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Unit: 1 Office Supplies

Words

Key words

1/ Binder (noun) <&

A plastic cover with rings for holding sheets.

2/ Envelope (noun) <k

A paper sleeve, send mail or letters.

3/ Legal Pad (noun) <igi sida

A tablet of ruled paper.

4/ Highlighter (noun) yaa3 al8

A fluorescent colored marker.

5/ Marker (noun) 3 at2

A spongy pen, filled with ink.

6/ Pen (noun) a2

A utensil, an instrument filled with ink.

7/ Pencil (noun) 4aw

A utensil filled with a graphite core.

8/ Stapler (noun) 4w

A tool used for attaching sheets.

9/ Staples (noun) (sl

Small u-shaped strips of metal.

10/ Tape (noun) (&Y ki

Adhesive material for attaching things.

Unit:2 Office Furniture

Words

Key words

1/ Swiveling (adjective)J) $2

Turns or spins around.

2/ Adjustable (adjective) Jawill Jii8

Can be put in various positions or settings.

3/ Bookcase (noun) <asl &) A

Shelves for holding books.

4/ Desk (noun) <¥ia

A furniture with a writing surface to complete tasks.

5/ Desk lamp (noun) <% zluas

An electric lighting

6/ Ergonomic (adjective) g

Minimize discomfort

7/ File cabinet (noun) <ilile dsdla

A rectangular box with drawers.

8/ Office chair (noun) iSa (o S

A seat, back, wheels a person sits before a desk

9/ Sectional (noun) awds pald s

Several matching pieces of soft setting.

10/ Store (verb) Hdiay / ¢34

To keep/ save something for later use

Unit:3 Office Machines

Words

Key words

1/ Computer (noun) i gmas

Electronic device for organizing, transmitting and displaying

2/ Shredder (noun) Gls¥! gk 4

Destroys paper by cutting them

3/ Fax machine (noun) g«slll

Converts images into electronic data.

4/ Keyboard (noun) geiitia 4a gt

Buttons used for typing.

5/ Monitor (noun) 4L

Display information on a screen.
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6/ Mouse (noun) s &

Control a computer by rolling.

7/ old (adjective) psb

not new , used many times before.

8/ printer (noun) 4ala

prints computer data on to paper

9/ Copier (noun) gewd 41

Duplicates of paper.

10/ Scanner (noun) (gl geal) 411

Converts images into computer data.

11/ Toner (noun) 4asdall s

A chemical substance used in copiers and printers.

12/Wireless (adjective) Sl Juai)

Internet connection without wires.

13/ Share (verb) pladiay) 4 & Ly

All people use the same item.

Unit:4 Financial Documents

Words

Key words

1/ Application (noun) b 3 jlaiu

Form to request employment.

2/ Business plan (noun) Jes 4ki

Official written statement of a business’s goals.

3/Contract (noun) Jss i

A written agreement.

4/ File (noun) «ila

A collection of documents.

5/ Finance (noun) 4ilall 3 ) gall i

Deciding how money should be spent or invested.

6/ Insurance policy (noun) (el 48554

Dates, time, liabilities.

7/Legal tender (noun) 4 sial Alast)

Legitimate currency of the payment.

8/ Record (noun) <law

Written transaction or event.

9/ Review (verb) (84 a2l

To look, find errors.

10/ Statement (noun) & 38 ol

Updated information.

Unit:5 Cash

Words

Key words

1/ Cash (noun) 4 4das

Paper money.

2/ Coin (noun) 4xisa 4les

Metal money.

3/ Change (noun) &l ¢ AL |G e

Amount of money usually coins.

w2 2/ Cash advance (noun) 4

Loan, taking & returning money.

5/ Deposit (noun) (e il gyl

Money put into.

6/ Expenditure (noun)4d s ai Lal cild g paal)

Spending money on something.

7/ Withdrawal (noun) ) caaudl diles

Taking money out.

8/ Flow (noun) (Atall (g8l

Continues motion of money.

9/ petty cash <iléy puaall §giia
Cnid gall 8 (e a2y

Small amount money for expenditures.
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Unit:6 Numbers

Words

Key words

1/ add (verb)gess ,ciusy

Combine numbers.

2/ and (conjunction) 6= 5 9 1 JUe aeall aa35us 4

Combining or adding numbers.

3/ plus (adjective) &)

Operation of addition.

4/ come to (verb) st

Add up amount or number.

5/ is (verb) ¢t

Equals number.

6/ equal (verb) s

Correct answer to a math problem.

7/ divided by (verb) s audy

Number, Split into.

8/ over (preposition) &

Used for dividing a number.

9/ less (preposition) a2, (s g ks ad)

Taking a number away.

10/ minus (preposition) u<dU

Subtracting a number.

11/ subtract (verb) u<ail

To take a number away.

12/ multiplied by (verb) ) @ s a8

Added onto itself.

13/ times (preposition) als g saa ad

Multiplying numbers.

Unit:7 Changes in value

Words

Key words

1/ bottom out (verb) g8 hiwwy [ J 3 [ gy

Reach lowest point.

2/ decline (verb)<¥Wal) ¢ g Jaay jaady

Lose value become in worse condition.

3/ decrease (verb) J& [ padddy [ ally

Smaller / lesser in value.

4/ shrink (verb) Ji | uaiiy

Become smaller.

5/ fluctuate (verb) cul & [ 8

Change frequently.

6/ steady (verb) Aiwa [ </ iy ¥

Doesn’t change.

7/ expand (verb) «is bl [ aaai [ g 5l

Become larger.

8/ grow (verb) sa& [ 23

Become larger or greater.

9/ increase (verb) sai [ L

Become larger or greater.

