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Preface

The main purpose of the book is to improve the Chinese students, accounting English
through a fairly systematic study of basic Western Accounting.

In compiling and writing this book we have all along borne in mind the interests of the
following groups of learners:

o College students majoring either in Business English or in Accounting;

0 Those attempting to go to business schools or schools of banking & finance in major
English-speaking countries like the U.S., the U.K., Australia and New Zealand,;

o Certified public accountants intending to further improve their accounting English at
school or by themselves;

o University graduates who are desirous of finding a good job in a foreign accounting
firm in China or elsewhere abroad, that requires their employees to use English in their
accounting work;

o Those preparing themselves to pass the Financial English Certificate Test (FECT) given
by the FECT Committee of the People’s Bank of China (PBC).

This book consists of six parts. Part One (also Unit 1) deals with basic accounting terms.
Part Two (Unit 2-7) introduces fundamentals of Financial Accounting. Part Three (Unit 8-12)
examines some important aspects of Managerial Accounting. Part Four (Unit 13-19) discusses
Basic Bank Accounting, and Part Five, consisting of 15 selected accounting artcles as
supplementary or extensive reading materials, is added with a view of creating or offering
extra chances for the students to review and consolidate their accounting English picked up in
class and reinforce their understanding of Western Accounting discussed in the main texts on
Accounting. Part Six is the key to the exercies in the texts. From a language teacher’s
stand-point, this book has at least 3 distinguishing features.

First, being compound. That means this book is not just suitable for teaching accounting
English but also for teaching Western Accounting in English.

Second, organic combination. By using this textbook, teaching accounting English is
naturally and organically integrated with imparting knowledge of western accounting to the
students, thus achieving the.effect of “Killing two birds with one stone™.
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Third, focusing on teaching accounting English. This is the most striking feature of this
book. For example, at the end of each unit there are review and discussion questions and
various kinds of exercises designed to develop or improve the students’ language skills. In
addition, Part Five is added as consolidation material for self-study or extensive reading on
accounting English. Through studying the-carefully-selected 16 accounting articles, the
students will be enabled to strengthen their class work, enlarge their accounting vocabulary
and enrich their knowledge of western accounting.

Hopefully this book will play a due role in contributing to the overall improvement of
accounting English of the Chinese students and bilingual education in China.

If you have corrections to make about this book or suggestions to make which could
improve future editions of this book, we invite you to write to us at Chen Qingbai 117-303
western part of WangJing Garden, Chaoyang District, Beijing 100102.

Chen Qingbai
Wang Jingxian
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Introduction

1.1 Basic Accounting Terms

Account

Account refers to each item in a financial statement. The Oxford Dictionary for the
Business World also defines it as named segment of a ledger recording transactions relevant to
the person or the matter named. Still other accounting experts regard “account” as a business
document used to record and retain monetary information about a company’s transactions. An
account may have different forms, but in every case the account will have a left side and a

right side which are called by accountants debit side and credit side respectively.

Accounting, Accountancy

The recording, analysis, and the presentation of financial data relating to the transactions
of an orgamization in a form which conforms to the practices and conventions of the
accountancy profession. All the activities relating to the financial aspects of an organization,
with regard to historical data, control of current financial matters, and financial planning for
the future. (Note: the word *“accounting” is used in the US to mean the subject as a course of
study, while in Britain the same meaning is expressed by “accountancy™)

Accounting Skills

According to some accounting experts the skills required for an accounting unit are concerned
with the ability to collect information and to use it in a practical and useful way. In other words
“accounting skills” not just means having “knowledge” but also means having the ability to use the
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knowledge in a practical business situation.

Specifically, accounting skills include the following:

¢ Lcaming and Study Skills

¢ Working with Others

Businesses usually contain people who have different or differing approaches and
purposes, and an important business skill is to be able to work with others.

e Communicating Skills

It is little use having knowledge or information if you cannot pass it on to others. The
skill of selecting the most appropriate method of communicating is important and necessary.

e Numeracy

The skills in this area are concerned with feeling confident with figures and numbers.
Most company reports contain detailed figures for profit and valuation of assets, and the users
of such information need to be familiar with the use of numbers. The skill is not just being able
to compile statistics and make calculations but also to be able to communicate them effectively
so as to convey their meaning.

e Information Gathering

The business world requires data, information, and statistics. Knowing where to collect
the information from, and then actually doing the collecting, is a skill.

¢ Information Processing

Processing may mean using computers or other processing technology, or it may simply
mean writing on a sheet of paper with a pen. Choosing the best method of processing is
important as a skill, as of course is the skill of actually doing the processing.

e Identifying and Tackling Problems

Problem solving is a skill, and so is identifying the problem. Being aware of a problem
can sometimes be as important as being able to offer a solution.

The skills described above are very active. To develop them you need to be involved in
activities and tasks that require you to collect information, use the information, and use a
whole range of other resources to aid your studies.

Books
Book in its plural form means trader’s accounts, or files or computer records where a
company’s accounts are kept.



