Escuela Superior de Comercio

“Libertador Gral. San Martin”
Departamento de Lenguas: Inglés

BUSINESS BOOKLET - 4th YEAR - BASIC

1) WAYS OF PAYMENT

1. Which ways of payment can you identify in this image?

1335 b358 5321 9813

2. Look at the different images. What differences can you find? Now match them to the words
below.

counterfoil a bearer cheque an order cheque
a receipt an invoice a cheque
a promissory note a sales receipt a crossed cheque

e

Main Street Restaurant
6332 Business Drive
Suite 528
Palo Alto California 94301
575-1628095

Fri 04/07/2017 11:36 AM
Merchant 1D: Shq)xvufdr

Terminal ID: 1mm
Transaction ID: We6d598ef
Type: CREDIT
PURCHASE
Nusber:  JOOOXOXXXXXXX0041
Entry Mode: Swiped
Card Type: DISCOVER
Response: APPROVED
Approval Code: 819543
Sub Total USD$ 25.23
3.78 f Ees e & = oo oo e e Do = et e o s - = L
e o JOHN SMITH

US0$. 29.01 123 YOUR STREET 1076

ANYTOWN, USA 12345 90-7685/3222

NMMarch 13, 2078 9

Thanks lﬂ:)r“s supporlnm i Date
loca iness [ Paytothe ——
0 | Orderof.Fane Dee | $ oo
i Ene handred and oo Dollars () 5%
LBS Fi’!ﬁﬂ?iﬂ!z 567 595 6907 - 714,895 511
P O Box 4860, Long Beach, CA 90804-0860
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United Overseas Bank Limited, Singapora

amoate 2 5 0 9 1 2

O o M

i weeay  ROY Ang*” e YOOV

% s 0oLLars ~Twelve Million Three Hundred And Forty Five | S$ **12,345,678.00*

I Thousand Six Hundred And Seventy Eight Only**

_ WEERL EEEENR PLEASE SIGH ASOVE THIE LINE
CHECUE b0 BAMK - BRANCH f0. ADDOUNT WD,

>
G0

Dete 0. 12]2l0j2l0] 126

RELLREL LR LU R )
6% 1 NUTT IPEC | MOACTIIONK Vaiid for 3 months Only

E Pay Rahul Sharma Or Bearer
2 q1 URE A
£|Rupees v One Thousand Only —-------- ) L
3 & Y ? 1000/-

£ XXOOXOC00O00ONKIOOOO0OVKX
éﬁw XXOOOXXXXXXXXXX | S8 AC ey 13

Pryadio st par BV OUgh ¢ learing b O HDFC BANK LTD

[ Posse wgn adove 7 pou of et at ]

ABC Bank 012380 STAMP DUTY PAID
Rawang, Selangor

DATE 01 0117

DD MMY Y
PAY LEE AH MIM SR-AEARED
RINGGIT MALAYSIA  FIWVE HUMDRED OMLY RM 500.00 ===

CHONG SEE KIM ok 1.
L. 1? T .'r.l-ll-':":n.l

MO SIGMNATURE BEELOWY THES LINE

101 "0123456 01" 012345 " 12345678 01
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6 [Company Name]

[Street Address]

[City, ST ZIP]

Phone: (000) (00-0000 INVOICE # DATE
2034 2/21/2018

BILLTO CUSTOMER ID TERMIS
[Mame] 564 Due Upon Receipt
[Company Name]

[Etrest Address]
[City, ST ZIF]
[Phane]

[Email Address]

DESCRIPTION aTy UMIT PRICE AMOUNT
Service Fes 1 200,00 200,00
Labor: 5 hours at 575/hr 5 7500 375.00
Mew cient discount (50,000 (o000

Thank you for your business! SUBTOTAL 525.00
TAX RATE 4.250%
TAX 2231
TOTAL 5 L47.31

If wou have any guestions about this invoice, please contact
[Name, Phone, ema il @address.com]
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8 Salesperson Date
Customer Phone
Address

City | state ZIP

Qty. Item/Description Price/Unit Total

Total due:

Cash Expires
__ Check
_Visa/MasterCard/American Express

No returns or exchanges without this receipt

9

Amount: Date:
Place:

| Mr. ABC, make commitment to pay XYZ Company, the Sum of $

Repayment is to be made inthe form of 200 equal payments at the interest rate of 7.2% of $

payable on the 1oth of each month, beginning 10/01/2011 until the total
amount of debt is paid.

IN WITNESS WHEREOF, | set my hand under seal this [the day] of

[month], 20 and | acknowledge receipt of a completed copy of this instrument.