10/ peak (verb) 4adl) A Juay

Reach a highest point.

Written, collected & edited by: Tahani R. Seen Jei

Page:3 English Language Instructor @ ELC_UQU

L0 gl Ay jad) ASLaal)




Kingdom of Saudi Arabia
Umm Al-Qura University
College of Social Sciences
English Language Center

od
¥
English Langue

Centre

aslail) 3,039

AN al daaly
¥/ dolaiaY) aghal) 48
sy Ay 54l Al 38 5

Finance Terminology Guidance Book 1 4:bai®y) a glall 4, 3alaty) dalll) clathuas Jula

Unit: 8 Balance Sheets

Words

Key words

1/ Accounts payable g3 cilibwa [ 4dils clibua

Debt money a company owes.

2/ Accounts receivable (2@ cilibua [ A clibua

Money owed to a company

@)\Mc)&ﬁu\ég

3/ Assets (noun)

Anything of value / invested to gain profit.

4/ Fixed assets (noun) 4w sals 446 J gual

CYY) 5 @l aal s ol VIS sliiall 3 galiaiBl (i jal padins

Physical things used for production not easily
converted to cash.

5/ Intangible assets (noun) 4xgals & 430 J gual
il Al g1 AV G sia s o_jenl) Jlie

Things not physical such as
copyrights, customer lists.

6/Balance sheet 4 juall Ciis [ 4ia gand) 40 jaall

Document shows an analysis of a business.

7/ Inventory (noun) Asladl ¢y 535 [ ¢ jaally delay

Supply of goods held in stock.

8/ liabilities (noun) <kl i)

lalea Jabeiall o gill gl LgiSlaad 38580 () g0 Jiay 2 il

Business’s debts and expenses.

9/ Total liabilities (noun) <lal 33N g ¢ gaall £ gana (Alaa)l

Sum of a company’s debts and expenses.

10/ owner’s equity (noun) Jwal) (sl aba (3 58a
L) G5 s

Portion / owned by the owner
of a company.

11/ property and equipment
(P & E) (noun) <laa g cibsla

Factories, machinery / physical things.

Unit: 9 Using money

Words

Key words

1/ Charge (noun)<tada a g

Services price.

2/ Credit card (noun) olaidy) A,

Draw money from a bank.

3/ debit card (noun) aas 4dUa,

Draw money from the user’s account.

4/ Credit limit (noun) (¥ aad)

Maximum of money allowed to borrow.

5/ Direct deposit (noun) < gl

Immediate transfer of money.

6/ purchase (noun) / bt &b yida

An item for money.

7/ invest (verb) sakiug

Money / profitable return.

8/ monitor (verb) / gt <81

Observe something.

9/ save (verb) Jually Biiay

Keep money.

10/ spend (verb) Jwll (3L

Use money to pay.

11/ track (verb) dmbual) cidend) jlua ais

Observe financial transactions.
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Unit: 10 Bank accounts

Words

Key words

1/ accrue (verb)sak

Increase.

2/ Check (noun) <l

Written document money payment.

3/ checking account (noun) (2sas clua

Bank account money easily accessed.

4/ Commercial bank (noun) s &y

Banking services to the public.

5/ credit (verb) J iy

Give and add to something.

6/ inquire (verb) Ak [ alakiay [ pudioy

Ask or question.

7/ interest (noun) w2 _siball Jlall il gdl) dgud

Percentage price / Borrowed money.

8/ overdraft (noun) uadddl Glua (e 3 3 Laid Jlall s

Withdraw more money than you have.

9/ provide (verb)_és:

To make something available.

10/ qualifying (adjective) 4slaall julaal) L Ja 5

Meets the standards required.

11/ rate (noun)Ji=

Speed or amount at which something Increases or
decreases.

12/ retail bank (noun) & e Cluwsa g 318 iy

Services to individual and small companies.

13/ savings account (noun) i Glwa [ A clea

Higher interest than a checking
withdrawal restriction.

Unit:11 Bank services and costs

Words

Key words

1/ access (noun) JsA / J ga sl Asilsal

The ability to withdraw.

2/ ATM (noun) N <l pall g

Computerized machine / dispenses cash.

3/ bill pay (noun) il 3 gild dad yaud

Online paying.

4 / Cashier’s check (noun) 2 s &

Check from the bank itself.

5/ fee (non) dxigall clasill a g

Price for professional services.

6/ letter of credit (noun) Jis| i
Aadiall Aa8 Ao Sl 4y 2ty

A bank promising to pay.

7/ online banking (noun) < AN ype (A jaall Jabadl)

Banking transaction from website.

8/ returned (adjective) a3 [ a2

Refuses to pay not enough money.

9/ service (noun) 4ea

Performance to benefit a customer.

10/ transfer (verb) g il Jaga3

Money move.
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Words

Key words

1/ apply for a loan (verb) didl (s Jlall (il j38) Gl

loan application to borrow money.

2/ auto loan (noun) bl (a B

Loan to buy a car.

3 / closing costs (noun) dsidll ¢ il 8 a gy JUB) il

Fees charged by banks.

4/ Collateral (noun) o2 Al Laud (palil Adga e J gual

Asset pledged to secure a loan.

5/ early payoff penalty (noun) Sl dacd) 4al &

Paying off a loan before the term ends.

6/ interest rate (noun) 38 jaw Baildl) Jira
Sl a8 Sl i) olialiy (g2

Annual percentage charged by a bank
for borrowing money.

7/ mortgage (noun) gt CA

Borrower’s house used as collateral.

8/ personal loan (noun) (i (a B

Loan / personal reasons.

9/ points (noun) 38N jau (addy g b (a @

A real estate loan that lower interest rate.

