money paid for packaging or
handling.

A business, country, or person that makes goods, provides
materials, or grows crops in large amounts.
The largest producer of coffee is Brazil, this article says.



pro forma invoice

purchase

retail

retail chain

sales growth

shortage of stock

storein

supply

supply and demand

surplus

trade credit

under warranty

v 1
/prau,fP1ma '1nvo1s/

/'p3itfas/

[ritterl/

/rizte1l tfetn/

/'se1lz grau6/

/Jo1tidz av 'stok/

/'starin/

/sa'plat/

/s9,plat and di'ma:nd/

/'s31plas/

/'trexd kredit/

/.Anda 'woranti/

zalohova faktura

zakoupit; nakup

maloobchod

obchodni retézec

prodejni rlst

nedostatek zasob

skladovat, uchovavat v

zasobovat; zasobovani

nabidka a poptavka

nadbytek

obchodni uvér

v zaruce

A document that lists the products or services you've
ordered, asking for an advance payment before they are
delivered.

We will send your order when you pay the pro forma
invoice.

To buy something or the act of buying something.
A friend of mine has purchased a large piece of land from
an estate agency for six million crowns.

The sale of goods to consumers through shops.
Retail prices are usually higher than when buying in bulk
from a wholesaler.

One shop or a group of retail shops that sell goods to
people under the same brand.

Walmart, IKEA, Apple Store...these are just a few
examples of retail chains.

A situation when the amount of sales grows over a period
of time.

There has been a healthy sales growth of two percent
every year.

Less than enough of the goods for sale or the supplies for
use.

Sometimes, a distributor can’t supply your order because
of a shortage of stock.

To keep something somewhere to sell or use later.
There is an industrial park on the edge of our city with
large warehouses storing goods.

To give someone something that is wanted, usually over

a period of time and in large numbers; the act of supplying
something.

Our business supplies plastic bottles to The Coca-Cola
Company.

The relationship between how many goods or services are
available and how many people want to buy.

The supply and demand model of our new line of
headphones will help us decide about the price.

An amount that is more than enough or needed.
Our stock is in surplus at the moment.

A business agreement that allows a consumer or business
to pay for ordered goods at a later date.
Offer your new clients trade credit with a due date.

Still protected by the agreement between you and the
seller, who promises to repair or replace the product you've
bought when something happens to it.

The warranty period is usually two years so | guess this
three-year old laptop isn’t under warranty.
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unit and quantity /juinit and 'kwontati/ jednotka a pocet A thing or a part of something and its amount.
Have you seen the invoice? The units are wrong and the
quantity numbers are different from our order.

warehouse /'weahaus/ sklad, velkoobchod A big building for storing large amounts of goods before
they are used, distributed, or sold.
There is a two-hundred-square-metre furniture warehouse
near Prague.

warranty claim /'woranti klexm/ reklamace A formal way of asking for repairing or replacing a
damaged product or getting money back for a bad service.
If you start repairing the broken laptop yourself, your
warranty claim may not be accepted.

wholesale /'haulserl/ velkoobchod; ve velkém  The sale of goods in large amounts to smaller shops; in
large quantities.
There is a huge difference between wholesale and retail.
When you buy products at wholesale, you can save a lot of

money.
6. Add the following words to the definitions below. @
J_)
warranty claim, producer, distributor, consumer, complaint, delivery, supply and demand
a) Abusiness or person supplying goods to shops, companies, etc.
b) A formal way of asking for repairing or replacing a damaged product or getting money back for a
bad service.
¢) Someone who buys a product or service for their own use.
d) The act of taking parcels, post, goods, etc. to people.
e) Abusiness, country, or person that makes goods, provides materials or grows crops in large
amounts.
f) The relationship between how many goods or services are available and how many people want to
buy.
g) Saying that something is wrong or that you are not happy about something.
7. The following words can be used in more word classes (noun, verb, adverb, etc.). Depending on the @
;—)

context, decide which word fits the pair of sentences.

manufacture, purchase, supply, invoice

1) What’s the due date on the ?

Weneed to ____ every client at the end of each month for what they’ve bought.

2) Consumers won’t be happy if demand is higher than .

We need to find a new partner to our production.

3) You will get 10% off your next

Do not concert tickets from any other website than ours.
4) Tknow about five companies which gardening tools.
Did you know that plasticis used in of almost everything?
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8. Create sentences with the phrases:

a) buy in bulk
b) make a purchase

¢) store in

N

d) make a complaint

e) get arefund

9. Fill in the missing words:

delivery, shortage, surplus, confirm, faulty, wholesale, credit note, quantity

1.

If you pay too much for an order and the seller wants to give you your money back, they may issue
a(l) .

Thereisa (2)
Please, (3) ____ by email in what (4)

of the new line of ElecPro microwaves that nobody wants.

you need the three kinds of apples you list in your

order.

We’ve bought four kilos of cherries at a (5)
Please, check on (6)
The problem with a (8)
the market.

price.

if the productis (7) .

of stock is holding us back from becoming the leading company on

N

10. Use the following words and add them to the segments of the distribution network. Talk to your
classmates about what the picture shows.

N N )

N )
RETAILERS CONSUMERS
U\ J
N\ )
PRODUCERS MANUFACTURERS
U\ J
WHOLESALERS j [ DISTRIBUTORS ]

-
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Distribution Network

Wng\ﬁ @Qﬁﬂ .

AAAAAA

SUPPLIERS

11. Write simple sentences about the process of buying a product or service.

s
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PRACE S OBRAZOVYM MATERIALEM

Invoice

To: T““:'ég Mrézek From: Office Supplies Ltd.
Address: ELEZ,SE% 111 Address: 65 City Road
50: l)srezany Guildford, Surrey
Czech Republic GU2 5AL
Phone: +420 732 111 111 United Kingdom
CIN: 22222232 Phone: +44 1123 544499
TIN: (222222232 CIN: U 53411 UK 1966 LTD 111111
i::l::unt No.: f&?}itﬁuaoao TIN: C11111112XX0
IBAN: 222 3030 0000 0010 | BaNK: Barclays PLC
1014 4711 Account No.: 10004477
BIC: AIRACZFN IBAN: GB2341 310 0044 77
) BIC: GBLLDXX4411
Client Ref. No.: AB0042 Sort Code: 24.-51-01
Note: Payer of VAT
Invoice No.: 20241402AB42
Invoice Date: 14/02/2024
Invoice Due: 24/04/2024
Payment: bank transfer

Description

Price (per | VAT % | VAT

Wall Calendar 2025 -

£8.00 21% £8.40 £48.40
Flowers
Pencil 10.00 pcs £0.99 21% £2.08 £11.98
Highlighter - Various
Colours 8.00 pcs £1.25 21% £2.10 £12.10
Notebook - Size A5/
Dark Green 4.00 pcs £12.00 21% £10.08 £58.08
Desktop Computer -
Standard 2.00 pcs @ £1,000.00 @ 21% £420.00 £2,420.00
Installation 200 pos £2000 21% £840  £48.40

Discount: £0.00

Subtotal:  £2,147.90
Total Amount Due: £2,598.96




12. Look at the abbreviated (shortened) words and choose the correct word they stand for:

1) No. name number note

2) Qty quality quarter quantity

3) Pcs pieces peaces prices

4) VAT value-added tax very attractive tax value of an item
5) Ref. referee reference reform

N

13. In your opinion, what are the important points that an invoice has to have? Discuss the answers with

your classmate.

o —

14. Discuss these topics with your classmates:

a) Should an invoice be issued before or after the sale?
b) Do we have to pay the invoice as soon as we receive it?
¢) Do we have to keep an invoice from every purchase?

d) Whatis the difference between a pro forma invoice and regular invoice?

15. Try to create your own invoice as homework.

Do not forget all the important points that an invoice has to have; look at the layout of the invoice
above. Think about the graphics, the logo of your imaginary company, the products/services

ordered. If you are not sure about the VAT part, talk to your parents/teacher.

N
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CTENI S POROZUMENIM A SAMOSTATNY PISEMNY PROJEV STUDENTA

16. Warranty Claim Letter - translate the following phrases and complete the text.

baleni, vadny, obchodni Tetézec, v zdruce, potvrzeni si, manipulace
To whom it may concern,
I am writing to inform you about a problem with a product I have purchased from your store.

On 24 May 2023, I made a purchase of a new Apple iPhone 13 from one of the stores of your retail chain

SmartyPhoney. I placed the order after with one of your staff members by phone that the product

was stored in its original

However, upon receiving the product, I noticed that the packaging was damaged, probably from bad

.Ifollowed the instructions given and still the phone was as I'd expected. As a regular

customer of your , L am very unhappy about the situation.

The product is still , so I kindly ask for your assistance in this situation. I would like the phone to be

replaced or you can give me a refund for the purchase.

Please let me know the steps I need to take with the warranty claim.
Thank you for dealing with this problem.

Yours sincerely,

Clair Ryan

-

17. Writing - Warranty Claim Letter
Write your own warranty claim letter. Get inspired by the text you've read. Imagine that you’ve bought a faulty or

damaged product or that you are unhappy with a service (e.g. roof repairs).

[
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FRAZE A JEJICH PROCVICOVANI

add a unique selling
point

ask for an advance
payment

chase an invoice

demand exceeds
supply

It was a real bargain!

offer a price reduction
( discount)

place an order

put up prices

settle an outstanding
invoice

tailor a product to your
needs

We can’t supply your
order.

/2ed 9 jur nitk
'selIn point/

/,a:skfar an
ad varns
'peImant/

/tfe1s an'invais/

/dima:nd 1k siidz
sa'plar/

/1t waz o r1al
'ba:gin/

/. ofar 3 'prais
ri,dakfan
(‘diskaunt)/

/pleis an'2:da/

/ put Ap 'praisiz/

/ setlan
aut,steendin
'Invo1S/

/ teilar o prodakt

tajo 'nixdz/

/wir ka:nt s plar
jor'a:da/

pridat jedinecny
prodejni argument

pozadat o zalohovou
platbu (platbu predem)

pozadovat zaplaceni
faktury

poptavka prevysuje
nabidku

Byla to opravdu
vyhodna koupé.

nabidnout sniZeni ceny
(slevu)

zadat objednavku

zvednout ceny

uhradit nezaplacenou
fakturu

prizpUsobit (usit)
produkt na miru

NemuzZeme dodat Vasi
objednavku.

Add a unique selling point that makes your product
different from others.

Always ask for an advance payment with a new client.

When chasing an invoice, ask why it hasn’t been paid yet
in a very polite way.

When demand exceeds supply, prices always rise.

| bought three t-shirts for the price of one. It was a real
bargain!

If you make a complaint about a service at a hotel, you
may be offered a price reduction.

If you place your order through our website form, you will
get adiscount.

Retailers have decided to put up prices by 15%.

Make sure to settle any outstanding invoice before the end
of the month.

Do you phone every day? Do you send hundreds of texts
but you don’t use internet data? Our telecommunication
company will help you find the right product tailored to
your needs!

We are very sorry to inform you that we cannot supply
your order.

18. Order each of the following lines to create phrases:

1. your/a/tailor/product/needs/to

N

2. selling/unique/add/a/point

3. advance/ask/an/payment/for

4. an/settle/invoice/outstanding

5.bargain/real/was/it/a
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19. Pair the expressions to make phrases.

1) supply a) price reduction
2) demand b) an invoice

3) chase ¢) prices

4) offer a d) exceeds supply
5) putup e) your order

REVISION: CHOOSE THE CORRECT ANSWER.

1.Add a point that makes your product different from others.
a) unique selling
b) credit note

c) refund

2. Complete the phrase: place ____
a) up prices
b) adeal

¢) an order

3. Wholesalers typically buy products ___.
a) from small businesses

b) on ata time
¢) in bulk

4. A shortage ...
a) occurs when everyone gets more products than they need.
b) occurs when there is not enough supply of a product or resource to meet the demand.

c) is a type of investment strategy.

5. VAT means ...
a) a value-added tax.
b) a very attractive tax.

c) avalue of a product.

6. If you start repairing the broken TV on your own, your ____ claim may not be accepted.
a) price
b) warranty
c) offer

s
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7. Which sentence has a similar meaning as “It was a real bargain!”?
a) It was a huge disappointment!
b) It was highly overpriced!

c) It was a great deal!

8. Complete the phrase: ____ an invoice
a) to chase
b) to promote

c) to buy

9. You will get 10% off your next .
a) purchase
b) price

c¢) demand

10. Sales growth occurs when ...
a) sales stay exactly the same over time.
b) the amount of sales grows over a period of time.

¢) a company stops selling products to their customers.




Unlt 6 BUSINESS COMMUNICATION AND CORRESPONDENCE

TYPES OF BUSINESS COMMUNICATION AND CORRESPONDENCE (EMAILS, PHONE CALLS, FACE-TO- FACE MEETINGS),
USING FORMAL STYLE

4 » THE MAIN PRINCIPLES OF GOOD BUSINESS COMMUNICATION

AR [nbusiness communication, we use email to connect with our customers or business partners. It’s one of the
most popular ways to communicate. It is fast and reliable. Recipients can read emails at any time, without their
work being constantly interrupted. Information can be communicated clearly and briefly. There is always a
written record of the communication with the client or your superior. It’s easy to find the necessary
information in the thread. You can contact multiple people at once, put their email addresses in CC field or BBC
them if needed. Email is a great time saver. Sometimes, however, emails can get unopened and unread, which
means that the recipient hasn’t read the message. It's also difficult to set the tone for email communication,
which can be influenced when having a phone call or a face-to-face meeting. Emails can get lost in a flood of

messages or end up in the spam folder.

Making phone calls is an important part of business communication. They are simple and easy to make. They
are good for having closer contact and choosing the right tone to set the atmosphere from the first minute.
However, if we call at the wrong time and the person on the other end is not fully focused, it can make a bad

first impression.

