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Preface

This book is one of Macmillan's Career English series. Career Englishis
intended for students who have some proficiency in English as well as a
working knowledge of their own professional fields. The books are designed
to teach the special terminology students need in order to communicate in
English within their career areas. o

Students will find the Career English books clear, lively, practical, and
easy to use. Each chapter covers one specific topic and begins with a dia-
logue. usually between an expert in the field and a student or atrainee. In the
course of the dialogue, the key terms pertaining to the chapter topic are intro-
ducedinarealistic context. The dialogue is followed by exercises, areading,
and a vocabulary practice. A glossary at the end of each book lists the key
terms in the text with their definitions and the numbers of the chapters in
which they appear. In addition a cassette recording of the dialogues is avail-
able for each book. Use of the cassette is optional but highly recommended.

The books in the Career English series are designed to be equally useful
for students studying in a classroom or independently.
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LESSON

A Sole Proprietorship

DIALOGUE

John: Hi, Carol. How are you?

Carol: Fine, thanks, John. How are you?

John: Fine. It’s good to see you.

Carol: You, too. I'm glad you have time to talk today.

John: Sure.

Carol: I’d like some advice.

John: Well, I'd be happy to help in any way I can.

Carol: You know, I've been designing clothes for quite a while
and [’ve always been interested in fashion. I'm thinking of
starting my own business—a boutique.

John: I think you might have a good idea.

Carot: Well, I need to learn about the responsibilities of going
into business.

John: Are you going into this business by yourself?

Carol: Yes. I'd like to have a company with my name on it,
where 1 make the decisions and where I control the profits.

John: You seem determined, so I'll try to help you. If you go
into business alone, it’s called a sole proprietorship. In this
case, you probably won’t even need a lawyer to form the
business. You can start or stop the business whenever you
like.

Carol: That’s good. What other encouraging things can you tell

me?



John:

Carol:

John:

Carol:

John:

Carol:

John:

Carol:

John:

Carol:

John:

Carol:

John:

Carol:

You don’t have to consult partners or a board of directors,
50 you can put your policies into effect quickly. You decide

“on your vacation, hours, salary, hiring and firing.

It sounds good.

Wait a minute. I feel I have to t:ll you about some of the
risks involved, too.

What kinds of risks?

The most important risk to remember is that you have
unlimited liability. This means that you are responsible for
all your business debts.

Does that mean that I have to declare personal bankruptcy
if the business fails?

Exactly. You could lose personal assets.

It sounds frightening. What else should I know?

You won’t get some of the tax benefits other types of
business get. Do you have financing? That’s usually
difficult for a small business to get.

Yes, I know. Fortunately, that’s taken care of. By the
way, do you know of a good accountant to do my taxes?

Sure. You’ll also have to hire a bookkeeper unless you
think you can do your books yourself.

I’m not sure about that yet. I have to think aboutit. What
else, John?

Well, before we get into other things, why don't we have a
cup of coffee?

As usual, you have good advice, John.

EXERCISE 1: STRUCTURAL PRACTICE

Notice this sentence from the conversation:
I'm thinking of starting my own business.
Use this structure to respond to the following cues:

2



Example: start my own business
I’m thinking of starting my own business.

1. open a boutiqu 5. hire an employee
2. call a lawyer 6. file for bankruptcy
3. pay my taxes 7. manage it myself
4. sell my shop 8. fire my accountant

EXERCISE 2: SUBSTITUTION DRILL

STATEMENT: There are several advantages to havmg a sale
proprietorship.

Example: many
There are many advantages to having a sole
proprietorship.
(Note that you will always be substituting for a different word in the
sentence.)

. owning . 5. anew business
2. disadvantages 6. boutique

3. starting 7. will be

4. in ' 8. alotof

. EXERCISE 3: FURTHER PRACTICE

Notice this sentence:
I'm going to have a bookkeeper do the books.
Use this structure to respond to the following cues:

Example: A bookkeeper will do the books.
I'm going to have a bookkeeper do the books. -

An accountant will prepare the tax report.
John will give me advice.

A lawyer will do this work.

A secretary will mail the letters.

A friend will finance the business.

A salesperson will sell the clothes.

A decorator will design the shop.
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READING

A business may be privately owned in three important forms. These
are the sole proprietorship, the partnership and the corporation. The
sole proprietorship is the most common in American business. More
than 80 per cent of all businesses in the United States are sole
proprietorships.

Sole proprietorships, however, do not do the greatest volume of
business. They account for less than 16 per cent of all business
receipts. What kind of business is likely to be a sole proprietorship?
These small businesses are very often service industries such as
laundromats, beauty shops, repair shops and restaurants.

COMPREHENSION QUESTIONS

What are three ways that a business can be privately owned?

What form do most American businesses have?

What form do most businesses in your native country have?

Do sole proprietorships make the most money—that is, do they

have the greatest volume of business?

5. List some businesses that are likely to be sole proprietorships.
Why? .

6. List some businesses that are not likely to be sole proprietorships.

Why?

S W -

VOCABULARY PRACTICE

From the words listed below, select a word to fit each blank space in
the sentences. Use each word only once.

corporations account for service receipts
forms privately business
1. A sole proprietorship is very often a small that

deals in a service.
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2. The industries do not manufacture products.