10/ term (noun) ua Al ads Lgsd a4 Al B jidl)

Period payments loan.

Unit:13 Types of businesses

Words

Key words

1/ C Corporation (noun) daaluw sliia [ 45 44

Public company shares traded.

2/ corporation (noun) 3_sS 4y el 48 )&
430508 Sl g gane g (358 Lgpal

Large business /Legal rights and responsibilities.

3/ co - operative (noun) Ggkas

people work in business and use its service.

4/ incorporated (adjective) Yz uad s 4S 1
SIS Al oy A e

Legal corporation.

5/ LLC (non) 3933 4 ghewa )3 4S 3
Limited Liability Company

Limited / certain rights.

6/ non — profit organization (noun) 4l & daiia

Uses surplus funds rather than pay.

7/ owner (noun)<ital)

Person who possesses something.

8/ partnership (noun) 4s) &

Owned by two or more people.

9/ private (adjective) 4ald 4s i

Not open market.

10/ public (adjective) 4l 48 i

Open market.

11/ sole proprietor (noun) usdall [ 3 All [ aa gl clllal)

Owner / only person responsible.

12/ shareholder (noun) 4l 4t & 4as caala
AS ) b aged conlin / ablosa

A person owns stock in company.
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Unit:14 Types of cost

Words

Key words

1/ administrative (adjective) s\

Operation / management.

2/ adverting (noun) 4l el / odeY)

Publication of advertisements.

3/ Business performance (non) Jadl s1a) (uliia

Activity of business how good or bad.

4/ cost (noun) 4dlsit)

Money required to pay.

5/ distribution (noun) s o Aaded) alud alud) a5 g8

Delivering or spreading something.

6/ labor (noun)ildlse &

Work in exchange for pay.

7/ production (noun) g\

Creating something for sale.

8/ storage (noun) ¢ Al

being kept in a place.

9/ total costs (noun) 4laay) 44l

All expenses of a business.

10/ variable costs (noun) 3 saial) Caylsil)

Expenses that change.

11/ fixed costs (noun) i p& ZUDL 4G Al

Expenses don’t change.

Unit:15 Budget

Words

Key words

1/ budget (noun) 4 jal)

money available for particular purpose.

2/ Cash budget (noun) 4381l 4 gacdl) e

estimate cash payments.

3/ debt (noun) &=

money someone owes to others.

4 / income (noun) Jay

money receives from work.

5/ master budget (noun) 4Ll 4531 50

detailed plan for reaching goals.

6/ operating budget (noun) 4l cllead) 453 g4

estimate income and expenses.

7/ overheads (noun) 4l cild g yaa

costs of not related product or service

8/ plan (noun) Jaais

actions intend to complete.

9/ profit (noun) =Y

money earned after expenses are paid.

10/ staff (noun) Jaadl (&8 [ (il gall pdls

group of employees who work.

11/ sufficient (adjective) <i\S [ <ilg

enough of something.
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Unit: 1 Types of Investments

Words

Key words

1/ Bonds (noun) &l Bl jiaal) Lgd a gy <l el (A
J5a¥) o Blill ads o 38 g o (o sl ) ) sa¥)
Al ydall

Investments wherein the issuer lends funds to a
borrower who agrees to pay interest on the
money borrowed

2/ certificate of deposit (noun) g/ salgs

A deposit of money at a bank.

3/ equity (noun) 4slal) &8s

A monetary value of ownership in a business.

4/ investment (noun) _lkiiv

an expense with the intention of gaining profit

5/ money market account (noun) af gl Glua
g5 A i) 38 ¢ Ao gall JgaY) Jlalind oy Cua o gial)
Adlall (31, 6Y) (e Adlida

Is an account with a bank wherein the money
deposited is invested.

6/ mutual fund (noun) & ida [ Aglad jlaiiu) (§giia

A collective investment scheme.

7/ Pool (noun) & @Sl Aa) [ (o salia gans
Q-),M\

Money to be invested, bring it from several different
sources.

8/purchase (verb) ¢ i

Buy it / pay money to own it.

9/ real estate (noun) < i

Is property in the form land.

10/ securities (noun) 4l §sia 358

Contracts regarding ownership.

11/ stocks (noun) ag!

Shares of stocks, portions of ownership

12/ sell (verb) g

Unit: 2 Types of Investments

Words

Key words

1/ aggressive (adj) (=52 sl

If an investment aggressive, it involves higher risks.

2/ comfort zone (noun) Y 4ikia

Level of risk is accustomed / comfortable.

3/ goal (noun) <%

Success / achievement

4/ conservative (noun) sedd hdat a8

Less risk / predictable investments

5/ moderate (adjective) Hialia /[ Jaira

Medium level of risk

6/ personal investment (noun) add jlaiiu)

A purchase made by an individual.

7/ retirement (noun) W&

Stop working

8/ risk aversion (noun) _hlial) s

Level of reluctance to ace the chance of loss

9/risk tolerance (noun) _hblaall Jaad o 5 adl)

Deal with the chance of loss

10/ risk — free (noun) bW (e JA

No chance of loss
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Unit: 3 Personal investments and retirement

Words

Key words

1/ cash in (verb)

an investment is to redeem it for its monetary value

2/ contribution (noun)

money deposited into a retirement account

3/ match (verb)

Deposit / contribution is to make an equal contribution as
another party

4/ IRA individual retirement account (noun)

Plan for saving retirement money

5/ rollover (noun) _lafie) JUs)

The transfer of funds

6/ pension (noun) W& il

Receive income when no longer employed / retirement

7/ retirement age (noun) Wil G

The age at which a person is legally allowed to receive the
pension.