Sign: [Signature of borrower] o
Notary Public- SEAL

My Commission Expire
Name & Address: [Party name] / /
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3. Use your dictionary and match the words / phrases (A-J) to the definitions below (1-10).

a. to purchase e. to pay on delivery I. a bearer cheque
b. to pay cash f. installment J. a crossed cheque
c. to pay in cash g. a cheque

d. to pay in advance h. an order cheque

1. to pay at the moment the goods are delivered

2. the act of buying something

3. to pay at the moment the purchase is made

4. Tt is a cheque that can’t be cashed. It must be deposited in a current account or savings account.
5. to pay with money

6. a written order, usually on a standard printed form, directing a bank to pay money. It is used instead of
money to pay for things

7. to pay before the goods are delivered
8. It is a cheque that doesn’t contain the payee’s name. It is paid to the person presenting it.
9. It is a cheque that contains the payee’s name. It must be endorsed so that it may be cashed or deposited.

10. sum we pay periodically when we pay on credit

4. Complete this explanation with the words/phrases given in the box.

receipt on account drawer terms payee maker customer

payee receipt date debt invoice promissory note

delivery drawee

There are three parties to a cheque: the that is the party who signs the cheque, the

that is the party that must pay the cheque (the bank), and the that is

the person to whom a cheque must be paid.

A is a written promise of payment. This document is usually negotiable and contains

a signed promise to pay a stated sum of money to a particular person at a designated date or on
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demand. There are two parties: the that signs the document and the

that is the person who receives the money.

A is given to us when we make a payment. When we only pay part of the

we are given a

When goods are sold an is given to the customer stating the quantity, quality and

price of the goods sold, and sometimes conditions of payment and . The details that

it must include are:

+ Name and address of the and the seller

¢ Order number

<> and delivery terms

+« Number and kind of articles sent, price, discount and total of payment and

methods of dispatch.

2) TYPES OF BUSINESS
ORGANIZATIONS

1. Look at this meme and answer: What type of business organization is represented? Talk together
with your classmate about what the meme is telling us about this type of business organization.
Share your ideas with the rest of the class.

B

- e ,--c;: o
- 5.}

What society thinks 1 do What | think | do What | actually do

i
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2. View the PowerPoint presentation and complete the chart below.

TYPE OF BUSINESS GENERAL POSITIVE | NEGATIVE
DEFINITION OWNER(S)
ORGANIZATION CHARACTERISTICS ASPECTS ASPECTS
SOLE

PROPRIETORSHIP

FRANCHISE

s ) 1

QHE&@@

3. Read about different types of business organizations and add any other necessary information to

the chart in Exercise 2. You will find the text on the following page.
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TYPES OF BUSINESS ORGANIZATIONS

People transact business in different ways.

1- SOLEPROPRIETORSHIP or SOLE TRADER: it is the simplest way. The business is owned by only one

person.
2- PARTNERSHIP: a business owned : il
“‘; .ﬂl I.I.[:s[m e gl
by two or more people. They decide Fm& " SIPART . MANY H[Xl]lllﬁ BOMPANY":" w0
to enter into business contributing PARIN[%IIS"F I-I oo wm CORPORATI ONS STATE =
?'u‘;l?fm . M[MB[RS FORM TAXATION
either with their work (working CORPORATE ’“‘“AB"-I'I’Y
partner) or with their capital M[M'Bgﬂ- Tﬁrn

(sleeping partner). In general a OWNERS

N 2 5
) T, g o mm
contract is .sig.ned specifying each —::”m&Y EURP[]RA'”UN IAX

person’s obligations and the amount
of profits to be received. This contract is very important because it provides a solution to conflicts in

case of disagreements or problems between partners.
In most cases partners invest equal capital, get equal profits, and share authority.
Partnerships can be classified as:

v Limited liability: in case of bankruptcy, each partner is liable (responsible) only for the money
invested in

the business.

v" Unlimited liability: in case of bankruptcy, partners are responsible not only for the money

invested in the business but also for their private assets.

3- CORPORATION: a big company or a group of companies acting together as a single organization.
Corporations are owned by stockholders. Generally they don’t run or manage the business.
Stockholders invest money in a business by buying shares. A stockholder owns a part of the company

proportional to the number of shares he has bought. If a business fails, the stockholders lose only the

money they have paid for the shares. If the business is successful, they can make good money.


http://www.wordreference.com/synonyms/responsible
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4. Read the text again and say if the following sentences true (T) or false (F)? Justify the false ones.
1. An Unlimited Liability Partner is responsible, in case of bankruptcy, for his private capital.
2. Some partners don’t invest money in the partnership.
3. It is not convenient to sign a contract because it doesn’t solve any situation.
4. Stockholders always sign a contract when they buy shares.