Preparing for a business meeting is also important. We should find out as much as we can not only about the
client or business partner, but also the meeting itself and the goals we want to achieve. The more you know, the
easier it is to lead the negotiation and communicate. If you show your business partner you understand them,

they will feel comfortable.

Each situation is individual and needs a different kind of communication. In many businesses, communicating
with a personal touch and responding immediately to a complaint or inquiry is necessary. These situations
need phone calls or personal meetings. However, it is essential that all communication is by email, so a
summary of telephone and face-to-face meetings is recommended. And what are the basic rules of professional
business communication? Here are some tips. Don't use emoticons, shortened forms or a colloquial language.
Also, don't use exclamation marks or CAPS LOCK. These can make a bad impression of your message. It’s

always a good idea to use a formal style, and be polite. Avoid using long sentences.

1. Read the text and decide which statements are true and which are false. @
)_>
Ot dr 1. Using colloquial language and emoticons is recommended to make the communication
friendlier.
OTOF 2. In a business meeting, it is important to have some information about the client and set

goals for the meeting.
OTOF 3. A summary of a business call or meeting in an email is not necesary.

OTOEFE 4. Phone calls are sometimes preferred over emails because we can create the right
atmosphere immediately.

OTOF 5. In business communication, it is recommended to use long sentences to show your rich
vocabulary.
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2. List 3 things a business communication in general should have and 3 things it should NOT have. Then @
J_)

compare your answers with your classmates.

It should have: It shouldn’t have:
3. Pair the words to make phrases. @
)_)
1) fully a) meeting
2) business b) style
3) formal ¢) language

4) face-to-face

5) colloquial

d) correspondence

e) focused

4. Discuss the following with your classmates:

1. Inyour opinion, what are the benefits of phone calls?

2. Isitgood to use colloquial language in business communication? What impression does it

make on the recipient?

3. Why isitimportant to know the details about the client before a business meeting?

USEFUL VOCABULARY

announcement /a'naunsmant/ oznameni
attachment /3'teetf/mant/ pfiloha
avoid /3'vo1d/

be polite /bi pa'lart/ byt zdvofrily
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vyhnout se, vyvarovat se

A public or formal statement about something important
or new.

The company made an announcement about the new
product launch.

A file or document that is sent along with an email.
Please see the attachment for details.

To try not to do something or stay away from it.
| try to avoid making mistakes in my emails.

Showing good manners towards others, such as behaviour,
speech, etc.

It is important to always be polite in business
communication.



BCC (blind carbon
copy)

body (of an email)

briefly

business meeting

CC (carbon copy)

clearly

colloquial language

communicate

conclusion

confirmation

consider

correspondence

deal with complaints

dear

/ bizsit'siz (blazind

ka:ban 'kopi)/

/'bodi (av an'itme1l)/

/'bri:fli/

/'biznis mitin/

/sit'siz (ka:ban 'kopi)/

/'klzali/

/k3,laukwisal

'leengwids/

/ka'mjuznikert/

/kan'kluzzn/

/konfa'me1fan/

/kan'sida/

/ kor1'sppndans/

/dizl wid kam'pleints/

/d1a/

skryta kopie

télo (emailu)

kratce, strucné

obchodni schiizka

kopie

jasné

hovorovy jazyk

komunikovat

zavér

potvrzeni

povazovat, zvaZzovat

korespondence

fesit stiznosti

vazeny/a

By filling in this box, you will send email to multiple email
addresses that are hidden to others.
Julie, reply to the customer and add me to the BCC.

The main part of an email where you write your message.
Please put all product information in the body of the
email.

To do something quickly or say something with only a few
words.
Can you briefly explain the draft contract to me?

A gathering of people to discuss work-related matters.
We have a business meeting scheduled for 10 am
tomorrow.

This field allows you to send email to multiple email
addresses that are visible to others.

In a way that is easy to understand or see.
She explained the instructions clearly so everyone could
understand.

An informal language used in everyday communication.
Using colloquial language can make you sound friendlier
in conversation.

To exchange information or ideas with someone else.
It's essential to communicate effectively in a team.

The end or final part of something, often summarising
what has been discussed.

In conclusion, | believe we should invest in new
technology.

A statement or action verifying that something is true or
has been agreed upon.

Please send a confirmation email once you've finished the
final report.

To think about or take into account.
We need to consider all options before making a decision.

Communication through letters, emails, etc.
Do you have a record of email correspondence with the
client?

To deal with issues or problems that people have raised.
As a customer service representative, it's my job to deal
with complaints.

A polite way to address someone at the beginning of
a letter or email.
Dear John, | hope this email finds you well.

72



draft contract

face-to-face meeting

formal style

fully focused

helpful

informal style

inquiry

interrupt

introduction

lead the negotiation

make a bad impression

notice

paragraph
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/'dra:ft kontraekt/

/ feistafers 'mirtin/

/'foimal sta1l/

/ fuli 'foukast/

/'helpfl/

/in'formal sta1l/

/in'kwarari/

/.Inta'rApt/

/,1ntra'dakfn/

/lizd 83 n1,gaufi'erfn/

/spa1l 81' 1m'prefan/

/'nautis/

/'paeragra:f/

navrh smlouvy

osobni schiizka

formalni styl

plné soustfedény

napomocny, ochotny

neformalni styl

dotaz

narusit

uvod

vést jednani

pokazit dojem

oznameni

odstavec

An unofficial first version of a formal agreement or legal
document.

We need to review the draft contract before finalising the
deal.

A meeting where people are physically present in the same
location.

Let's have a face-to-face meeting to discuss this matter
further.

A polite and professional way of writing or speaking.
It is important to have a formal style in business
correspondence.

Paying full attention to something.
Don’t talk to me please, | need to be fully focused during
this presentation.

Providing assistance or support.
Thank you for your helpful advice.

A relaxed and casual way of writing or speaking.

In an informal style of writing, you can use more casual
language and expressions to connect with the reader on
a personal level.

A request for information on a particular matter.
I've sent an inquiry to the customer service department.

To stop someone while they are speaking or doing
something.
Please don't interrupt me while I'm speaking.

The opening part of something (letter, email).
Let me give you a quick introduction to our new vision.

To take charge or guide the process of discussing terms or
agreements.

He's skilled at leading negotiations and getting the best
deals.

To ruin one's opinion of someone because of a negative
action or behaviour.

Arriving late to the interview could spoil the impression
you make on the hiring manager.

A formal announcement or written information about
something.
Did you see the notice about the office closure next week?

A section of a piece of writing, usually dealing with a single
topic.

Each paragraph in the report describes a different part of
the problem.



participate (in

ameeting)

purpose

recipient

respond

request

sender

signature

subject line

summary

superior

thread

/paz'tisipeit (1n

9 'mirtin)/

/'p3:ipas/

/ri'sipiant/

/r1'spond/

/ri'kwest/

/'senda/

/'signatfa/

/'sAbdzekt lain/

/'snmari/

/suz'piaria/

/Ored/

zucastnit (se schiizky),

podilet se

ucel, smysl

prijemce

odpovédét

Zadost

odesilatel

podpis

predmét (emailu)

souhrn, shrnuti

nadrizeny

vlakno

To take part in or join discussions during a meeting.
Everyone is expected to participate in the meeting and
share their ideas.

The reason for which something is done or created.
The purpose of this meeting is to discuss the budget for the
next quarter.

The person that receives something.
Make sure to double-check the email address of the
recipient before sending.

To reply or react to something that has been said or done.
I'll respond to your email as soon as possible.

An act of asking politely or formally for something.
They received a lot of requests for more information.

A person who sends something.
The sender of the package has forgotten to include their
contact information.

A person's name written (in their own handwriting) as
a form of identification.
Don't forget to add your signature at the end of the letter.

The line of text at the top of an email that says what the
email is about.

The subject line of the email should clearly indicate what
the message is about.

An explanation or overview of the main points or key
information contained within a larger piece of text,
document, or discussion.

Can you give me the summary of the main points from the
meeting?

Someone who is higher in rank, position, or authority.
She has shown herself to be an excellent superior.

A series of connected messages or emails on the same
topic.
| lost track of the conversation thread in the group chat.
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5. Pair the following words with the definitions below.

thread, superior, purpose, formal style, attachment, subject line, deal with complaints

A professional and polite way of writing without using colloquial language.

A file sent along with an email.

The line of text at the top of an email that says what the email is about.

A conversation with a series of messages and replies.

To handle and resolve the situation when a customer is not happy about something.

Someone in a higher position than you.

N o ovos w b F

An intention or goal; the reason why something is done.

-

6. Pair the words to make phrases.

1) lead a) a bad impression
2) make b) in a meeting

3) deal ¢) the negotiation
4) draft d) with complaints
5) participate e) contract

-

7.Create sentences with these phrases:

.

a) face-to-face meeting

b) make a phone call

c) make a bad impression

d) deal with complaints

e) draft contract
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8. Fill in the missing words:

attachment, communicate, clearly, draft contract, helpful, sender, participate, signature, respond, inquiry

Mrs Kees, please have a (1) ready for me to sign at the afternoon meeting.

Write your instructions (2) and briefly so everyone can understand them.

Please, (3) to my message as soon as you can.

Tomorrow, I will (4) in a meeting about launching our new project.

We’ve received an (5) from a customer about the product he’s bought.

It's important to (6) politely with your superior.

with the details about the next month's meeting.

Sorry, I forgot to send you an (7)

Thank you for being so (8) in resolving this matter.

9. Rewrite the following sentences in colloquial English into sentences we can use in business
communication. Then, compare the sentences with your classmates.

1. Hey, Mr Leeds, I'm writing to you about our ‘rendezvous’ today.

P

-

2. Cheers, I need some help with the instructions on that thingy I've bought from you, guys.

3. Dear Ms Jones, will you be a sweetheart and send me those invoices super quick?

4. Hey guys, I need a little favour from you. Who can send me the papers for tomorrow's meeting? Thanks to

y’alll

5. Cheerio, Mrs Evans, can you just take a look at my problemo super fast?!
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10. Business communication is full of acronyms or abbreviations (a short form of a longer phrase created !@
from the initial letters) like CC - carbon copy - or BCC - blind carbon copy . Complete the following
phrases with the words below to match the abbreviations.

also, in, own, information, soon, reply, in, asked, your, way, disturb, by, other

1) ASAP=as___ aspossible
2) BTW= the

3) AKA= known as

4) AYOR=at__ _  risk

5) DND =donot

6) FAQ =frequently questions

7) FYI=foryour

8) IOW= words

9) NRN=no needed

10) TIA=thanks___ advance
11. Are the letters in the following abbreviations ordered correctly? Reorder the letters if necessary. @
Write the abbreviation again if it is correct. =

a) ITA-

b) RNN-

c) AKA-

d) RAYO -

€) PAAS-

f) 10W-
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PRACE S OBRAZOVYM MATERIALEM

Subject line: READ ME
E-mail: d.smith@email.com

Heeya Mr. Smith,

Are you free tomorrow?? I am James from EZindustry, and we specialise in industrial
supplies. Considering how important you are to this industry, I think we would both gain a lot
from working together.

Working with us would give you access to the knowledge of our consulting team and the
high-quality products we offer. :-D

We would like to invite you to a presentation meeting about our new project that could be
beneficial for your company. The meeting is scheduled for tomorrow at 2 p.m. I will send you
a link to join the call.

I think this meeting’s gonna be super useful for both of us! Let me know if you can make it.
Thanks a ton!

X0XO,
James Jonson

12. Read the business email above. Is it ;1 13. Discuss these topics with your 51
written in a formal style? Try to find at AN classmates:

least 6 sentences or words that should

not appear in such an email and explain 1. Does the email subject line above

to your classmates why. contain information about what the

email is about?

2. Asarecipient of this email, what
would be your first impression of
the sender?

If you're not sure, have a look at the article in the

introduction of this chapter for tips on what to 3. Think of some situations when it is

. . . better to communicate only by

use and not to use in business communication.

email and when it is better to call or
organise a face-to-face meeting.
What are the advantages and
disadvantages of each means of

communication?

14. Look at the email above and create an email in a formal style as homework.

N

Create a formal email to the headmaster of your school asking for an individual study plan as you are

going on a study trip to the UK.

Remember, every business email should have a proper salutation, the email body should include all the
important information - why you are writing and what you need - and don't forget a proper goodbye. Try

to remember what language we use in business communication and what is not recommended.
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CTENIi S POROZUMENIM A SAMOSTATNY PISEMNY PROJEV STUDENTA

15. Meeting Invitation - Look at the following text and fill in in English the expressions given in Czech.
(vdZeny, struné, zvaZovat, iast, ndpomocny, vyhnout se, predmét, odpovédeét, vldkno, priloha)
(1) __: Meeting on Marketing Strategy
(2) ___ Marketing Team,
L hope this message finds you well.

I would like to invite you to a meeting for both top management and lower management of the marketing

department. The meeting takes place on Monday at 9:00 am in the main conference room.

In this meeting, we will (3) discuss the next steps for our marketing strategy due to the decline in
sales of our online professional courses. We will (4) ____ targeting our courses at companies and schools

as potential new markets.
Your (5) in the meeting is important, and your ideas will be very (6) .

In the (7) of this email, you will find the meeting plan. Please go trough it before the meeting itself to

(8) any delays.

in this (10) ___ by Friday afternoon so that I can prepare the appropriate documentation

Please (9)

for each of you.
Best regards,
Jena Davenport

Assistant to the Marketing Director

[

16. Writing - Meeting Invitation

Write your own meeting invitation. Get inspired by the text you've read. Don’t forget to inform all who are invited

when the meeting takes place and what the main subject of discussion is.

|
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FRAZE A JEJICH PROCVICOVANI

Could you repeat that,
please?

| am pleased to inform
you that...

Further to...

| am writing/calling
with regard to...

| look forward to

hearing from you soon.

Please find attached ...

Please let me know if
you have any
questions.

Thank you in advance...