8/ portfolio(noun) 4 jleiin) diiaa

A person’s / company’s collection of investments

9/profit sharing (noun) LY A 4 L)

is an incentive plan wherein employees of a company
receive payments to their or salary that depends on the
level or profits earned by the company.

10/ Roth IRA (noun) =&l & Ate dad

Is a retirement savings plan.

11/ tax (noun) il wa [ dalla 2 gy

A financial charge placed on something by a government.

12/ trust (noun)

Arrangement wherein one person’s property

Unit: 4 The stock market

Words

Key words

1/ dividends (noun) 4ageda [4s jga L

Payments made to shareholders of a company

2/ going concern (Noun)s saiua 4aild sliia

A company that has the ability to continue operating as a
business

3/ high (adj) =

Something is high, it is above average or above what it
was previously in value

4/ IPO Initial Public Offering (noun) (A o2&
alad) sl

When a company makes its stock available to the for the
first time

5/ low (adjective) uaddia

Below average

6/ profit (noun)
sl gl

The money left after selling something and paying any
costs.

7/ sock market (noun) 4sllall agal) (§ g

An electronic or physical location

8/ trade (verb) A&

To exchange it for something else
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Bonds

certificate of
deposit

Equity

investment

Pool

Purchase

are investments wherein the issuer lends funds to a borrower who agrees to pay
QY o 38 gy 3 (a sikall ) J)sal) Gl Bl suaal) g a gl < jlaiin) A
1-is a deposit of money at a bank or other financial institution for a specific
amount of time , after which a fixed rate of interest is collected
Gl Bald maw Juuant oy el way g ¢ Badaa Ayl B (o AT Alle Aespa gl iy B g8 £ 1)
2- an interest earning account with a fixed time period
Badaa Apia) b i aa B au ilua

is a monetary value of ownership in a business which includes investments of
stock in the business.

il LA B agul) c jlaiin) cradaly (5 jlad Jaldd b AuSlall Ayadi dad &

2- Joe has the highest of all the shareholders.

An ... is something acquired at an expense with the intention of gaining pror
from it in the future. Investment is also the act of acquiring such things.

o3 o g guanll o Lin g Jladiad) Jiituall b Ada Gyl o Jguanl) Cings Glus e ALSS) o £ 4 gh
AR

2- Buying a house is a good investment

S laial 9o J3a gl
To gather something, such as money to be invested, is to bring it from several
different sources and use it as one collective amount.
Slax &S daladin g Adlida Jilaa 338 (e ddla ga ¢ o lain) ) sall Jlall Jia ¢ L g gand,

2- to gather from several sources

a3 (e gaad

To receive something is to buy it, or pay an amount of money to own it.
MWYJLAS\QA@QA@JJM»U&}ALA;H&N
2- to receive something for a cost

ﬁm‘idu\&&uﬂéé‘g‘ch\ﬂyu;‘;&



Real estate

Securities

Sell

Bond

Stock

Mutual fund

money
market
account

is property in the form of land and its improvements.
Lgkad g g ¥ JSd A Luald g
2- land and buildings
g g2 )

are contracts regarding ownership, or debt agreements such as stocks and
bonds, that can be bought, sold, or traded.

W Boaliadl ol Lgans of W gl o ¢Say (AN claiad) g agad) Jia ¢ gpal) CLBLES) g ASlally Adlatial) 3 ghal)
2- Stock and bonds are Securities Real estate is not.
A Cond el jlnd) Adlal) (31 6¥) 5 Colaiad) g agud)
To give something is to surrender ownership of it to another in exchange for an
amount of money.

2- to give something to someone for money

Jhall Jilia La il oG pllacy
Dan purchased a government Bond

g.AJSA Al ‘5‘)3&\ Ol
partial ownership in a company

S, b i A

The manager pooled money from several investors into

@ (i Bas (e Jlall paall aea

Sue opened a money market account at the bank.

Mlgédw\dygm@éy



Risk tolerance

Risk aversion

risk-free

Retirement

medium

Moderate

personal investment

Conservative

U2
is how well a person deals with the chance of loss.

byluxdl doyd go aridl Jolzd sdo g2

is a person's level of reluctance to face the chance of loss.

byluxdl doyd dgalgn e paxadl plx>| Goduwo g2

If something is risk-free, it involves no chance of loss.

e gshin ¥ L6 ¢ sblialdl gu IS s b JUa gLS 3]
3y Llusd S doyb

is the point in life at which a person stops working for a living.

0o Juerd! (e et Lgad dibgin G b laxdl b dhdidl _a
gusd) Ladd Jai

If an investment style is moderate. it involves a medium level of risk
in investing

O bwgio sgduws e gohin Yuizs Hladliwy! bad gLS 13
Jladliwy ) 5 ybliadl

Most people are comfortable with a medium level of risk.

Mblradl o bwailo ¢ gdwssy (s> LI o wlidl alizs
2-If an investment style is moderate. it involves a medium level of
risk in investing
A personal investment is a purchase made by an individual with the

expectation of financial gain.

&350 @b o4 Lgo podin sl yh Ladas ga adadl ) LadiwY|

Candice is a cautious investor.

Lods sl ga uodLS



goal

risk aversion

aggressive

comfort zone

conservative

Jon worked hard to meet his planned level of achievement
bhxoadl o)lad| ¢odwo Gadxid dxsy (92> Jue

2- A goal is a planned level of success or achievement towards which a
person works.

His high reluctance to face the chance of loss keeps him from
making most investments.

o ¥ drxy byluxdl doyd dgxlgo e Luddl dolxs|
Oy Lladiwd | oo aiSII

If an investment style is aggressive, it involves higher r.isks for
potentially higher reward

el bl e Jodi ggd adlSo yLladiw¥l baeld oLS |3
Uadoad! 5 Lo LSl

A comfort zone is a level of risk to which someone is accustomed, and in
which he (){ she is comfortable.