5. Read the sentences and fill in with the correct option. There are three options for each sentence.

a. Business ......... are varied. types |groupingsl  lassociations|

b. A partnership is an association of ......... or more people.

c. Stockholders don’t take ......... part in the business

d. Partners sign a contract which ......... the partnership conditions explain| specifies|

3) BANKS

1. Look at these bank logos and answer the questions:

" ABN-AMRO  pegples United Standard
k—/

Bank Chartered BB&I /
First Nohonol Bcnk
i | square 1 bank
_ KeyBank
= Which of these banks are Bank &
JPMorganChase €  OneWest Bank E %% RONB
located in your city/country? Bankotmeis, erBan
Yy Y. yr) WSFSbank) EV K BBVA Compass
= Are they local or Sl =P PaRiBAS & Mechanics €8 COMMERZBANK
. . n &Santander Bank' BridgeBank ’\
international banks? S ¢ RBS Rkt ot Ass&:ted
) w m&m \DJ Bradesco Bank B EMBASSY BANK™ " gani
= Which ones do you suppose  ggpreank B $R % ba « WIS,
. STERLINGBANK aboban estpac
are the most important? ROCKLAND P
5 - sl HSBCX»r EEENEY 5ank]
u 0 our arents ave
Y P r o Cambridge Trust Company 1] CapitalOne
accounts in any of these
TObank. wh SVB) e A oz
banks? @ Investec LLOYDS BANK (i ool A —

<~ __ ZIONS Ll
SleraVista BANK VA‘M&TBank citibank Ze
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2. Read the text and find the types of banks described. What's the difference between them?

1)

nowadays?

BANKS

In the past, banks were safe places where to
deposit your money to protect it from any risk.

But is that the only service we get from them

Banks are places where people can keep their money. Most people use banks to save money in their

savings accounts and to pay money from their checking accounts. Banks are large institutions which deal

with several aspects of the economy of countries, individuals and monetary systems.

Not all banks offer the same products and deal with the same type of customers. They are categorized

according to the products they offer and the target they aim at. In some cases there are banks that offer

services to both. Banks can be classified into:

+* Commercial banks

0,

** Merchant banks.

Commercial banks sometimes called Clearing banks.
Commercial banks deal with individuals and they give people the
possibility of saving or investing money. They provide banking

services such as:

1) accepting deposits either in current accounts or savings
accounts. When you open a current account the bank gives you a
chequebook. You can draw a cheque to pay without the risk of

using cash. When you have a current or savings account you

Reminder!

fee: amount of money paid for
professional services.(a doctor’s fee-
a lawyer’s fee)

salary: money that you receive as
payment from the organization you
work for, wusually paid to you
monthly.

wage: money you earn that is paid
according to the number of hours,
days or weeks that you work.

ATM: Automatic Teller Machine

10
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become a bank client and you are entitled to several privileges, for example: You can ask the bank to

give you a credit card.

2) granting loans (loan: amount of money you borrow from a bank)
3) issuing credit cards and ATM cards (debit cards)

4) payment of fees, salaries and wages into the workers’ accounts.

Then workers can get their money using their ATM cards.

Merchant banks give similar services not to individual

customers but to companies or corporate customers. They

offer:
1) Stockbroking and portfolio management services

stockbroking: the act of buying and selling shares, bonds and

funds for people.

portfolio: the total holding of the securities, stocks and commercial papers owned by a private investor

or a financial institution.
2) Mergers, takeovers and acquisitions are handled by this type of banks

merger: the combination of two or more business

enterprises into a single enterprise.

takeover: when one company takes control of another

by buying more than a half its shares.

acquisition: something that you have obtained by

buying it

3) They provide financial advice too.

Banks make a profit from the differential between the interest rates they pay on deposits and those

they charge on loans.
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3. Complete the spider web with the different services offered by these banks.

e

COMMERCIAL BANKS MERCHANT BANKS

> N

4. Translate.

a. to provide

b. to grant

c. a grant

d. merchant

e. a take-over

f. a merger

5. Are these sentences True or False? Underline the justifications in the text.

1. Nowadays banks offer services similar to those offered by banks in the past.

2. Banks usually offer the same products and deal with the same type of customers.
3. You can open a savings account and deposit money in an ATM.