To whom it may
concern

Yours sincerely

/kad ju r'pirt daet
'plizz/

/a1 am 'plizzd ta
n'farmju dat/

/'f3189 tu/

/a1 am 'ra1tin/'ko:lin
wid ri'ga:dta/

/a1 luk 'farwad ta
‘h1arin framju'suin/

/'plizz faind o'teetft/

/'plizz let mi'nau 1f ju
haev eni 'kwestfanz/

/,8@nkju inad'vains/

/ta 'huim 1t me1
kan's3:n/

/ja1z sin's1ali/

MiuZete to prosim
zopakovat?

S potésenim Vam
oznamuji, Ze...

V navaznosti na...

Pisi/volam Vam v
souvislosti s...

Tésim se, Ze se brzy
ozvete.

V priloze naleznete...

V ptipadé dotazd mi
prosim dejte védét.

Predem dékuiji...

komukoli, koho se to
tyka

S uctou

Could you repeat that, please? | didn’t catch your
surname.

| am pleased to inform you that your application has been
approved.

Further to our meeting, | am sending a detailed summary
of all the information in an email.

| am writing with regard to the job offer posted on your
website.

I look forward to hearing from you soon with any updates
on the project.

Please find attached the document you requested.

Please let me know if you have any questions or need
further clarification.

Thank you in advance for your help.

This message is addressed to whom it may concern.

Yours sincerely, James West.
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17. Phrases - Choose the correct option to complete the sentences.

1. we have successfully completed the first phase of the project.
a) Could you repeat that, please
b) I am pleased to inform you that

c) Please let me know if you have any questions

2. the position of secretary to the sales director. Is the position still open?

a) I am calling with regard to
b) Could you repeat that, please
¢) Ilook forward to hearing from you soon

3. the meeting agenda for next week’s discussion.

a) Please find attached

b) Yours sincerely

¢) Ilook forward to hearing from you soon
4. In case you need more information,

a) Yours sincerely

b) to whom it may concern

c) please let me know if you have any questions

5. your complaint, we are sending you a discount on your next purchase as an apology.

a) Further to
b) Could you repeat that, please
¢) Thank you in advance
6. During the call, the line was interrupted. I didn't catch your name. ___ ?
a) I am calling with regard to
b) Could you repeat that, please

¢) Ilook forward to hearing from you soon

7. we have signed a favourable agreement with a multinational company.
a) Thank you in advance
b) Could you repeat that, please

¢) I am pleased to inform you that

-
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REVISION: CHOOSE THE CORRECT ANSWER.

1. The acronym BCC means ...
a) a blind carbon copy.
b) a bank credit code.

c) a business contact card.

2. Formal style s ...
a) a casual and informal way of talking to friends.
b) speaking in a rude and disrespectful manner.

¢) a polite and professional way of writing or speaking.

3. Please don't me while I'm speaking.
a) repeat
b) forward

¢) interrupt

4.1'll __ to your email as soon as possible.
a) request
b) respond
¢) support

5. Which of the following greetings is formal?
a) Good morning, Mr Smith.
b) Hey, what's up?
c) Heeyal!

6. Complete the phrase: Yours .
a) quickly
b) sincerely

¢) since

7. Write your instructions
a) helpful
b) slowly

¢) clearly

8.1look forward to ____ from you soon.
a) speaking
b) listening

¢) hearing

and briefly, so that everyone can understand them.
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9. Complete the phrase: Do not

a) disturb
b) do

c¢) demand

10. The acronym ASAP means ...
a) After some additional paperwork
b) As soon as possible

c) A slow and steady process




Unit7 || ACCOUNTING

BASICS IN ACCOUNTING AND FINANCIAL RECORDS —EXPENSES, PROFITS, BALANCE SHEET, PROFIT-AND-LOSS
ACCOUNT, CASH FLOW, BASIC ACCOUNTING TERMS (ASSETS, LIABILITIES, BALANCE SHEET, ETC.)

& » THEROLE OF ACCOUNTS IN BUSINESS

AW Every business keeps its accounts, an official record of the money spent and received, for better financial
management, planning, but also for tax purposes for the revenue authority, which companies report their

income to.

Accountants check financial records, analyse financial data, and give information to help businesses make
informed decisions. While accounting is about analysing and summarizing financial data for making better
choices in business, bookkeeping is the process of recording financial transactions. For the analysis,
accountants use tools such as trial balance, which checks if debits and credits are of the same amount, or a
cash flow forecast, which helps to guess future cash flows. There are various types of accountants, including
auditors, who officially examine the final accounts to make sure they are accurate and complete. Some
companies use creative accounting techniques. They use legal methods to present financial data in a better

light to improve a company's financial position, but they are not accurate.

Financial records include financial statements, or accounts, such as: a balance sheet, showing the assets and
liabilities of a company at a specific point in time; cash-flow statement, showing where your money is going or
coming from and how much cash you actually have at the moment; or the profit-and-loss account, showing
the revenue, costs, and profits over a period of time. Assets are something owned by a company, such as cash,
inventory, and equipment. Liabilities are debts (money owed) of the company, such as loans and accounts
payable. The accounting equation (assets = liabilities + equity) should be balanced. Gross profit is the
difference between revenue and the cost of goods sold, while net income is the profit after all expenses have

been taken away.

These are just a few examples of the things accountants need to do and which help to check a company’s

financial health.
1. Read the text and decide which statements are true and which are false. @
)_>
OT OdF 1. An accountant and a bookkeeper do the same job.
OT OF 2. A balance sheet, cash-flow statement and profit-and-loss account are financial statements.
OT OdF 3. Auditors help accountants to analyse financial data.
2. Name what financial records accountants analyse and what tools they use to analyse financial data. @
;—)
1. 4.
2. 5
3.
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3. Match the words to make phrases.

1) balance

2) assets and

3) the accounting
4) cash flow

5) financial

6) accounts

-

a) equation
b) statement
c) payable
d) liabilities
e) forecast

f) sheet

4. Discuss these topics with your classmates.

1. Whatis a balance sheet?

What do accountants do?

ook WD

What is in the accounting equation?

What is creative accounting and is it legal?

What is the difference between an accountant, bookkeeper, and auditor?

USEFUL VOCABULARY

accountant /3'kauntnt/
accrued expenses /3 kru:d 1k'spensiz/
auditor /idita/

balance sheet /'beelans [irt/
bookkeeper /'buk kirpa/
bottom line /botam 'lazn/

85

ucetni

vydaje pFistich obdobi

auditor

A person who keeps or checks financial accounts.
Our company has an external accountant.

An amount of money owed that is recorded in the
accounts but is not payable in that period.

Accrued expenses are a current liability with no clear
timing or amount.

A person who officially reviews the accounts of a company.
The accounts are usually examined once a year by an
auditor.

ucetni rozvaha, bilance A financial statement showing the assets and liabilities of

celkovy hospodarsky
vysledek

a company at a specific point in time.
The coffee company has the weakest balance sheet in the
past four years.

Someone who keeps a record of the money spent or
received.

Bookkeepers usually record the financial data that
accountants then check and work with.

The total amount of money that is the total profit or loss of
a company.
Great expenses hurt the bottom line.




cash flow forecast

creditor

current assets

debtor

deferred

double-entry
bookkeeping

equity

financial year

gross/net profit

intangible assets

inventory

ledger

/'kee[ flau foika:st/

/'kred1ta/

/'karant aesets/

/'deta/

/d1'f3:d/

/,dabl entri
'bukkiipin/

/'ekwrti/

/fa1,naenfl'jia/

/,graus/ net 'profit/

/inteend3ibal 'zeset/

/'tnvantri/

/'ledza/

prognéza penézniho
toku

véritel

obézna aktiva

dluznik

odloZeny

podvojné ucetnictvi

vlastni kapital, cista
jméni

fiskalni rok

hruby/¢isty zisk

nehmotna aktiva

stav zasob

ucetni kniha

A plan of how much money a company will spend and
receive over a period of time.

Without the cash-flow forecast, our company would go
bankrupt.

Someone who money is owed to.
In the accounts, the amounts that you owe someone are
creditors or accounts payable.

Things such as cash or materials being made and used or
sold during the same year.

Current assets are often things that a company needs for
day-to-day operation.

A company or a person who owes money.
The customers who have to pay you money are debtors or
accounts receivable in AmE.

An amount in the accounts that a company owes but will
be paid back at a future date.

The accountant said we should do something about the
deferred liabilities.

A system of accounts in which every business activity is
recorded as a credit in one and a debit in the other
account.

Double-entry bookkeeping is a useful tool for checking
that the accounts are correct.

The value of a company dfter debts are taken away.
Owner’s equities can be their investments.

A period of twelve months over which the accounts are
calculated.

The financial year is not always from January to
December.

Money earned before charges are taken from it, such as
tax, is gross profit. After the charges, it is net profit.
Our gross profit last year was much higher.

Something of high value that a company owns and is not
material.

A good reputation can also be included in the balance
sheet as an intangible asset.

The goods and materials a company has or is being made.
We should lower the inventory levels.

A book in which business and financial activities are
recorded.

Every company should keep a ledger with its debts and
credits and so on.
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liquid asset

liquidate

long-term liabilities

payable

profit-and-loss account

receivables and
payables

retained earnings

revenue

revenue authority

tangible assets

the accounting

equation

trial balance sheet
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/'likwid aeset/

/'ltkwadert/

/lont3im la1a'bilatiz/

/'pe1abl/

/ profit and'lps
9 kaunt/

/r1sitvablz and
‘perablz/

/riteind '3:n1nz/

/'revanjui/

/'revanju: 21,0prati/

/ teend31bl 'zeset/

/8iz 9 kauntin
T'kwerzan/

/'tra1al baelans firt/

likvidni aktiva

umorit, splatit

dlouhodoba pasiva

splatny, vyplaceny

vykaz ziskl a ztrat

pohledavky a zavazky

nerozdéleny zisk

vynos, celkovy pfijem

financni arad

hmotny majetek

zakladni bilancni rovnice

predvaha

Something that has value and can be easily sold.
By selling, fixed assets become liquid assets.

To pay a debt.
We had only 2 months to liquidate the debt.

Debts that are not needed to be paid that year.
Long-term liabilities can include long-term debts or
deferred income tax, for instance.

That should or must be paid.
By the half of the year, | want the interest payable to be
lower at least by a half.

A financial account showing the revenue, costs, and profits
over a period of time.

Loss is recorded as charges or costs on the profit-and-loss
account.

Receivables are amounts owed to a company while
payables are amounts owed by the company.

Accounts payable, or payables, are American terms used
for creditors.

A part of the profit that a company wants to keep instead
of paying it to shareholders.

Retained earnings are a type of equity and they are also
called capital.

The regular income of a company from selling goods or
services.
Our accountant has forecasted an increase in revenues.

An office in a country that looks after financial matters of
the country.

The revenue authority in our country is called the
Financial Administration of the Czech Republic.

Physical assets, such as cash, property and goods.
Not in cash, but business people like to have their money
in other tangible assets, such as land.

The calculation of assets = liabilities + equity.
The balance sheet shows the accounting equation in
detail.

A financial statement that checks if credits and debts
(money owed) are the same amount.

It is clever to make a trial balance sheet first to check if the
accounts are correct.



turnover /'t31n,9Uva/ obrat

The total income a company gets from sales.

The annual turnover of €4 millions is lower than we

usually have.

5. Match the following words with the definitions below.

receivables, double-entry bookkeeping, ledger, liquidate, turnover, intangible assets, debtor

1. Asystem of accounts in which every business activity is recorded as a credit in one and a debitin

the other account.

To pay a debt.

The total income a company gets from sales.

A company or a person who owes money (has a debt).

Amounts owed to a company.

Nooovoa W

Something of high value that a company owns and is not material.

A book in which business and financial activities are recorded.

-

6. Pair the following words to create synonyms.

1) income

2) account

3) fixed

4) revenue

5) receivables

6) payables

a) long-term
b) turnover
c) debtors

d) creditors
e) statement

f) earnings

-

7. Create sentences with these words and phrases:

Nes

a) cash-flow forecast

b) gross profit

c) deferred

d) liquidate

€) turnover
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8. Create one or more words with the following roots: @
)_>

Example:  audit auditot, ...

a) account

b) liquid

c) pay

d) book

9. Fill in the missing words:
bottom line, ledger, payable, equity, accrued, auditor, receivables and payables, long-term

Things that a company owns, such as land, buildings, etc. that are (1) assets, also called

fixed assets on the balance sheet.

The (2) is the net income and shows if the company has made a profit or not.
The (3) line on a balance sheet is the amount of money that a company's owner has put into
it or owns.

<

Americans use the term (4) ¢ ” for what the British call debtors and creditors.

All business activities must be entered in the (5)

(6) expenses and interests (7) are both current liabilities.

We have invited an external (8) to do an official examination of our accounts.

.

10. Write simple sentences about financial statements and what they show.

-
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PRACE S OBRAZOVYM MATERIALEM

11. Fill in the missing words on the balance sheet.

ASSETS

A.

B. Current Assets

C. Other Assets

Balance Sheet

Assets

. Assets-goodwill L

. Long-term Financial Investments

. Land

. Buildings

o Plant and Equipment

Total Fixed Assets

e Cash

o Account

° Short-term Investments

» Inventory and Supplies

. Prepaid Expenses

Total Current Assets

. Deferred Income Tax Asset

Total Other Assets

CZK 40,000.00
CZK 5,000.00

CZK 15,000.00
CZK 60,000.00
CZK 60,000.00

CZ7K180,000.00

CZK 5,000.00
CZK 5,000.00
CZK1,000.00
CZK 25,000.00
CZK 0.00

CZK 36,000.00

CZK 20,000.00

CZ7K 20,000.00

TOTAL ASSETS

LIABILITIES AND EQUITY

A. Equity

B. Liabilities
1.

e Owner’s Capitol Contribution ...