If an investment style is conservative, it involves less risk in order to make
predictable investments

sblas e gohiy 4505 « Uidles ylaisw¥! oglul LS 13
Lem il oS of yladfwly pladdl Joi g JS5I



cashin

commission

match

pension

portfolio

profit
sharing

U3
an investment is to redeem it for its monetary value thereby collecting
accrued capital gans

Gl Jlal) (il y pan (Al g 40030 Lgiadhy Ledladind oa jlaiind
2- to redeem an account for its monetary value
Adlal) Adadd! Cilaaa 310 jiy
IS money deposited to a professional for selling a product or service

Laad i gmita pd i jiaa Cili gal A gal) J) ga¥) 58

To match a deposit or contribution is to make an equal contribution as
another party, such as an employee or employer.

Jaand) «,Al.mj cild gall Jia ¢ AT d)hs&.;,m..i.u,m Hﬁi}h AadLucal) 3i &\Ag‘gl ;\Ll}a.d
2- to make equal contributions
aejLu:LA Clad bsa ﬁﬁﬂ
A pension is an arrangement with an employer, insurance company or trade
union for a
Jland) 485 g cpalil) AS 4 gl Jaad) cualia g a3 g8 (ilaal)
2-richard’s ------- is arranged through the worker’s union

Jleadl sl A G4 =mmemem LR G A ety

A portfolio is a person’s or company’s collection of investments.

Al g paddll daldl) @) jldiud) de gana R Aada )

2-Anne's investment _ _ _ _ is strong enough to retire on
&w&w‘éﬁ___Cﬂth\

Profit sharing is an incentive plan wherein employees of a company receive

A8l gilhga lgale Juany 381 ga Alad oo LY il

2- The company offers ___ to all employees so they all want it to earn money

Jlall ) gay O (9 9 pgdS AN



Retirement
age

Roth IRA

rollover

tax

trust

Retirement age is the age at which a person is legally allowed to receive the
tax and

pension benefits of retired persons in a particular nation or state.

Lga gl Al b s liall aclill) ciliilan g uil yudal) adiualy Ugilh paduill 48 = gaceall () 9 3oL (s
Ailma

2- the age at which a person stops employment
Jaadl oo el b i iy A )
Is a retirement savings plan wherein tax reductions occur when the money is
removed from the fund upon retirement.
il die (3 gaiall (e J)ga¥) A aly Ladis A pudal) Cliaddl) Gaand Eua ao @il ¢ i ol 2
2- aretirement savings account
2olEil) 8 g5 lua
3-Tax breaks come whena __ is accessed
Latie A5 4y pual) cilplicy)

A rollover is the transfer of funds from aretirement account into an IRA, not
directly,

but by way of a check written to the account holder, who then deposits the
money into the new IRA.

¢ il J8s (sl g ¢ IRA Gl ) o B Gl (e JIsaY) J5aT g4 Baal
32l |RA Gheaa A J1sa) gl by o 3) ¢ Gluadl qalia ) qgiSe chdi 35k o8 (Sl

2- indirectly transferring money into an IRA with a check
adi aa [RA Gl () sdilaa & JSy ) sa¥) a5
A tax is a financial charge placed on something by a government in order to
collect payment for the service of governing.
aSal) dadd Jilia cile ghaal) Juand Jal (e dagall g (e e g o A jd oty e ) A Ayl

A trust is an arrangement wherein one person's property, assets, or
investments are managed by another.

‘)SiM&u\}gﬁbhﬁh\j‘\iﬂi}ih@d&ﬁmﬁjd)@é@gggﬁjg&m‘
2-the __ agreement does not let access the money until 2012

YNy ale ha dlall ) Jsasll ey ¥ (3L



going
concern

high

low

profit

public

U4

A going concern is a company that has the ability to continue operating as a
business

JoaxS Jusdl ol go e Byuddl Lgodd G ISyhl ga & L
sy Llxd

2- The business remained a going concern throughout the recession.

045331 sladl gaax 3 Byedws Jlas¥l adb

If something is high, it is above average or above what it was previously in value

OLS Lo Jei ol bwgiadl g Aol gg3 « giSyn s b Jla LS 13
S

2- It is best to sell stocks when their value is high.
doiiyn Lgiand 9985 Lodie pga¥l g Jad¥| (o

If something is low, it is below average or below what it was previously in
value

Laa il o J31 o bwgkadl g JBT ggd ¢ aikin s b I oLS |3
L Ll

Profit is the money left after selling something and paying any costs.
QLSS i gdog s b ga Ao et Jladl g oyl

2- Shareholders make dividends on their stock.

porgl e Loyl ¢ gon Luedl Glx

f something is public, it is available to the general population and not
exclusive to only certain people

Lojar gudy oLSwdl dolzd zLlin 343 « ple s b JLia LS 3]
bid Gadsse olady



share

stock market

trade

dividends

trading

A share is one unit which a public company is divided into. Each share
provides partial ownership of the company.