3. Eighty-four per cent of all business are not
from sole proprietorships. :

4. Less than 20 per cent of American businesses are partnerships or

5. Sole proprietorships only a small part of all
business transactions.

6. Our bank is not publicly owned; it is owned.

7. There are three important of business own-
ership.
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LESSON

Partnerships

DIALOGUE

(Two friends, Martin and Barbara, are having lunch together in a

restaurant.

Martin:

Barbara:

Martin:
Barbara:

Martin:
Barbara:

Martin:
Barbara:

Martin:
Barbara:

Martin:

)

Well, it’s been a long time, Barbara. What have you been
doing? ' '

I've been pretty busy. You know, I went into business with
my friend. Jean.

Oh, yes. How’'s it going?

Pretty well. We get along quite well and the shop is
beginning to attract more customers.

Good. Are you two a partnership? A
Yes. I'm very pleased about it. We seem to have the right
combination. Jean’s background is in accounting. She’s
the one who's good at keeping the books and ordering
stock.

And you?

Well, you know, I've always liked talking a lot—I guess
I’'m rather good with customers. | enjoy selling.

Sounds interesting. I guess it’s not too risky a business.
We haven't had any problems, although 1 suppose all
business can be risky. Being partners, we're both liable.
Did you both put the same amount of money into the
business? Or do you mind my asking?



Barbara: To tell you the truth, we didn’t invest the same amount of
capital. But we’ve combined our resources very well, |
think. It seems to be a good deal for both of us.

Martin: It sounds like it. That is one advantage of a general
partnership. One partner can invest less capital than the
other—in fact, no money at all—but a partner can contrib-
ute important services or skills, sometimes just a name or
reputation.

Barbara: Exactly.

Martin:  What kind of arrangement do you have tor distribution of
profits and losses?

Barbara: They’re equally shared. We hope to be in business for a
long time.

Martin:  Good for you. You’ve really become very knowledgeable
about business.

Barbara: Believe me, I’'m still learning. The subject becomes quite
technical.

Martin:  But I'm glad to hear you’re doing so well. Next time, you’ll
take me to lunch.

EXERCISE 1: STRUCTURAL PRACTICE

Notice this sentence:
Jean is the woman who keeps the books.
Use this structure to respond to the following cues:

' Example: Jean is a woman. She keeps the books.
Jean is the woman who keeps the books.
(Note the shift from a to the with singular nouns.)

Jean is a woman. She used to be in accounting.

Barbara is a woman. She is Jean’s partner.

Barbara and Jean are friends. They run a shop.

Martin is a friend. He had lunch with Barbara.

Barbara is a partner. She is good at selling.

Jean is a partner. She is good at ordering stock.

Barbara and Jean are partners. They have the right combination.
Partners are people. They share unlimited joint liability.

PNAND LD~



EXERCISE 2: SUBSTITUTION DRILL

STATEMENT: One partner can invest less capital than another.

Example: cash
One partner can invest less cash than another.

1. money 5. person
2. putin 6. may
3. the other 7. receive
4. more 8. time
READING

A partnership is an association of two or more persons to carry on a
business for profit. When the owners of a partnership have unlimited
liability, they are called general partners. If one or more partners have
limited liability, they are called limited partners. There may be a
silent partner as well— a person who is known to the public as a
member of the firm but w:ithout authority in management. The
reverse of the silent partner is the secret partner— a person who takes
part in management but who is not known to the public.

Any business may be operated as a partnership. There are partner-
ships in professional fields such as medicine, law, accounting, insur-
ance and stockbrokerage. Limited partnerships are a common form
of ownership in real estate, oil prospecting, and the mining and
quarrying industries, to name a few.

Partnerships are more advantageous than sole proprietorships if one
needs multiple sources of capital or diversified management. Like
sole proprietorships, they are easy to form, and often receive favored
treatment by the government as well as tax benefits.

There are a number of disadvantages to partnerships. One is
unlimited liability. This means that each partner is responsible for all
debts and legal responsibilities in connection with the business.
Another disadvantage is that partners may disagree with each other.
Complications can also arise with the death of a partner. For
example, a share of the business could come into the hands of a less
desirable associate.



COMPREHENSION QUESTIONS

L

2.

Sw

What is an important difference between a general partnership
and a limited partnership?

What is the difference between a silent partner and a secret
partner?

What are some professional fields in which partnerships are
found?

What are some businesses in which limited partnership is a
common form?

Discuss the advantages of partnerships.

What are the disadvantages of a partnership?

Which would you prefer for your own business, a partnership or
sole proprietorship? Why? If neither form would be suitable,
explain why not.

VOCABULARY PRACTICE

From the words listed below, select a word to fit each blank space in
the sentences. Use each word only once.

capital benefits associate

silent partner unlimited liability ~ management

1. A secret partner takes part in

2. General partners have .

3. A is known to the public as a member of the
firm, but has no authority.

4. Partnerships often receive tax from the gov-
ernment.

5. One advantage of a partnership is that it offers a multiple source of

6. A partner’s share of the business can come into the hands of a less

desirable ‘ upon the partner’s delth.