Earnings

Total Equity

Liabilities
e Accounts Payable

e— -termLoan

o+ Accrued Salaries

o Taxes

. Interest Payable

Total Current Liabilities

CZK 236,000.00

CZK 65,000.00
CZK 65,000.00

CZK 130,000.00

CZK 30,000.00
CZK 2,000.00
CZK 8,000.00
CZK 6,000.00
CZK 25,000.00

CZK 71,000.00

-

90




2. Long-term Liabilities

eLong-termDebt L CZK15,000.00

. Deferred Income Tax (Liability CZK 20,000.00
Total Long-term Liabilittes CZK 35,000.00
TOTAL LIABILITIES AND EQUITY et CZK 236,000.00
TOTALBALANCE s CZK 0.00
12. Select the correct accounting equation @ 13. Discuss these topics with the ;z

that is shown on the balance sheet. Are all = teacher and your classmates:

of them correct?
a) Do you think it is important to keep
accounts?

a) liabilities = assets + equity
b) assets = liabilities + equity b) Double-entry bookkeeping isn’t

s important. Do you agree?
c) liabilities + money that a company's owner P youag

has putinto a company or owns = assets ¢) Bookkeepers, accountants, auditors ...

they all do the same job.

14. Try to create your own balance sheet as homework.

-

Imagine that you are an accountant and have your own company. Create a balance sheet with some of the

items on the sample balance sheet. Do not forget that a balance sheet needs to be BALANCED.
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CTENI S POROZUMENIM A SAMOSTATNY PISEMNY PROJEV STUDENTA

15. Auditor’s Report - fill in the missing words in English.
fiskdlIni rok, rovnice, vkaz ziskii a ztrdt, dvoji, financni vivad
To Mrs Marple, owner of the Coffee Co Company,

We, the Auditors Collective, have examined the financial records of Coffee Coforthe___ endingon1

September 2024. We examined the accountant's reports, revenue statements, balance sheet, ,and

other financial documents.

Based on our review, we must state that the company's financial statements meet the generally accepted

accounting principles (GAAP) set by the . The bookkeeper has kept the ledger correctly and the
bookkeeping has helped to make the financial statements accurate and complete. The balance

sheet reflects the company's financial position, the accounting ________is balanced, showing complete

financial activities of the company.
Yours sincerely,

Edith Palmer
Head of The Auditors Collective
on 23 June 2024

-

16. Writing - Auditor’s Report
Imagine that you are an auditor and you have to write a financial report on a company’s business activities. Get

inspired by the text you've read.

|
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FRAZE A JEJICH PROCVICOVANI

beinthered /bii 1n 83 'red/ byt v minusu

convert into cash /kanv3:t inta 'kaef/ proménit na penize

examine final accounts /1g,zeemin fainl zkontrolovat tcetni
9'kaunts/ zavérku

keep accurate accounts /kiip aekjarst vést presné ucetni
o'kaunts/ vykazy

make a profit (loss) /meik 3 'profrt ('lns)/  mit zisk/ztratu

record business /r1ko:d biznis zaznamenavat obchodni

transactions treen'zeekfan/ transakce

report financial results /r1,pa:tfar'naen/al nahlasit finanéni
rizalts/ vysledek

returnoninvestment  /rit3inpn navratnost investice

In'vestmant/

save money ontaxes  /seIv mAnibn usetfit penize na danich
'taeksiz/

track revenues and / treek revanju: and sledovat pfijmy a vydaje

expenses 1k'spensiz/

If you keep spending more money than you earn, you will
be in the red.

Liquid assets are easily converted into cash.

Auditors examine the final accounts of a company and
check if they are complete and accurate.

It is the bookkeeper’s job to keep accurate accounts.

Start-up companies usually make a loss before they start
to make profits.

Nowadays, bookkeepers use softwares to record business
transactions.

You have to report your financial results every year.

Return on investment is important mainly for the
investors.

Keeping a good record of your inventory and sales helps to
save money on taxes.

A profit-and-loss account tracks revenues and expenses.
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17. Choose the correct option to complete the sentences.

1. A profit-and-loss account _.

a) examines financial accounts
b) makes a profit

c) tracks revenues and expenses

3. Liquid assets are easily _.

a) converted into cash
b) examined into cash

c) deferred into cash

5.If the profit-and-loss account shows a higher

loss than profit, the companyis _.

a) in the red
b) in the black
¢) in a profit

2. When you put your money into something, you

want the _ to be high.

a) balance sheet
b) return on investment

¢) financial report

4. Itis the bookkeeper’s job to _

a) make a profit
b) save money on taxes

c) keep accurate accounts

6. Modern times offer accounting softwares to _.

a) return on investment
b) record business transactions

¢) be in the red

REVISION: CHOOSE THE CORRECT ANSWER.

1. Complete the phrase: Bein ___.
a) blue
b) red
¢) pink

2.

a) Accountants
b) Directors

¢) Management

check financial records and analyse financial data.
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3. Liquid asset s ...
a) a solid investment.
b) something that is hard to sell.

¢) something that has value and can be easily sold.

4. Bookkeeping is the process of ...
a) greeting colleagues.
b) managing people.

¢) recording financial transactions.

5. Long-term liabilities are ...
a) debts that are not needed to be paid within a certain year.
b) short-term investments.

¢) annual expenses.

6. The ____ shows the accounting equation in detail.
a) fair trade
b) balance sheet
c) profit

7. Complete the phrase: ____ and payables.
a) salary
b) receivables

c) profits

8. What is “a turnover”?
a) the amount of money you have to pay to your employees
b) the total income a company gets from sales
¢) a situation when someone does not have enough money to pay their bills

9. Complete the phrase: ___ a profit.

a) to reach
b) todo

c) to make

10. The term “assets” covers:
a) liquid assets + equity.
b) liabilities - equity.
c) liabilities + equity.



Unit 8 | BANKING

TYPES OF BANKS, SERVICES OFFERED (CARDS, TYPES OF ACCOUNTS AND LOANS —MORTGAGE; INTEREST RATE...), BANK
OPERATIONS

@ BANKING: MANAGING YOUR MONEY

m Today, fewer and fewer people have cash on them because they prefer card payments. You can go and
withdraw money from a cash machine, but itis just so far away! It’s much easier to take out your card and

hold it near a payment terminal or transfer money from your account into another.

Whatever the method of cashless payment, keep track of your account activity by checking your bank
statement, which shows all the money going in and out of your account. With online banking, you can do that
from your computer or smartphone. Remember, using credit cards means buying items on credit. You pay for
them later, usually at the end of the month. A debit card is linked directly to your current account, so when

you use it, the money is taken out right away.

Sometimes, you can go overdrawn on your current account, that is, spend more money than you have, but only
if you have agreed on an overdraft facility with your bank. Still, you may pay interest on the overdraft if it’s
too large or owed for a long time. When you need to pay your bills, you can set up a standing order to regularly
and automatically send money into another account. If you get money from your job or other sources, you can

have it paid directly into your account by direct deposit.

Moreover, by keeping your money in a bank, especially in a deposit account, you can earn interest. This means
that the bank pays you a little extra money for keeping your savings with them. There are usually no charges for

depositing money into the account.

And what bank should we choose? Different banks offer different accounts, such as current accounts, joint
accounts (owned by more than one person), or fixed-deposit accounts. There are other financial institutions
like credit unions, investment banks, etc. Each has a specific purpose. Banks are typically regulated by the

central bank, which is the Czech National Bank in the Czech Republic.

1. Read the text and decide which statements are true and which are false.

Mo

OT OdF 1. With the right account in a bank, you can earn money on your savings.
Ot OF 2. With a debit card, you can buy things on credit.
OT OF 3. Ajoint account has only one owner.
2. A.Name 3 payment methods. B. Also, name 3 types of accounts. @
;—)
1 1.
2 2.
3. 3
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3. Pair the words to make phrases.

1) account
2) bank

3) credit
4) cash

5) standing

6) current

a) account

b) machine
¢) order

d) activity

e) transfer

f) union

I

4. Discuss the following with your classmates: ;1

What is a bank statement?
What is the benefit of a deposit account?

Is a standing order a good or bad thing?

L A

What is the difference between a credit
and debit card?

5. Does every bank offer the same services?

USEFUL VOCABULARY

account activity

account balance

available funds

bank statement

budget

building society

building society
account

cash machine

central bank
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/3 kaunt ek'tivati/

/3 kaunt 'baelans/

/3,ve1labl 'fandz/

/'baenk stertmant/

/'bAadz1t/

/'bildin sa sa1ati/

/b1ld1n sa'sarati
9,kaunt/

/'kaef ma fiin/

/sentrl 'baenk/

pohyb na uctu

zustatek na Gétu

volné prostredky

vypis z uctu

rozpocet

stavebni sporitelna

stavebni sporeni

bankomat

centralni banka

A record of money going in and out.
Check your account activity regularly.

The amount of money that is in your account.
The account balance of your current account is 13,000
CZK, without the overdraft.

Money in your bank account that you have at hand and
that you can spend right away.

Keep 20,000 CZK of available funds in case some
machine breaks down.

A document stating all the money going in and out of
a bank account over some period.
I would like to receive a monthly bank statement by email.

The money you have at hand or a plan of what you earn
and can spend.
We have a limited household budget.

An organisation you can save money with and which lends
you money if you want to buy a house.

Raiffeisenbank Building Society is an international
building society operating in many countries.

An account used for saving money (and earning interest)
for building a house, reconstruction, etc. and on which you
can get credit.

Can | withdraw money from my building society account?

A machine from which you can take out money.
MONETA Money Bank has hundreds of cash machines
across the whole country.

A bank that helps regulate operations of other banks and
does business with the government.

The Czech National Bank is a central bank, which controls
the amount of finances in the economy.




charge

credit card

credit to

credit union

creditworthy

current account

debit card

deposit

deposit account

direct debit

fixed-deposit account

instalment

interest rate

/tfa:dz/

/'kred1t ka:d/

/'kredrt tu/

/ kredit 'jurnian/

/'kred1t w3:di/

/'karant  kaunt/

/'debit ka:d/

/d1'ppzIt/

/d1'ppzit 3 kaunt/

/ darrekt 'debit/

/fikst di'pozit
9 kaunt/

/in'stazlmant/

/'Intrest re1t/

poplatek

uvérova karta

pripsat na

kampelicka, druzstevni

zalozna

uvéruschopny

bézny ucet

platebni (debetni) karta

vklad

sporici ucet

primé inkaso

terminovany ucet

splatka

urokova mira

Money paid to a bank for the services you use.
My bank makes a high charge for international money
transfer.

A card with which you can buy things on credit and pay for
them later.
Credit card payment is one type of cashless payment.

To pay money into a bank account.
The bank has credited 200 CZK to my account and | don’t
know who it’s from.

A cooperative financial institution that lends money to its
members at low interest rates.

Credit unions don’t make profit and offer services to their
members only.

Able to pay off the money a bank lends you.
With my income of twenty thousand crowns a month, I'm
not creditworthy for the bank.

An account which you can take money out of freely and
with which you get a debit card.
There is usually a zero interest rate on current accounts.

A card which you buy things with and pay for them from
your bank account right away.
Can | pay by debit card?

A payment into a bank account.
My salary is paid into my account by direct deposit.

An account where you put your savings for a long time and
on which you earn interest.

Open a deposit account with us and you’ll get 5% p.a. (per
year) on deposits up to 500,000 CZK.

An order to your bank to let someone take money directly
from your account when the payment needs to be made.
| pay my gas and electricity bills by direct debit.

An account where you have to keep your money for a
specific period of time to get higher interest.

I've set up a fixed-deposit account for 6 months with
a 7.5% interest rate.

One of the payments for something you’ve bought, made
regularly until the thing is paid for.

The smartphone costs a lot, but | can pay for it in monthly
instalments of 2,500 CZK.

Money in percentage points that you are charged for
borrowing money or that you earn for saving money.

The bank has set the interest rate on savings accounts at
5% for another two months.
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investment bank

joint account

loan

mortgage

overdraft

overdrawn

on credit

standing order

/in'vestmant baenk/

/'d321nt 3 kaunt/

/laun/

/'md:gidz/

/'auvadra:ft/

/duva'drain/

/on 'kred1t/

/steendin D:da/

investicni banka

spolecny ucet

pujcka

hypotéka

kontokorent

(majici) precerpany ucet

na uvér

trvaly prikaz

A bank that helps businesses with buying and selling
shares and other investments.

J.P. Morgan Chase & Co. is one of the most famous
investment banks on Wall Street.

An account that has more than one owner.
If you want to withdraw money from the joint account, we
need your wife’s signature too, Mr Denis.

An amount of money that is borrowed from a bank.
I’'m going to a bank to get a million-pound loan. Wish me
luck!

Money borrowed from a bank to buy or build a house or
flat.
We have a big mortgage of six million crowns.

Money available on an account that you can use and owe
the bank when your account is without money.

My current account has an overdrdft facility of 20,000
CZK.

Having taken more money out of your bank account than
there was.

It’s only the second week of the month and | am
overdrawn by a thousand crowns alreadly.

Buying something and paying for it later.
My sister bought a new TV on credit.

An instruction to a bank to pay somebody from your
account regularly on the same day.

I've set up three standing orders due on the 13th day of
every month.
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5. Match the following words with the definitions below.

mortgage, loan, budget, building society, instalment, creditworthy, debit card

a)
b)
<)
d)
e)
f)
g)

The money you have at hand or a plan of what you earn and can spend.

Able to pay off the money a bank lends you.

A card with which you buy things and pay for them from your bank account right away.

Money borrowed from a bank to buy or build a house or flat.

An amount of money that is borrowed from a bank.

An organisation you can save money with and which lends you money if you want to buy a house.

One of the payments for something you’ve bought, made regularly until the thing is paid for.