LSlo ybgy pgw JS Ldole dS30 I pudil Busly Su>g 2 Lax]l
a4

2- joe bought 700 stock markets | shares in the new company.
Busde IS il b pgw LT pgu¥l Gl gwl Ve g sl
3- Stock is ownership in a company divided into
S L ISuh 5 LU o pgwd]

A stock market is an electronic or physical location 1Q( the buying, selling,
and trading of stocks, bonds, and other securities.

gty o1 oh) g ledl 9l PSS gBss sa ﬁwm G g
s>y Z—}‘—!LA_” Glygdlg Of Lwdl g P..g.aﬂ” JgluJy

2- Sam makes 60% of his income on the stock market
Ldladl G1yoY¥) Gow 5 4J50 o /4 Tt Jrxo plw
To trade something, such as stocks, is to exchange it for something else.
NET - I | VIS O7) RV SN, R & & S IV I ) RS
Mr .Patton collected $1,200 in dividends last month.

colaldl sgidl b ZLoy¥l Olruled b y¥ed VY gl Ll Sxax

Stock markets are public locationsfor1__ __ _ _ stock.

poud dole gBlgn a pgu¥l Gl gwl



bear market

bull market

climb

close at

open at

gain

Lose

point

skyrocket

trend

value

us
A bear market is a time when the worth of stocks is decreasing.
pgud ) dand 4 panil il St ga boagdl Gow

A bull market is a time when the worth of shares is increasing and people are
purchasing them, a rising market.

¢ @l doidn g pgw¥ ) daad b Ll 305 i) o8t g Lo Ladl G gwd!
delo Gow o2

To climb ts to increase in amount or value.
Laosidl 51 gl 5 5oLyl go Gludid
To close at is to be worth a certain value at the close of a day's trading.
Jol il oy Dples B Lges Lags 0083 of s 4302
To open at is for a stock to have a certain value at the beginning of a day’'s trading

Woly peo Jolud Doluy b Luxe Lead pgadd 450 o s 4xial

To gain is to rise in value or number.
piadl gl Leadidl 5o LaSHYI ga qusd
To lose value is to decrease in worth or number.
pBy ol Leews b plissl g Leadll of wiil
A point is a measurement equivalent to one U.S. dollar in the stock market .
pgud | Gow b 1isly LiSosal I15¥90 Jolzy wlad o daiill
To skyrocket is to increase rapidly

doyuwsy 8oLy g goswdl g lLadyyl I

A trend is a general repetition or tendency to do the same thing for a period of time

Gl oo BuXad ¥ iy aladld alxdl Juadl gl yf 4SESI gn o Lx3Y

The value of something is the amount or quantity of the thing

A LaaS 91 ylddie ga Lo s b dass



acquisition

Equity

industry coverage
group

front office

product coverage

investment bank

Investment banking

industry coverage

U6
An acquisition is when one company buys another company.
(AT AS Bl 5 A pd o A Ladie ga 3) gaiu)
2- the purchase of one company by another
s A A8y O (e A8 ) 8]
Equity capital is the money invested into a business via stockholders.
Omatluaal) e Ay jail) Jue ) (b palicnall Jlall g8 (paguall Jlall

An industry coverage group is the part of an investment bank front
office that builds business relationships in a certain industry in order
to bring in new business.

b Jadl ABle A ol ala¥) jlaiiud) dliy iSa (g 50 A Leliall Akail) de gara
Saa e qala Jal (e e dolia

The front office is the part of an investment bank that offers services
to customers such as making sales and trades, raising funds, and
providing research.

gan g ¢ diallg claall £ ) Jia pMlaall Ciladd adhy g lalind @iy e 5 & alaY) CaiSal)
Sgad) iy ¢ J)gad)

2- the part of an investment bank concerned with raising funds for
customers

s3aall J) ga¥) pans ra o baliind iy (e £ 3o

2- State Bank's group offers several methods of raising funds.
_J\y‘i\&:@ié}:imu‘gﬂ\& RSW?.\?IS

An investment bank is a bank that mainly specializes in buying and

selling securities.

@w‘dbjy‘&yj;‘ﬁgéw)dﬁgumﬂ#ﬁ ‘éJwﬁuY\dﬂ\

Investment banking is the practice of raising capital for businesses or
individuals through investments.

i jlaiiia) A e 318 i S Al Jlal) (il 33l 3 A las 94 (A paall jLaiiu)
2- he practice of raising capital

dw\wbg‘)h‘)l.u

A good  group will find strong companies and open accounts with
them



launch

merger

pitch book

product coverage
group

Proprietary trading

lgas dagibe clilua g Ly Sl 90O 4 gara 223 g

To launch is to make a product or service available that was
previously unavailable.

Gl 5 hsta b 5 Ase ek 5 gl e 5 A £
2-Heteo will_____anew product line next month.
Jiall jedd) yaa il bd
A merger is when two or more companies combine into one.
Baalg B AS) gl (i€l pant Ladic g zlaai¥)
2- the joining together of two companies or more to form a lager one
2Shaal g BB S g (S il Laa aladady)
A pitch book is an analysis of investment opportunities used by
investment banks to market their services to potential clients.

LElatd (G guuttd Ay jLafiin) & i) Lgatdiinds LA Ay jlafiia) e dll Julas ce B ke calal) Gilis
Crlaliaall ¢ 3aall

2- adescription of investments used to attract clients
e :laad) Qial daddiieall el jlaiiad Ciuag
A product coverage group is the part of an investment bank front
office that provides financial products to customers.
Alal) claiiall gy o1 Jlafiin) ci paal (ala¥) ciiSal) (e 17 5 claiial) Akt e gaza yliad
skl
Proprietary trading is trading done by an investment bank for its own
profit

rather than for its customers.

uali.‘\@)é;&ﬂéJhﬁu\&dﬁCyh&\Sﬁﬁd\d}!ﬂeﬁ:\
Bland G Yy

2- trading done by a bank for its own profit

M&\MQJ‘M&M\ b\‘x—l@j&.‘i é“‘ Jehail)



raise

up-and-coming

equity capital

debt capital

To raise is to increase the quantity of something such as money for
an investment.