4. People can pay gas and electricity in commercial banks.

5. Employers usually deposit worker’s salaries and wages in merchant banks.

6. Merchant banks offer services such as buying or selling stocks.

6. Complete the text using the words from the box

accounts can connected earns often their use where

Banks are places where people can keep ....cceceeveeeecereennens money. Most people ...eeceiceecenns banks to
save money in their savings .....ceeeeeeneens and to pay money from their checking accounts. Today,
When a pPerson eeeeeceeenees money from their job, their paycheck is .....cceereeerenne. electronically

12
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deposited (put) into their savings or checking account. Then, he or she ......cceceeeenee pay their bills by
writing checks from their checking accounts or pay onling .....cceceeeceeeee their bills are electronically

......................... to their bank accounts.
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English - 4th Basic

ICEBREAKER

Hello, everyone!
Let’s get to know one another! Join this padlet and tell us who you are, what you like, etc.
https://padlet.com/florenciaviale/gb7b1sw3z587

Your teachers have already done it (to add your comments click on the + sign at the bottom
right corner of the page):

padlet.com/florenciaviale/gb7b1sw32z587 = ® Q H

1 comment

€ Anénimo 1m
Hello! 'm Mercedes, a bit older
than Flor!!! I've been a teacher of
English for...28 years!!!l! | am also
amother , but my children are
already adolescents, Cata-19 and
Lolo -14.Sorry to tell you Flor that

at home we are all NOB fans!!iilt

Money, money, money!

Have you ever heard the expression “Money makes the world go round”? Click on the idiom to check
its meaning.

In times of crisis, like the one we are living right now, money becomes very important.
Check these newspapers to see how to use your money properly in times of Coronavirus:

“Cash Is King In The Time Of Coronavirus”

Read this article and write down 5 main ideas, you think are important to keep in mind, in your folder.
In case you need help with vocabulary, here’s an online dictionary.

™S N NN N


https://padlet.com/florenciaviale/gb7b1sw3z587
https://dictionary.cambridge.org/es/diccionario/ingles/make-the-world-go-around-round
https://www.forbes.com/sites/nathanvardi/2020/03/16/cash-is-king-in-the-time-of-coronavirus/#50c4d0c53e44
https://dictionary.cambridge.org/dictionary/english-spanish/

“Your Monev: A Hub for Help During the
Coronavirus Crisis”

Read this article and make a mind-map with the tips it gives.

CONCEPT MAP

55 T
SR
sy



https://www.nytimes.com/article/coronavirus-money-unemployment.html
https://www.nytimes.com/article/coronavirus-money-unemployment.html

Practice Listening
Songs 06 / MONEY MONEY MONEY

Do it in English!

Listen and fill the gaps

Money, money, money (ABBA)

I all night, | all day, to pay the I have to pay - Ain't it sad!
And still there never seems to be a single left for me - That's too bad!

In my | have a , If  got me a wealthy ;

| wouldn't have to at all, I'd fool around and have a ball...

Money, money, money,

Must be funny, in a rich man's world
Money, money, money,

Always sunny, it's a rich man's world
Aha-ahaaa - All the things | could do

If I had a little money, it's a rich man's world

A man like that is hard to but | can't get him off my - Ain't it sad!
And if he happens to be | bet he wouldn't me - That's too bad!
So | must , I'll have to go, to Las or Monaco

And win a in a game, my will never be the same...

Money, money, money,

Must be funny, in a rich man's world
Money, money, money,

Always sunny, it's a rich man's world
Aha-ahaaa - All the things | could do

If I had a little money, it's a rich man's world

Money, money, money,

Must be funny, in a rich man's world
Money, money, money,

Always sunny, it's a rich man's world
Aha-ahaaa - All the things | could do

If I had a little money, it's a rich man's world

It's a rich man's world
Talking points
Are you rich? How much money do you need to be rich in your country?

Do you know anyone really rich or really poor? Describe them.
Can money solve all your problems? What problems can money solve?

www.youtube.com/watch?v=ETxmCCsMoDO




Waye of payment”

First assignment: Unit 1 “WAYS OF PAYMENT” (Source: ESP Booklet, available in your class blog)

Unit 1 “WAYS OF PAYMENT” (pages 1 to 6 in the Basic Booklet )

Before working with the booklet, watch this video and write down the most important details mentioned
there in a mind-map.

Now, go to pages 1 to 4 and do exercises 1and 2.

Then go to pages 5 and 6 and do exercises 3 and 4.

Deadline: First week in April
Stay tuned for updates and further communication from your teachers!

A TOGETHER W cian:

we change.


https://www.youtube.com/watch?v=Vyheek2FqL4