-

6. Pair the words to create phrases.

1) joint

2) bank

3) available
4) building
5) direct

6) interest

a) statement
b) debit

¢) account
d) funds

e) rate

f) society account

-

7. Create sentences with the following phrases.

a) be overdrawn

b) buy on credit

¢) pay by debit card

d) set up a standing order

e) withdraw money

-
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8. Complete the sentences with the following missing expressions:

charges, deposit, central banks, investment bank, overdraft, bank statement, fixed-deposit account, account balance

You need to go to an (1) if you want to make an investment or buy shares.
You won’t get much money from keeping your savings in a (2) . Investin gold!

Does the joint account have an (3)

facility? Just in case I need to borrow some money.
You need to make a monthly (4) 0f 1,000 CZK to get the promised benefits.

of -580.70 CZK!

Ireceived my (5) _____ by email and it showed the (6)

You need to pay off the overdraft asap. There are high (7)

(8)

adding up every day.

regulate the economy and also supply banknotes and coins.

-

9. Write simple sentences about an imaginary person and their savings - where they keep them, what
accounts they have with what banks, how they like to pay etc.

-
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PRACE S OBRAZOVYM MATERIALEM

A - CSOB SMART E-SHOP

3 Myorders >

o]

) e
( ) o )

Money available
within minutes

Security and
assistance in any
situation

@ il
( Nl )

savings grow

Let your money earn
more money

11. Answer the following questions about

the pictures in B without looking at them:

1) What can help you finance your home?

2) What gives you security and assistance in

any situation?

3) What is ‘money available within

minutes’?

4) What will let your money earn more

money?

10. Replace the grey areas in the CSOB E-SHOP

with the following phrases:

( REWARDS FOR YOU J ( SAVINGS J

( MORTGAGES J ( INSURANCE J

] [ accouwts |

( INVESTMENT J

( LOANS

PRODUCTS

[

/A\

{nt
( ) 1 )

We can help you
finance your home

Choose an account
that suits your
needs

@

i
( )

Let yourself be
rewarded for using
our services.

Didn't find what you were
looking for?

You may ask Kate or let us call you
right away.

000
| I 000
@ ooo

Dashboard Cards Kate Offer




B - AIR BANK INTERNET BANKING

1 CURRENT BALANCE
LOANS ?
2 Current Accounts and Cards 14, 680.00 CZK
7/
Air Bank Account 14,680.00 CZK You can borrow from us 80,0000 CZK
“"'Including Overdraft Facility 7 34,680.00 CZK
with a monthly instalment of §/000.00 CZX
3 Deposit Accounts and Savings CURRENT BALANCE — N A
5000k 900,000 CZK
Pots 156,890.00 CZK
Air Bank Deposit Account 26,890.00 CZK Show Details l
Available Funds 5 26,890.00 CZK
& Holiday 40,000.00 CZK a
' New Car s AMOUNT PAYABLE
- MORTGAGE
—— 50,000.00 CZK ¢ 850,250.00 CZK
Mortgage 1
Accounts with Other TOTAL BALANCE ) Instalment Rate 8,750.00 CZK/month
Banks 6 14,000.00 CZK = Instalment Due 8,750.00 CZK
= Next Instalment Due on 13 Mar 2024
ésos 5,000.00 CZK
Trinity Bank 9,000.00 CZK
12. Add the following translations to the numbers @ 13. Look at picture A and answer the following. 51
in picture B: - Discuss your answers with a classmate.
e hypotéka o véetné kontokorentu a) What is an overdraft?
b) Are a mortgage and loan the same thing?
e bézné uc e spofici u¢ . . .
R P v ¢) Which account is the most basic one?
« volné prosttedky o aktuslni zGstatek d) Which accounts do you pay or earn interest on?
e) What are savings pots? What would you save
» ilty ujinych bank for, if it was your account?

14. Try to create your own internet banking interface (rozhrani) as homework.

N

Be creative. You don’t have to have the same products or amounts. For instance, replace the MORTGAGE
part with LOAN. Think about your future and how you’d like it to be financially. Switching the language in
your e-banking app may help :).
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15. Loan Application Letter - Look at the following text and fill in in English the expressions given in Czech. @
;—)
firma, puijlent si, viveruschopny, Zddost, piijcka, splatit
Dear Mr Banks,

I hope this letter finds you well. My name is Harry King and I am writing to apply for a (1) from your

highly respected institution.

I need financial help to start a small (2) . Ibelieve that a loan from your institution would help me
greatly to achieve my goals. I would like to receive a loan amount of 2,000,000 CZK. I am more than sure I

will be able to (3) the loan within your terms and conditions.
Please, find attached all the documents needed, including my income statements and identification.

I understand what comes with (4) _____ money and I promise I will comply with all the terms and

conditions set by your institution. I hope you will find me (5) .
Thank you for checking my loan (6) .
I look forward to a positive reply.

Yours sincerely,

Harry King

16. Writing - Loan Application Letter

P

Write your own loan application letter. Get inspired by the text you 've read. Fill in your reasons why you want to

get a loan.
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FRAZE A JEJICH PROCVICOVANI

comply with the terms

have an overdraft of

hold a card near

open/close a bank
account

pay a bill

pay by bank transfer

pay directly into

pay interest on

transfer money from...
into

withdraw money from

/kamplar wid 83
't3:mz/

/,haev an 'auvadra:ft
ov/

/hauld a8 'ka:d n1a/

/dupan/ klauz
'baenk 8 kaunt/

/.pe1 3 'bil/

/,pet bar 'baenk
traensfa/

/ pet dat'rektli intu/

/,pel 'Intrest bn/

/treens f31 'mani fram ...
ntu/

/wid,draz 'mani from/

dodrzet smluvni
podminky

byt v minusu (kolik)

pridrZet kartu u

zaloZit/zrusit bankovni

ucet

zaplatit ucet

zaplatit bankovnim

prevodem

zaplatit pfimo na

platit urok z

prevést penize z ... na

vybrat penize z

I will comply with all the terms and conditions set by your
institution.

I have an overdraft of three thousand crowns at my bank.

Sir, if you could hold your card near the contactless
symbol, please. Thank you.

You can open as many bank accounts as you like.

Everyone has to pay bills. That’s just how it is.

Do you prefer online card payments or paying by bank
transfer?

There is no need to divide the payment. Just pay it all
directly into my account.

Be careful with going overdrawn. You may pay interest on
the overdraft.

It takes just a few seconds to transfer money from one
account into another.

If you're too lazy to withdraw money from a cash machine,
pay for the shopping by card.
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17.Choose the correct option to complete the sentences.

1. The bank has just called. They say that my son has __ five thousand crowns!

a) a budget for
b) an overdraft to

¢) an overdraft of

2. How does contactless payment work? Just your card the payment terminal.
a) hold/to
b) hold/near
c) held/near

3. Of course you need to pay ____ the loan you’ve got.

a) interest on
b) budget on

c) transfer on

4. Just a few clicks and you can___ a bank account online without going to the local branch.

a) start
b) open
c) set off

5.Iwon’t get the loan because I ‘don’t the terms’, they say. What does that mean?

a) transfer with
b) go overdrawn on

¢) comply with

N

REVISION: CHOOSE THE CORRECT ANSWER.

1. Choose a type of payment method.
a) a bank statement
b) the current account

¢) paying in cash

2. Choose a type of bank account.
a) cash machine
b) joint account

¢) investment bank

3.IboughtanewTVon ___.
a) mortgage
b) credit
c) deposit

106




4. It takes just a few seconds to __ money from one account into another.
a) transfer
b) comply
c) build

5.You can ___ as many bank accounts as you like.
a) profit
b) loan

¢) open

6. Depositis ...
a) a payment made in cash.
b) a withdrawal from a bank account.

¢) a payment into a bank account.

7. There are usuallyno ____ for depositing money into the account.
a) charges
b) deposits

c) assets

8. Complete the phrase: ___ machine
a) bank
b) cash

¢) account

9. What is a bank statement?
a) a receipt for a bank deposit
b) a document stating all the money going in and out of a bank account over some period

¢) a summary of a bank's annual profits

10. Banks are typically regulated by .

a) directors
b) central managers

c) the central bank
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Unit9 [INSURANCE

INSURANCE COMPANY, TYPES OF INSURANCE - COMPULSORY INSURANCE, TRAVEL INSURANCE, LIABILITY INSURANCE,
CONTENTS INSURANCE, ETC., THE IMPORTANCE OF INSURANCE

4, THEIMPORTANCE OF INSURANCE

AR Having the right insurance cover (coverage) is important to protect people and businesses financially against
injury, illness, car accidents, or property damage. Insurance involves an insurance policy, an agreement
between the policyholder, a person or business, and an insurance company. It includes the terms and
conditions of coverage. The policyholder then pays a premium to the insurance company to be protected

against specific risks.

There are various types of insurance. For instance, third party car insurance gives you financial protection
against the costs of the damage that you caused in a car accident. Health insurance covers medical expenses in
case of illness or injury, while travel insurance offers protection against medical emergencies and other

incidents during trips.

In business, there are two types of compulsory insurance: employers’ liability insurance and professional
liability insurance. The first protects employers against claims from employees who get injured or ill at work,
while the second covers doctors, lawyers, etc. against claims of doing their job badly. Life insurance can cover
different insured risks, such as the death of the policyholder, so that the loved ones are taken care of
financially, or disability when the policyholder becomes unable to work due to a disability. In case of an
accident or injury, the policyholder needs to file

an insurance claim by filling out a form and giving the insurance company specific documentation, e.g.
medical records or proof of loss. The insurance company then checks the records or sends a loss adjuster to
look at the damage and calculate the loss covered by the policy. Then, the settlement is paid out to the
policyholder. Before you take out insurance, it is essential to look at insurance quotes from different

companies to compare the premiums.

1. Read the text and decide which statements are true and which are not.

-

[OT [F 1. There are some types of insurance that businesses have to have.

OT [OF 2.When travelling, it is good to take out life insurance in case something happens.

Ot OF 3. Every insurance company offers the same premium rates so we can choose any
company.

2. List different types of insurance:

I

1 4.
2. 5
3 6.
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3. Match the words to create phrases.

1) insurance
2) liability
3) insured
4) loss

5) medical

6) policy

a) adjuster
b) risks

c) holder
d) record
e) fraud

f) insurance

I

4. Discuss these topics with your classmates. ;1

1. Whatis an insurance policy?

2. Whatinsured risks can life insurance
include?

3. Whatis the difference between a quote
and premium?

4. Whatdo we do in case of an accident or
injury to get the settlement?

5. Do doctors need to have professional

liability insurance? Why? Why not?

USEFUL VOCABULARY

accidental permanent
injury

buildings/home

insurance

casualty insurance

cause damage

claim settlement

compulsory insurance

constant sum assured
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/xks1dental
Jp3:manant 'indzari/

/'b1ldinz/'haum
inJoirans/

/'kaezualti in foirans/

/ka:z'deemidz/

/ klexm 'setimant/

/kam'pAlsari
inJoirans/

/konstant sam
9'[o1d/

trvalé nasledky urazu

pojisténi nemovitosti

urazové pojisténi

zapricinit Skodu

pojistné plnéni

povinné pojisténi

konstantni pojistna
castka

An insured risk in the form of a lasting injury that the
policyholder is protected against.

The accidental permanent injury cover is from 0.1% of the
injury scale.

Insurance that covers the costs when something happens
to a building itself, not its contents (the things inside).
People often think buildings, or home, insurance covers
the contents of a building, but not always.

A type of insurance that protects a person when they get
injured or killed.

| remember when premium rates for casualty insurance
were much lower.

To do harm or to break something.
You have the liability insurance to protect you financially
if you cause damage to someone or something.

A situation when a policyholder gets money from an
insurance company as compensation for injury, damage,
etc.

It is important to have accurate documentation for the
claim settlement to be paid out.

The insurance that a person or business has to have
because of a law.

Both employers’ and professional liability insurance are
examples of compulsory insurance.

The amount of money that doesn’t change and that you
will get for an insured risk when it happens.

The sum assured for disability is usually changing, but it is
constant with the insured risk of death.




cover (coverage)

critical illness

daily compensation

disability

employers’ liability

insurance

health insurance

(home) contents
insurance

incapacity

insurance broker

insurance claim

insurance fraud

/'kava (‘kavearidz)/

/ kritikl '1inas/

/deili kompan'se1fan/

/disa'bilati/

/implo19z lara'bilati

nJoirans/

/'hel® 1n foirans/

/(haum) kan'tents
nJoirans/

/.1nka'paesati/

/1n'fa:rans brauka/

/in'fa1rans klexm/

/in'fairans froid/

pojistné kryti

zavazné onemocnéni

denni plnéni

invalidita, postizeni

pojisténi odpovédnosti

zaméstnavatele

zdravotni pojisténi

pojisténi domacnosti

neschopnost

pojistovaci makléF

pojistny narok,

pohledavka

pojistny podvod

The level of financial protection that something or
someone has.

I'm thinking about changing my life insurance because the
coverage isn’t enough.

A situation when a person has a very serious illness or
needs surgery and intensive care.

There is a whole list of illnesses and conditions that an
insurance company classifies as critical illness.

A daily payment of a claim, often as a part of casualty
insurance, that the injured person gets.

If I'm badly injured, | have my daily compensation set at
600 CZK a day.

A serious long-term illness or injury that makes a person
unable to do things.

Because I need to look after myself, the disability cover of
my insurance is set really high.

Insurance that covers the costs when an employee getsill
through or gets injured at work.

Every business has to have employers’ liability insurance.
It's compulsory.

Insurance that covers your medical care in a country, paid
by regular payments from your income.

It looks like those who are not employed pay much higher
health insurance.

Insurance that covers the costs for the damage to the
contents of a building.

There is also buildings and contents insurance that is
actually one and covers the whole building and the things
init.

Not being able to do something.
One of the insured risks in my life insurance policy is
incapacity to work.

A person who helps to choose the best insurance for the
client by offering more insurance companies.