S Jlal) Jia o dpaS Baly ) ga b))
2-James Construction needs to _ _ _$1.2 million for its next project.
Jiball de g piial Mg Ogala VY (N gliag sl Guan
If a company or person is up-and-coming, that company or person
shows signs of becoming very successful soon
ia G ey b rladl) cldle paddl) of 4yl ol jlin ¢ Ui Le padd of 48,4 cuils 1))
2- expected to become- successful

daali sl of adighy
Businesses earn by selling stock

ad) 20 by s s )
Banks raise by selling bonds

CARVIVA {7 SV T8 S & il



back office

clear

Data-checking

Information
technology

Operations

Software

us
The back office is the part of an investment bank that is responsible for
administrative. e support.
S9AN asdl) 3NN 8 J gipma éJL«f\Lﬂ\tﬂ:\gC}«a;j@ﬁ (AlAl) cagall

2-Administrative section of bank

ALt ‘é‘;\d\‘f\ @u&.“

To clear a trade is to ensure that the trade follows regulations
sl & B lal) of e S g Addual) g gil
2- Back office employees must _ every trade
el every (AR i) LiBga o
Data-checking is the process of making sure information is valid and correct.
inua g cila glrall daia e asll) dlae ga cliludl (asd
2-the process of ensuring information is correct
A claglaall Glad dles

Information technology is afield that deals with computers used for storing
and retrieving information.

il glaal) pla siu g (AL Ladiiniall 5 gaasl) 3 3420 ga Jalaly Jlaw 8 Information La sl

Operations are the financial transactions at an investment bank which include
trades and customer records.

£ 3kand) Bl g 8Ll Jadd (A1 4 et & gl aa A Al cdlalaall 4 Cilileal)

Back office include data checking
maintaining computers.

oaail) Glily ey ALY Gasal
Fispsasl) 8 gl dilua

Software is a program that tells a computer what to do
4 all) coag Lay i gaasl) ey grall g 08 B ke gali )

2- Don't use the computer until the new is installed



state-of-the-art

Tech support

trade

trader

Trade
confirmation

trade

apaad) Gl o ia i gaall) a2t ¥

If a machine is state-of-the-art, it uses the best and most recently developed
technology.

1gha L JAST g i) Juad) andiid Lgild ¢ Aaa Aslal) cuils 1)
2- being Ihe most modern
A iKY LS

Tech support is a service that provides assistance for using or solving
problems with technology.

Lo ol gisilly Alaial) cOMSEal) Ja i pladia Baclucal) pdfi ek & Adl) ac )
2- assistance with technology

L sl oSl B s Lcal

A trade is a financial transaction that involves selling and buying a security.
Oyiﬁ;\ﬁj@g&hﬁ@h&m@ bl
2-the act of making an exchange

Jal) e ) Jad

A trader is someone who buys and sells financial products for a living

Oland) AR Adlal) cilaiiall g g s iy s A1 padddl b Jglaiall

The department maintains computers.

Fomasl) 3 gl o andll Ll

A trade is not final until the is finished.

o ) i Ayl Gl §

A trade confirmation is a statement verifying that a trade took place.

Bl Gigan e (38a%y Gl o8 ke g Bl Al



breach

corporation

fiduciary

confidence

Insider
information

Lnsider trading

investigation

U9
A breach is the act of breaking or rupturing something.

cLo sd GoieS gl S Jad e Gasdl
2- the act of breaking something
Lo sod suS Jod
A corporation is a big company or group of companies which act as one
Sl oS JoasS OLSyh degoxo ol ByuaS ISy e Sylue IS dd)
A fiduciary is a person that possesses belongings in trust as a beneficiary

doiiwasS LT B ol s sddl paxdd) ga g leddYig

2-a person who controls items in a trust
L 3 jolirdl 3 aSxlis i gaskidl
if something is given in confidence, it is to be kept secret.
I i 0 w2 45Lh ¢ Logw B La sb slhe| a5 03]

2-the state of expected privacy

Lndgindl duogarll Ul

Insider information is valuable information aboul a corporation's plans or
financial standing that remain unknown to the public.

3Saadl gl AS,d) laks aboul Leas Sloglre » J3udl (o Ologleos
Jegodd Lhgyre e JINS ¥ S Jladl

2-Never share____

Faol oy Lasy

Lnsider trading is the illegal act of using insider information to buy or sell a
corporation's securities 10 make a profit or avoid a loss.

syt JSIadl o Olaglae pl Lriwly Sels yué J=b g» Lnsider Jyl .S
Syluddl ciS ol aoy dadms Ve ISpddd Dadledl G yeYIl ga ol

An investigation is a process of searching for facts in order to prove something.

Lo sob oldy @olindl ge dandl dadac oo Guini

What __ did she break?

SO yuwsS Ja



material

non-public

regulation

violate

insider trading

Quid pro quo

If evidence is material, it is an essential component to the subject being
discussed

LBl plS gl g pogatd wlel (sSo sgd « Liale Jududl LS (3]
2-being essential to a topic or idea
8,55 oi gossat dyygp
If something is non-public, it is for private use only.
hib plaldl aldaiwdd g¢d « ple e s JlLa gLS 13
2-the informationis __ and must not be told to anyone outside the company

Lyt gols wad ¢¥ Layls] pis axy & Lo gdrad

A regulation is an official rule or Jaw that controls conduct.
Jodudl b aSxis Jaw o1 iawy sdels ga paulaii]]
2-the found the man was innocent.

s6 90 Jaadl ol odsy

To violate is to break or oppose a law, agreement, or principle.
fuse o GLASI o1 (o L3 doylan ol suS g & Lgisy
2- to break a rule or law

093 ol Bueld jus

The man was arrested for __

R I P [ PR YU KT

In _-a deal, both parties benefit.