My insurance broker calls me every year to offer me new
insurance.

An application by a policyholder for financial
compensation when something happens to someone or
something insured.

Sometimes it takes very long to settle an insurance claim.

A situation when a policyholder lies about injury, etc. to
the insurance company to get a higher payout.

My neighbour crashed his car himself to get some money.
It’s a clear case of insurance fraud.

110



insurance quote

insured risk

liability insurance

life insurance

loss adjuster

medical record

policyholder

premium

professional liability
insurance

protect against

social security
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/inJo1rans 'kwaut/

/inJo:d 'risk/

/lara'bilati in fo1rans/

/'lazf 1n fo1rans/

/Ips 3'd3Asta/

/ medikl 'reka:d/

/'polasihaulda/

/'prizmiam/

/pra fefanl laia'bilati
inJoirans/

/pra tekt a'genst/

/saufal st'kjuarati/

odhad ceny pojisténi

pojisténé riziko

pojisténi odpovédnosti

(,,na blbost”)

Zivotni pojisténi

likvidator skod

zdravotni zaznam

pojistnik, pojisténec

pojistné

pojisténi profesni
odpovédnosti

chranit pred

socialni pojisténi

An offer from an insurance company stating how much
money you will pay for a new insurance policy.

I've looked at four different companies and compared their
insurance quotes.

A bad situation which you are insured or protected against
financially.

One of the insured risks in my home contents insurance
policy is fire.

A type of insurance that protects the policyholder when
they injure someone or damage something.

If your dog damages your neighbour’s garden, you have
liability insurance to cover the costs.

A type of insurance that a person takes out when they
want to insure specific risks, such as disability, critical
illness, etc.

Private life insurance is very important for those who are
not employed.

A person from an insurance company who calculates how
much money should be paid to the policyholder.

The loss adjuster came to our house dfter the fire and
checked the damage.

The history of someone’s health.
You need to give the insurance company your medical
records when you file a casualty insurance claim.

A person who has insurance.
There is a small benefit for the policyholders who take out
insurance with our company.

An amount of money paid monthly, annually etc. for
insurance.

The premium rates of third party car insurance depend on
your driving history, your car, etc.

A compulsory insurance that protects doctors, lawyers,
etc. against claims of doing their job badly.

If your dentist does something wrong and you take legal
action, they have professional liability insurance to protect
them.

To keep safe from injury, damage, etc.
Travel insurance will protect you against risks when
travelling abroad.

A system of payments to the government to get money
from the state when you are retired, ill, etc.
The level of social security is stated by the law.



third party car
insurance

travel insurance

/,03:d pa:ti'ka:r povinné ruceni A type of insurance that covers the costs when you cause
inJ>oirans/ acar accident.
My third party car insurance premium is higher and higher
every year. Shouldn't | pay less?

/'treevl 1n f31rans/ cestovni pojisténi A type of insurance that pays for the doctors, damage, etc.
when you are travelling.
Last year, | forgot to take out travel insurance before our
holiday so we weren't insured!

uncovered /An'kavad/ nekryty Not protected by insurance.
When there is fire in your house and you have only
contents insurance, the building itself is uncovered.
5. Match the following words with the definitions below. @
;—)

premium, claim settlement, insurance quote, coverage, insurance claim, daily compensation, constant sum assured

a)
b)

©)

d)

f)

g)

The level of financial protection that something or someone has.

A daily payment of a claim, often as a part of casualty insurance, that the injured person
gets.

The situation when a policyholder gets money from an insurance company as
compensation for injury, damage, etc.

The amount of money that doesn’t change and that you will get for an insured risk when
it happens.

An application by a policyholder for financial compensation when something happens to
someone or something insured.

An offer from an insurance company stating how much money you will pay for a new
insurance policy.

An amount of money paid monthly, annually, etc. for insurance.

6. Pair the words to create phrases.

N

1) daily a) illness

2) compulsory b) car insurance
3) critical ¢) compensation
4) third party d) insurance

5) health e) broker

6) insurance f) insurance
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7. Create sentences with the following phrases.

-

a) protect against

b) travel insurance

¢) take out insurance

d) medical record

e) casualty insurance

8. Fill in the following missing words:

loss adjuster, professional liability insurance, policyholder, social security, insurance fraud, insurance claim,

incapacity, uncovered

If you break a leg, you will have to file a casualty (1) .
)
The (3)
Anyone who pays (4)

is a serious crime and you could go to prison for that.

has to inform our insurance company about any changes to personal details.

payments, has the right for (5) benefits.

The rate of the compensation for the damage will be stated by the company’s (6)

If flooding is not in your contents insurance policy, the damage to your furniture will be (7) ___.

As a dentist, I have to take out (8) . Imust be covered if I accidentally hurt someone.

N

9. Write simple sentences about what insurance is and about the process of taking out insurance.

N

113




PRACE S OBRAZOVYM MATERIALEM

10. Fill in the missing words in this document:

Life Insurance ( )

-

Name: Petra

Surname: Cernd

Insurance Number: 965222/1111

Date of Birth: 22 February 1996

Place of Birth: Ceské Budéjovice CR

Address: Pod Lipami 666500 02, Ceské Budéiovice Czech Republic

Nationality: CZ

Sex: Female

The Insured

Height: 5.4 ft

Weight: 121.1 b

Occupation: Hairdresser

Policy Number: 2584685945

Period of Insurance: 20 January 2020 - 19 January 2061

[Policy Information|

Insurance Information

Primary Insured - Petra Cerna, year of birth: 1996, age at the beginning of insurance: 28

Occupation: Hairdresser
Sport:
Risk Group: 1
( ) ( )| Premium for the Covered Risk
i W m r 100,000.00 CZK| 2500 CZK
First-degree 1.000.000.00 CZK 154.00 CZK]
Second-deqree disabilty 2,000.000.00 CZK 90.00 CZK
[Third-degree disability 2.000,000.00 CZK 203.00 CZK]
(Critical 700,000.00 CZK 110.00 CZK]|
Passport loss 15.000.00 CZK 50.00 CZK
incapacity to work from the 15" day 500.00 CZK 341.00 CZK
H isation 500.00 CZK 52.00 CZK|
: inj K 102.00 CZK]
Daily injury ( ) from the 3™ day 250.00 CZK| 127.00 CZK
Missed fiight 30.000.00 CZK| 150.00 CZK
|PAID: | 1,404.00 CZK

11. There are two risks that are not usually in a life insurance policy. Which are they? What type of

insurance can cover these?

wgo‘ﬁj
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12. Discuss these topics with the teacher and your classmates:

a) Do you think that the insurance cover of the policy is enough? Would you have all the
risks in YOUR life insurance policy?
b) The age of the insured is not important. Do you agree? Why? Why not?

c) Some of the insured risks are not needed for those who are employed. Do you agree?

-

13. Try to create your own life insurance policy as homework.
Do not forget the important points that have to be there. Change those that can be different. Think about the

coverage rates. Talk to your parents and ask them what kind of insurance they have got.

-
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CTENI S POROZUMENIM A SAMOSTATNY PISEMNY PROJEV STUDENTA

14. Buildings/Home Insurance Claim Letter: look at the text and fill in the blanks with the translations of
the following words.

sve

poskozeny, zap¥i¢inil, nehoda, pojistny ndrok, ndklady, domdcnost
Dear Mrs Edison,

I hope this letter finds you well. I am writing to file an under my buildings and insurance

policy, no. 258468945.

On 31 December 2023, there was an accident with fireworks that property damage. I accidentally

did it. As a result, the walls and the roof of our house were badly burnt and . There are no medical

expenses, but only the repair , which are quite high because our house is a newly-built property.

Please find enclosed the documents needed, supporting my claim, including photographs of the damage,

the final report of the structural engineer, and reports from our neighbours thatsawthe _____
I would appreciate it if you could process my claim as soon as possible.

Thank you for your cooperation.

Yours sincerely,

Petra Cernd

-

15. Writing - Insurance Claim
Write your insurance claim. It could be a life, casualty, home, contents etc. insurance claim. Get inspired by the text

you've read. Discuss your ideas with your parents and ask them if they've ever filed an insurance claim.

N
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FRAZE A JEJICH PROCVICOVANI

be liable for the costs

buy insurance with

compensate for

complete a health
questionnaire

file an insurance claim

have insurance cover
against

insure a business

provide protection
against

settle aclaim

take out insurance on

/bi la1abl fa 83 'kpsts/

/ba1 1n'f>1rans wid/

/'’knmpansert fo1/

/kemplizt o 'hel®
kwestfanea/

/failanin'fairans
kletm/

/haev 1n Jo1rans 'kavar
9,genst/

/1inJ>o1r 9 'biznis/

/pra,vaid pra'tekfan
9,genst/

/setl 3 'klexm/

/teik aut 1n'[3irans
on/

byt odpovédny za
vylohy (ndklady)

koupit si pojisténi u

odskodnit za

vyplnit zdravotni
dotaznik

zazadat o pojistny narok

mit pojisténi (pojistné
kryti) proti

pojistit firmu

poskytnout ochranu
proti

likvidovat skodu, zaplatit
pohledavku

uzavrit pojistku na

If you cause a car accident, you are liable for the costs so
you must be covered for that.

Don’t buy insurance with any company; talk to an
insurance broker first.

If you are insured, your insurance company will
compensate for a covered loss.

My insurance broker and | spent an hour completing
a health questionnaire.

Don’t wait! File an insurance claim fast.

What? You don’t have insurance cover against death?

It costs a lot of money to insure a business.

Your life insurance provides protection against critical
illness or disability.

| broke my thumb and it took the insurance company two
months to settle the claim.

You must take out travel insurance on you and your family
when you go abroad.
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16. Choose the correct option to complete the sentences.

1. You have to make sure the _ will be _ accurately.

a) health questionnaire / completed
b) health questionnaire / compensated

¢) medical record / completed

3. Third party car insurance _ car accidents.

a) prevents financial protection on
b) provides financial protection against

¢) provides financial quotes against

5.1need to go to an insurance company and _ my

home.

a) take in insurance for

b) take out insurance on

c) take for insurance at

2. If you damage someone’s property, you are _.

a) able to have the costs
b) liable for the costs

c) have liable costs

4. My insurance company _in a week! Can you

believe it?

a) filed an insurance claim
b) paid the premium
c) settled the claim

6.1 don’t have _ disability.

a) insurance cover against
b) claim settlement to

¢) protection by

LL@

1. Professional liability insurance is ...

badly.

¢) an insurance for personal property.

2. You need to give the insurance company your
a) medical records
b) cash register
c) trade credit

REVISION: CHOOSE THE CORRECT ANSWER.

b) mandatory health insurance for all employees.

when you file a casualty insurance claim

a) atype of compulsory insurance that protects doctors, lawyers, etc. against claims of doing their job
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3. What is insurance fraud?
a) A type of insurance that covers fraudulent activities.
b) A mistake made by an insurance company in processing a claim.
c) A situation when a policyholder lies about injury, etc. to the insurance company to get a higher

payout.

4. Complete the phrase: ____ party car insurance.
a) second
b) third
c) first

5. Social security is ...
a) a private savings account for emergencies.
b) mandatory insurance for all vehicle owners.

c) a system of payments to the government to get money from the state when you are retired, ill, etc.

6. If you break an arm, you will have to file a casualty

a) insurance
b) cover

c) quote

7. Complete a phrase: a claim.

a) to produce
b) to fill

¢) to settle

8. covers medical expenses in case of illness or injury.
a) Travel insurance
b) Home insurance

c) Health insurance

9. Loss adjuster is ...
a) a person from an insurance company who calculates the amount of money should be paid to the
policyholder.
b) a sales representative for an insurance company.

¢) abank employee who handles deposits and withdrawals.

10. If you are insured, your insurance company will ____ for a covered loss.
a) responsible
b) compensate

c) settle
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Unit10 | TAXES

TAXATION SYSTEM - DIRECT AND INDIRECT TAXATION, TAXPAYER, VAT PAYER, TAX BASE, TAX RATE

4, TAXATION IN THE CZECH REPUBLIC

AA The taxation system in the Czech Republic is a system where individuals or businesses pay money to the
government based on the money earned (their income). A taxpayer is any individual or business that has to
pay taxes to the government. Taxation in the CR is divided into two main categories: direct and indirect

taxation.

Direct taxation includes taxes that are collected directly from individuals or businesses. They are: income taxes
(personal income and corporation tax), and property tax and tax on gambling winnings. Corporation tax is
a tax from the profits of corporations, while personal income tax is the tax from a person’s taxable income; the
part of your salary you have to pay tax on. Property transfer tax, inheritance tax and gift tax are no longer
official taxes but are in the “other income” box on your tax return. Once a year, individuals or businesses have
to file a tax return, which is a document that gives information about their income. Each region has a tax
office under the Financial Administration of the Czech Republic, which then counts if there is any amount of
tax owed. Taxpayers are liable to income tax if their salary is above a certain limit. But they can use

deductions, exemptions, etc. to pay less tax.

Indirect taxes are taxes on goods and services. They include value added tax (VAT), excise taxes, and energy
taxes. VAT is a tax on the value added to goods and services. VAT is collected by businesses instead of the
government and is given to the tax office. Excise taxes include, for instance, tax on alcohol, tobacco products,

etc. Energy taxes include, for instance, tax on electricity, natural gas, etc.

To sum up, taxes are complicated for everyone, but they are an important part of the social system in any

country. If you are not sure what taxes to pay and how, find a good tax advisor or accountant.

1. Read the text and decide which statements are true and which are not.

N

OT[OF 1. Ataxable income is the part of your income that you don’t have to pay tax on.
T OF 2. VAT is paid by people directly to the government.
T [F 3. Thereisno official tax on inheritance.
OTOdF 4. Corporations and individuals pay the same tax.
2. List 6 kinds of tax you remember from the text. @
;—)
1 4.
2. 5
3 6.
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3. Match the words to make phrases.

1) income

2) value

3) taxable
4) gambling
5) be liable
6) abolish

a) income

b) added tax
¢) winnings

d) to income tax

e) atax

f) tax

N

4. Discuss these topics with your classmates.

1. Whatis tax?
2. What are the two basic tax groups?
3. What are the taxes a person, not a
corporation, may pay?
4. Do we all pay the same taxes?
What is the main office for collecting

taxes called?

USEFUL VOCABULARY

abolish a tax

corporation tax

corporation taxes
department

energy taxes

excise tax

excluding VAT

Financial
Administration Office

including VAT

(in)direct tax
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/3,bol1f 3 'teeks/

/kaipar'erfan taeks/

/kaipar'erfan taeksiz
di,pa:tmant/

/'enadzi taeksiz/

/'eksaiz teeks/

/1k skluzdin 'veet/

/fa1,naenfal
admini'stre1fn bfis/

/inklu:din 'veet/

/(in)dar,rekt 'taeks/

zrusit dan

dan z pfijmu pravnickych

osob

oddéleni dani

pravnickych osob

dan z energii

spotiebni dan

bez DPH

Finanéni sprava CR

véetné DPH

(ne)pFima dan

To officially end a tax on something.
Property transfer tax, inheritance tax and gift tax were all
abolished some years ago.

The amount of money paid on a company’s profits.
Charity organisations do not pay corporation tax on their
profits.

The part of a tax office that deals with taxes of
corporations.

Companies must file their tax return at the corporation
taxes department.

A tax paid on making and using energy products, such as
gases, electricity, etc.

Energy tax in the Czech Republic includes natural and
some other gases, solid fuels and electricity.

A tax paid on some types of goods, created by the
government within the country.

The excise tax on tobacco products is at 30% rate in the
Czech Republic.

It means that VAT is not a part of the total price.
New doors will cost 16,000 CZK, excluding VAT.

An office which is responsible for financial matters in the
Czech Republic.

| often check the website of the Financial Administration
Office for updates and news.

It means that VAT is a part of the total price.
New doors will cost 20,000 CZK, including VAT.

Money that people themselves have to pay to the
government is direct tax. Money paid on goods and
services is indirect tax.

Within the group of indirect tax, the tax rates of individual
taxes are different.




inheritance tax

(non-)taxable

personal allowance

personal income tax

personal taxes
department

property tax

tax advisor

taxation system

tax base

tax deduction

tax dodger (inf.)

tax evasion

tax exemption

/in'her1tans teeks/

/(,non)'taeksabl/

/p3:sanl 3'lavans/

/p3:sanl 'tnkam taeks/

/'p3isanl teeksiz
dipa:tmant/

/'propati taeks/

/'teeks ad vaiza/

/teek'se1fan sistam/

/'teks beis/

/'teeks d1,dakfan/

/'teeks dpdza/

/'teeks 1,ve1zan/

/teeks 19'zempfan/

dédicka dan

(ne)podléhajici dani

nezdanitelné castka

dan z pfijmu fyzickych
osob

oddéleni dani fyzickych
osob

dan z nemovitych véci

danovy poradce

danova soustava

zaklad dané

srazka, odpocet dané

danovy neplati¢

danovy unik

osvobozeni od dané

A tax paid on the money or property that you got from
someone who died.

In 2014, inheritance tax was abolished in the Czech
Republic.

Something that you don’t pay tax on is non-taxable. If you
pay tax on it, it is taxable.
A part of your income is non-taxable.

The amount of money that you can earn before you have
to pay tax.
The personal allowance in the UK is £12,570 this year.

The amount of money paid on a portion of a person’s
income.

Everyone with an income above a certain limit has to pay
personal income tax.

The part of a tax office that deals with taxes of ordinary
people.

The personal taxes department is closed now and won't
be open until Monday.

Money paid to the government on buildings and land.
Property tax rate is calculated by a square metre.

A person who helps with and advises on taxes.
| have a tax advisor who is informed about tax changes.

The system of taxing people.
The taxation system in the Czech Republic is different
from the one in the UK.

The total of your income, property, etc. put together, on
which you pay tax.

Businesses and corporations try to have a low tax base
to pay less tax.

An amount of money that can be taken away from your
income before calculating the tax.

Your tax advisor will tell you what tax deductions
available you can use.

A person who tries not to pay or to lower the amount of
tax they have to pay.

All societies are full of tax dodgers who try to find clever
but illegal ways to pay less tax.

The illegal way of paying less tax.
He was sent to prison for tax evasion.

A situation when a person or company doesn’t have to pay
tax.
Non-profit organisations have the right for tax exemption.
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tax on gambling
winnings

taxpayer

taxpayer discount

taxrate

taxreturn

VAT (value added tax)

VAT (non-)payer

withholding tax

/ teeks bn ,geemblin
‘wininz/

/'teeks pe1a/

/ teekspeis 'diskaunt/

/'teeks rert/

/'teeks rit3in/

Ivaet/

/veet (;non)'pera/

/wid'hauldin taeks/

dan z hazardnich her

poplatnik

sleva na poplatnika

vysSe dané

danové pfiznani

DPH (dan z pridané
hodnoty)

(ne)platce dané

srazkova dan

A tax on the money a person has won.
There is a tax on gambling winnings at the rate of 15%.

A person who pays part of the money they earn to the
government.
This building has already cost a lot of taxpayers’ money.

The amount of money that can be taken away from the
total tax you owe.

The taxpayer discount is 30,840 CZK this year, but

| remember when it was just around 25,000 CZK.

The amount of money in percentages that is paid in tax.
The consumption tax rate of 21% is the highest of all
European countries.

A document that gives information about how much the
person earned the previous year and from which tax is
calculated.

These days, you can file a tax return online and you don’t
have to go to the tax office in person.

A tax on goods and services which a person buys.
The new photocopier in our office cost £200 including
VAT.

A person doing business or a company that pays VAT to
the government is a VAT payer. If they don’t have to pay,
they are VAT non-payer.

Those who earn less than 1,000,000 CZK are usually VAT
non-payers.

Money taken from a person’s income by the employer and
given to the government.

People are getting angry because the withholding tax rate
is just too high.
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5. Match the following phrases with the definitions below.

tax base, personal allowance, tax evasion, tax deduction, excise tax, indirect tax, tax advisor

The illegal way of paying less tax.

A person who helps with and advises on taxes.

N o ovos w D

Money paid on goods and services rather than paid by people themselves.
A tax paid on some types of goods made by the government within the country.
The amount of money that you can earn before you have to pay tax.

An amount of money that can be taken away from your income before calculating the tax.

The total of your income, property, etc. put together, on which you pay tax.

N

6. Pair the words to make phrases.

1) taxpayer

2) VAT

3) Financial
4) tax

5) personal

6) excluding

a) Administration Office
b) allowance

¢) exemption

d) non-payer

e) VAT

f) discount

N

7. Create sentences with these phrases:

a) a tax return

s

b) a taxpayer discount

c) taxable

d) a tax dodger

e) a tax rate
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8. Fill in the following missing words:

dodger, self-assessment, non-payer, excise, non-taxable, property, tax evasion, less tax

Anyone who owns a piece of land or a property has to pay (1) tax.

Tinais a VAT (2)

because she’s a private teacher who earns less than 1 mil. CZK.

Be sure to pay all your taxes. If you don’t, you may go to prison for (3) .

If you work for more employers in one year, you may have to file a (4) tax return.

Anything that goes to charity is (5)
Atax (6)

, thatis, there is no tax on it.

is someone who tries to pay (7) illegally.

Did you know that every cigarette costs by 30% more because of (8) tax?

-

9. Write simple sentences about the taxation system in the Czech Republic and how it is divided.

I
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PRACE S OBRAZOVYM MATERIALEM

e

Czech Republic

( Direct Tax ) (:} Tax)
™) vy Came) ) (o)

+ Personal Income + Property Tax + on mineral oils +on natural gas
Tax + Property + alcohol and and other gases
+ Corporation Tax TranserTax spirits + on solid fuels
+ lheritance Tax + on beer + on electricity

+ Gift Tax + on wine

+ on tobacco,
tobacco products
and other

10. Add headings to the graph (4).

-

11. In the diagram, there are three taxes that are no longer paid in the Czech Republic. Can you tell us which
they are? Choose from the following options:

N

a) Property Transfer Tax, Gift Tax, Tax on Beer
b) Tax on Electricity, Inheritance Tax, Road Tax

¢) Property Transfer Tax, Gift Tax, Inheritance Tax

12. Discuss these topics with your classmates.

1. Do you think tax evasion is fair on other people who pay tax? Why?
2. Do tax evasion and tax exemption mean one and the same thing?

3. Canyou think of some reasons why excise tax is a good thing?

-

13. Homework: What taxes do your parents pay?

Talk to your parents about taxes and write down what taxes they pay. Do they have a tax advisor?

Are they owners of a company? If so, what taxes does the company pay?
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CTENI S POROZUMENIM A SAMOSTATNY PISEMNY PROJEV STUDENTA

14. Look at the following text and fill in in English the expressions given in Czech.

7 vz evv /s

(dariovy vurad, dédickd dari, nezdanitelnd Cdstka, niZsi dané, vyse dané, Urad finanéni sprdvy)

Every country has a different taxation system, tax offices or even documents. For instance, while in the UK

the main office is called HM (Her Majesty) Revenue and Customs, any tax office in the CRis called

Every region has its own . Also, if you are a taxpayer in the Czech Republic, you no longer have to pay

on the property, money, etc. you got from someone who died, but in the UK, there is a 40%

inheritance tax if the total amountis above £325,000.

And that’s not all! It is more common to use the phrase in the UK if you want to describe

the amount of money you can earn and on which you don’t have to pay tax. In the Czech Republic,

on the other hand, we include the taxpayer discount when we calculate the final tax.

We can pay because of it or none at all! Interesting, huh?

[

15. Writing - How much VAT do | pay?

Use your parents’ receipt from the last shopping and write a short report about the following:

1) What tax rates are on the receipt?
2) If there are more than one, what products have what tax rate?
3) Do clothes and food have the same tax rates?

4) What was the total price and what was the total in VAT?

N
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Example:

This is a receipt from our last shopping in ... .

On the receipt, there are two tax rates; ...

The following items have a 12% VAT: ......

The total VAT at 21% rate is ...

The total price is ... The total VAT is...

UCTENKA
Prodejna: Potraviny U Hrusky
Adresa: Ulice 123, 110 00 Praha 1
ICO: 12345678 | DIC: CZ12345678
Datum: 27. 05. 2025 | Cas: 14-26
Dokladna: 01| Pokladnik: Jana K.

Polozka Mnozstvi Cena(KE) DPH (K¢)
MIéko polotu¢né 11 1ks 24,90 2,67
Chléb konzumni 5009  1ks 32,00 3,43
Maslo 250g 1,2kg 49,90 5,34
Banany 1,2kg 35,88 3,84
Zubni pasta Colgate 1ks 59,90 10,40
Toaletni papir 8 roli 1ks 89,00 15,45
Pivo Plzen 0,51 2ks 45,80 7,94
Détské plenky Pampers 1ks 299,00 32,00
Souhrn DPH: 636,38 K¢
ZboZis 12%DPH: 441,68 K& (DPH: 47,28 K§)
Zbozis 21% DPH: 194,70 K& (DPH: 38,79 K¢)
Celkem k uhradé: 636,38 K¢
Hotové / karta 63,38 K&
DPH celkem 81,07 K&

Dékujeme za Vas nakup!
Uchovejte si u¢tenku pro pripad reklamace.

FRAZE A JEJICH PROCVICOVANI

add the... VAT onto

calculate the tax

file atax return

fill out a tax return

get a tax break

increase/reduce a tax
to

introduce a taxon

liable to income tax

live in a tax haven

pay less tax

taxes are divided into

/,&d 83 'veet pntu/

/ keelkjalert &a 'taeks/

/fail o 'taeks r1t3:in/

/f1l aut o 'teeks r1tin/

/get o 'taeks breik/

/inkrizs 3 'taeks ta/

/intra d3u:s o 'taeks
on/

/Ja1abl ta 'Inkam
taeks/

/l1v In 9 'teeks heivan/

/,pel les 'taeks/

/'teeks1z o d1,vaidid
ntu/

pridat ... DPH na

vypocitat dan

podat danové pfiznani

vyplnit danové pfiznani

mit dariové zvyhodnéni

zvysit/snizit dan

uvalit dan na

podléhat dani z pFijma

Zit v danovém raji

platit mensi dané

dané se déli na

We have to add the 15.00 CZK VAT onto the basic price of
100.00 CZK.

| leave calculating the tax to an expert.

Taxpayers have to file a tax return every year.

You can fill out the tax return yourself or you can ask your
tax advisor for help.

It is always the rich that get a tax break with a change in
the law.

The standard VAT rate has been increased from 12% to
15%.

The government may introduce a new tax on coffee.

Residents of the Czech Republic are liable to Czech
income tax on Czech income only.

Sometimes | ask myself how nice it must be to live in a tax
haven.

To pay less money from your income to the government.
With the taxpayer discount and deductions available | can
pay less tax.

Taxes in the Czech Republic are divided into two main
groups: direct and indirect.
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16. Choose the correct option to complete the sentences.

1. Those who earn and spend more usually get

more _.

a) breaking taxes
b) tax brokes

c) tax breaks

3. To submit a tax return is the same thing as to _

a) file a tax return
b) find a tax return

c) fire a tax return

5. Do you think a tax advisor can help me _?

a) number the tax
b) clear the tax

c) calculate the tax

2. If you live in a particular country and your

income is above a certain limit, you are _.

a) able to have income tax
b) liable to income tax

¢) have liable income

4. Every shop has to _21% VAT _ some goods and

services.

a) give / onto
b) add / onto
¢) add /into

6. The taxation system in our country _ two main

categories.

a) is divided into
b) is divided onto

c) are divided into

LL@

1. A taxpayer is ...

government based on their income.
a) medical system
b) insurance system

¢) taxation system

129

b) a person who manages government funds.

REVISION: CHOOSE THE CORRECT ANSWER.

a) a person who pays a part of the money they earn to the government.

¢) a person who collects taxes for the government.

2. The ___ in the Czech Republicis a system where individuals or businesses pay money to the




3.In everyregion, thereisa .
a) tax office
b) tax company

c) allowance

4. Complete the phrase: toliveinatax ___.
a) dream

b) heaven
¢) land

5. VAT means ...
a) vehicle acquisition tax
b) voluntary additional tax

c) value added tax

6. Everyone who earns money above a certain limit is a taxpayer ___ income tax.

a) divided into
b) provided with
c) liable to

7. Complete a phrase: to getatax __.
a) break
b) product
c)Ccv

8. All societies are full of tax ____ who try to find clever but illegal ways to pay less tax.

a) collectors
b) dodgers

c) breakers

9. What product is a subject to excise taxes?
a) clothing
b) wine

c) bread

10. People are getting angry because the ____ rate is just too high.
a) tax break
b) insurance company

¢) withholding tax
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KLIC
UNIT 1

1. 1. true, 2. false, 3. false, 4. true, 5. true
3.1f, 2d, 34, 4b, 5¢, 6e

5. 1. produce, 2. freelancer, 3. sole trader, 4. joint-
stock company, 5. set up a business, 6. trade
register, 7. ownership

6.1d, 2¢, 3a, 4g, 5f, 6¢, 7b

8. 1. produces, 2. in charge, 3. responsible for, 4.
manages, 5. subsidiary company

9. 1. produces, 2. provides, 3. provides, 4.
produces, 5. produces

10. Possible answer: This company works in
business services or customer service.

There are three people in the office, and they
work with computers.

The company may be a Limited Company (LTD)
because it looks professional but small.

They probably provide services to other
companies, such as help with clients or
administration.

One person may be the manager, and the others
are employees.

I think the headquarters is in this office, and they
also work with other branches.

11. HR - Human resources, LTD - Limited
Company, CEO - Chief Executive Officer, PLC -
Public Limited Company

15.1. foundation deed, 2. trade register, 3.
partnership agreement, 4. limited partnership, 5.
basic capital, 6. profit sharing

17.1c, 2b, 3a, 4b, 5¢

18. 1. was set up, 2. is located, 3. operate, 4. is
managed, 5. is owned, 6. accepts responsibility,
7. provide services, 8. registered in a trade
register

Revision: 1c, 2b, 3a, 4a, 5b, 63, 7b, 8¢, 9¢, 10b,
11a, 12b

UNIT 2
1.1. false, 2. true, 3. false

2. work experience, education, skills, personal

information, interests, references
4.1c, 2f, 3¢, 4d, 53, 6b

6. 1. skills, 2. employee, 3. recruitment, 4. salary,
5. agreement, 6. cover letter, 7. employer, 8.

permanent employment
7.1d, 2h, 3f, 4b, 5a, 6g, 7c, 8e

9. 1. colleagues, 2. director, 3. education, 4. skills,
5. references, 6. be promoted, 7. be dismissed,

8. contract

11. education, skills, work experience, languages,

personal profile/summary
12.B

15. 1. position, 2. skills, 3. important, 4. director,

5. cover letter, 6. questions
17.1a,2b, 32
18. A) 1d, 2j, 3g, 4i, 5h, 6b, 7c, 8f, 9a, 10e

B) possible answers: 1.1 think so., 2. I am against
it.,, 3. No, on the contrary, 4. By all means., 5.
Well, that’s the point., 6. With pleasure., 7. 1
quite agree with you., 8. That’s not true., 9. I'm

looking forward to your reply., 10. You are wrong.

Revision: 1b, 2¢, 3a, 44, 5c, 6b, 7c, 8c, 9a, 10b

UNIT 3

1. 1false, 2 true, 3 false

2. organising, managing people, achieving goals,

decision-making, controlling, delegating

3.1c, 2a, 3¢, 4f, 5d, 6b
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5.1. budgeting, 2. task, 3. leadership, 4.

development, 5. goal, 6. efficiency, 7. vision
6.1d, 2¢, 3f, 4b, 53, 6e

8. 1. coordination, 2. development, 3. feedback,
4. change management, 5. top management,
6. budgeting, 7. delegation of work, 8. team

leader

10. 1. Mr Smith - top management, 2. Mrs Smith -
middle management, 3. Emily, Jessica, David -

lower management, students - support staff

13. 1. team leader, 2. planning, 3. organising,
4. tasks, 5. feedback, 6. motivation, 7. leadership,
8. goal, 9. efficiency

15. 1a, 2b, 3¢, 44, 5c, 6¢

16. 1, 2g, 3k, 4i, 5d, 6h, 7j, 8b, 91, 10c, 11e 12a
Revision: 1a, 2b, 3¢, 44, 5¢, 6b, 7b, 8c, 9¢, 10a
UNIT 4

1.1. false, 2. false, 3. true

2. product, price, promotion, place, people
3.1b, 2f, 3a, 4d, 5c¢, 6¢

5.1- desire, 2 - advertising, 3 - leaflet, 4 - brand,

5-satisty, 6 - competition, 7 - public relations
6.1a, 2e, 3b, 4¢, 5d

8. 1. Strengths, 2. Weaknesses, 3. Opportunities,
4. Threats

10. upper left - STARS, upper right - QUESTION
MARKS, lower left - CASH COWS, lower right -
WATCHDOGS

13. 1. customer needs, 2. discounts, 3.
membership benefits, 4. satisfy, 5. advertising,

6. target, 7. regular customers

15. 1a, 2a, 3b, 4a, 5b

16. 1. Remain, 2. action, 3. Increase, 4. Market,
5. relations, 6. competitive, 7. prices, 8.

retention, 9. Regular

Revision: 1b, 2b, 3¢, 4a, 53, 6b, 7c, 8a, 9¢, 10a

UNIT 5

L.1) true, 2) false, 3) false, 4) false

2. producer, manufacturer, distributor,

wholesaler, retailer, consumer

3. trade credit, credit note, pro forma invoice,
price reduction, advance payment, department

store

6. a) distributor, b) warranty claim, c) consumer,
d) delivery, €) producer, f) supply and demand,

g) complaint

7.1) invoice, 2) supply, 3) purchase,

4) manufacture

9. (1) credit note, (2) surplus, (3) confirm,
(4) quantity, (5) wholesale, (6) delivery,
(7) faulty, (8) shortage

10. (from left to right) producers, manufacturers,
wholesalers, retailers, consumers (second line)

distributors

12. 1) number, 2) quantity, 3) pieces, 4) value-

added tax, 5) reference

13. e.g. invoice number, due date, invoice date,
who it is invoiced to, payment details,

description, quantity, unit, price, total due

16. confirming, packaging, handling, faulty,

retail chain, under warranty

18.1) tailor a product to your needs, 2) add



a unique selling point, 3) ask for an advance
payment,
4) settle an outstanding invoice, 5) it was a real

bargain

19. 1) supply your order, 2) demand exceeds
supply, 3) chase an invoice, 4) offer a price

reduction, 5) put up prices

Revision: 13, 2¢, 3c. 4b, 53, 6b, 7c, 8a, 9a,10b

UNIT 6
1. 1. false, 2. true, 3. false, 4. true, 5. false

2. It should have: formal style, short and brief
sentences / It shouldn't have: emoticons, caps

look, colloquial language
3.1e,2d, 3b, 44, 5¢c

5. 1. formal style, 2. attachment, 3. subject line,
4. thread, 5. deal with complaints, 6. superior,

7. purpose
6.1c, 23, 3d, 4e, 5b

8.1) draft contract, 2) clearly, 3) respond,
4) participate, 5) inquiry, 6) communicate,

7) attachment, 8) helpful

9.1. Dear Mr Leeds, I am writing about our
meeting today., 2. I would appreciate your help
with the instructions for the product I have
bought from your company., 3. Dear Ms Jones,
could you please send me the invoices as soon as
possible?, 4. Team, I would like to ask you to
send me the documents for our business
meeting tomorrow at 8:15., 5. Hello, Mrs Evans,
could you please deal with my request as soon as

possible?

10. 1. soon, 2. by/way, 3. also, 4. your own,
5. disturb, 6. asked, 7. information, 8. in other,

9. reply, 10.in

11. a) TIA, b) NRN, ) AKA, d) AYOR, €) ASAP,
f) IoW

12. formal style should be used - no CAPS LOOK,
no shortened forms, no colloquial language, use
proper salutation - Dear Mr Smith, the
conclusion should be forma; use Best Regards/

Yours sincerely

15.1) subject line, 2) Dear, 3) briefly, 4) consider,
5) participation, 6) helpful, 7) attachment,
8) avoid, 9) respond, 10) thread

17.1b, 2a, 33, 4c, 5a, 6b, 7¢c

Revision: 13, 2¢, 3¢, 4b, 5a, 6b, 7c, 8c, 9a, 10b

UNIT 7

1. 1. false, 2. true, 3. false

2. a balance sheet, a cash-flow statement,
a profit-and-loss account, trial balance,

a cash flow forecast

3. 1. balance sheet, 2. assets and liabilities,
3. the accounting equation, 4. cash flow
forecast, 5. financial statement, 6. accounts

payable

5.1. double-entry bookkeeping, 2. liquidate,
3. turnover, 4. debtor, 5. receivables,

6. intangible assets, 7. ledger
6.1f, 2e, 3a, 4b, 5¢, 6d

8. a) account, accountant, accounting;
b) liquid, liquidate; c) pay, payment,
payable; d) book, bookkeeper

9. 1. long-term, 2. bottom line, 3. equity,
4. receivables and payables, 5. ledger,

6. accrued, 7. payable, 8. auditor
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11. FIXED Assets, INTANGIBLE assets,
accounts RECEIVABLE, RETAINED earnings,
CURRENT liabilities, SHORT-term loan,
taxes PAYABLE

12. b) and c) are correct

15. 1. financial year, 2. profit-and-loss account/

statement, 3. revenue authority, 4. double-entry,

5. equation
17.1.¢,2.b,3.a,4.¢,5.3,6.b

Revision: 1b, 23, 3¢, 4c, 5a, 6b, 7b, 8b, 9¢, 10c

UNIT 8

1.1. true, 2. false, 3. false
2. A) paying in cash, by card or by bank transfer

B) e.g. a deposit account, fixed-deposit

account, current account, joint account

3.1) account activity, 2) bank transfer, 3) credit
union, 4) cash machine, 5) standing order,

6) current account

5. a) budget, b) creditworthy, c) debit card,
d) mortgage, e) loan, f) building society,

g) instalment

6.1) joint account, 2) bank statement,
3) available funds, 4) building society account,

5) direct debit, 6) interest rate

8. 1. investment bank, 2. fixed-deposit account,
3. overdraft, 4. deposit, 5. bank statement,

6. account balance, 7. charges, 8. central banks

10. (by lines, from left to right) Loans, Insurance,
Savings, Investment Products, Mortgages,

Accounts, Rewards for you

11. 1) mortgage, 2) insurance, 3) loans,

4) investment products

12.1 - aktualn{ zistatek, 2 - bézné ulty, 3 -
spofici uéty, 4 - hypotéka, 5 - volné prostiedky, 6

- ulty u jinych bank, 7 - véetné kontokorentu

15.1. loan, 2. business, 3. pay off, 4. borrowing,

5. creditworthy, 6. application
17.1.¢),2.b),3.a),4.b), 5.¢)

Revision: Ic, 2b, 3b, 4a, 5c, 6¢, 7a, 8b, 9b, 10c

UNIT 9

1.1. true, 2. false, 3. false

2. e.g. health insurance, travel insurance,
employers’ liability insurance, professional
liability insurance, third party car insurance, life

insurance

3.1) insurance fraud, 2) liability insurance,
3) insured risks, 4) loss adjuster, 5) medical

record, 6) policyholder

5.a) coverage, b) daily compensation, c) claim
settlement, d) constant sum assured,
e) insurance claim, f) insurance quote,

g) premium

6.1) daily compensation, 2) compulsory
insurance, 3) critical illness, 4) third party car
insurance, 5) health insurance, 6) insurance

broker

8. 1. insurance claim, 2. insurance fraud,
3. policyholder, 4. social security, 5. incapacity,
6. loss adjuster, 7. uncovered, 8. professional

liability insurance

10. (from top to bottom) Policy, Insured Risk,
Coverage, constant, illness, permanent,

compensation, premium

11. Passport loss and missed flight.



14. 1.insurance claim, 2. contents, 3. caused,

4. damaged, 5. costs, 6. accident
16.1.a),2.b),3.b),4.¢), 5.b), 6. 2)

Revision: 13, 2¢, 3¢, 4a, 5b, 6a, 7a, 8¢, 9b, 10c

UNIT 10
1. 1. false, 2. false, 3. true, 4. false

2. Possibilities: (in)direct tax, property tax, VAT,

personal income tax, corporation tax, excise tax
3.1f, 2b, 3a, 4c, 5d, 6e

5. 1. tax evasion, 2. indirect tax, 3. excise tax,
4. personal allowance, 5. tax deduction, 6. tax

advisor, 7. tax base
6.1f,2d, 3a, 4c, 5b, 6¢

8. 1. property, 2. non-payer, 3. tax evasion, 4. self-
assessment, 5. non-taxable, 6. dodger, 7. less tax,

8. excise

10. Taxation (System), Income, Indirect, Value
Added Tax

11.C

14. Financial Administration Office, tax office,

inheritance tax, rate, personal allowance, less tax
16. 1c, 2b, 3a, 4b, 5c, 6a

Revision: 1a, 2c¢, 3a, 4b, 5¢, 6¢, 7a, 8b, 9b, 10c
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