Branch

Expand

Motivate

Organization

Oversee

U10

A branch is one of a bank's local offices.
ALl Alaal) ciilsal) aa) ga g il
2-one of a bank's local offices

L Adaal) Ciilall (pa aalg

-VTo expand something is to cause something to increase
Lo i B ) (8 pnll) 98 La g g gl
2- to make something increase

23 W g Jral

To motivate someone is to inspire someone to do something.
p S all Le gadld algd) b Le gadld jpdal
2-to inspire someone to do something

L g all La padld alglyY
Organization is the way that people or things are arranged or distributed.

W ol sLd¥) ol QalAal) Cusi 5 Ly by AN A8y hal) & Aaliial)
2-Paula wrote a memo about the inefficient _ __ of the staff scheduling.

Cpiligall Lgan o BsliS ane Joa 5 S3a ¥ gy S,

To oversee something is to observe something to ensure it is done correctly.
T Sy 4y bl (ladal La 5o 481 5 g La gl o Gl ddM
2- The bank hired Judy to the accounting department



Relationship

Supervise

Work ethic

clientele

solve

goals

bank manager

A relationship is the way two people interact with each other.
) Laguaany g (il gy Joliy (A 43y k) & dBad)
2- the way people interact with each other
) agudany e uldl) oS 43y 5k
3-he new employee hoped to develop agood __ with the customers.

eaall ga 2 sk B Jaly aall Galigal) ol

To supervise something is to monitor and direct the process of something.
L g dales 4n 55 A8 a 38 L g o iyl
2- to monitor and direct something

Lo o Az i g 481 jal

a belief in working hard

Al Jand) A Aiie)

people who visit a particular business

L A48 099 Gl Gl

The manager brought in a specialistto __ __ the overstaffing problem,

Ui ) Luabaid) pusal) cala

v .

Boris was afraid of being fired because he did not meet his monthly

G il al Y U (33) (e WA (g 550 OIS

Phil's years of experience made him an excellent

B jiaa Al 5 pudl) e 8 il gl Calaa



Advice

assist

audit

taxes

Back taxes

deduction

file a tax

U1z
Advice is help and guidance in understanding tax rules and preparing the tax
return

aluely dyaltl del pildl pgd b duzgidl g bueluadl 2 5 gdiol
Al By

help or guidance

To assist is to help or support someone with a task.

Lago 4oud Lo i ped o duclus 2 5o Luall
| need some one to me with my tax return

An audit is an inspection of records or financial accounts to check their
accuracy.

CLgisy o G Lt Ololuxdl ol oMawdd gaxd ga G SLII

an inspection of financial records

Carl did not pay his ____ last year and now he owes the government money

Back taxes is money owed to the government that was not paid on time.

abgdl 3 Lgsds plo pd dogSadd Lixniwe Jlgol » Lixiwadl oS pall
ddxad|

unpaid taxes from years before

A deduction is an expense or circumstance that a person lists on a tax return which

reduces the amount of tax he or she owes.

Hosadl 3B e pamd 3l ooy b ol dddS ge B Y
L o2 AT dosaldl Hlube g S

an expense that reduces a person's taxes
To file a tax return is to send the taxpayer's information about income and tax liability
to the government using a tax return form.

JE oo oS yall gdls olaglee Jluy| ga opaldl i 4 8Y 1 aoaEid
Hosadl 518 Zisad pluniely LegSaldl I Dopall dudgjaally



refund

tax prepare

Tax debt

Tax consultant

circumstances

tax return

Fil

A refund is money returned from the government when a person has paid too
much tax or much tax was taken out of his or her salary.

poin Lotie dogSaldl g 00y paio ¢ddl gdaadl g2 Jlge¥ 1 313 Kwl
@bl et go s dSI amw pS gl oSl yall o Jude gl gian Lo gesd
LSy o

The man deposited his____in the bank

Hirea__ __ _ toavoid errors on year return
Tax debt is money owed to the government for unpaid taxes.

e oSl el Jolbe dogSald gadwaedl Jledl ga s paldl goud
ic gddall

Failure to complete a return can lead to a large

a person who helps people organize their taxes

the general conditions of something

a form that states how much taxes they have paid or owe

You must your return by the 22nd



Asset allocation

Best interests

commission

conflict of interest

Fee-only

U13

Asset allocation is the division of investments into stocks, bonds and other investment
products.

Sladdedl g of Wwdl g pga¥ I Of ylailiwy ) pawdl oo Jogo¥! gyl
e Ly Laliwy |

Dividing money between stocks and bonds is called
Of Lwdl g pgud | G I ao¥ | piwdl ow

Best interests means that the professional acts in a way that guards the client from
harm or loss.

ol 63 o Juasrdl axS Lyl dudged! Jlae¥ ol daidl adlaadl xS
8y L)

A good financial planner works in his client's
USs0 5 Jany Lz Ilo bbio
A commission -Is money paid to a professional for selling a product or service
Lods 41 pide g dyixs dbgad degdaadl JIgo¥ | » idgax]l
Mary earns ___when she advises her client
LS g qadd Ladis

A conflict of interest is a situation where an individual allows private interests to improperly
affect professional decisions.

e S UL Lot adlasdd oyill 4 zowy dSgs ga allasltl oylas
Luigaldl alylya e g3y

2-A professional that allows personal interests to affect professional decisions has a _

Loodd Ligadl ol 4@ Ao 3500 duard )l allaadl pawd S dabigall

Fee-only means that the advisor is paid directly by the client instead of earning a
commission

Jsandl o Y Jaesdl o Bydlae g3uIly pgdy dudiwaldl of bid =S pgw s
gas A=

A(n) financial advisor charges by the hour.

Lo ludly Jladl ) Liuadl



financial advisor

Financial planning

Insurance products

investor profile

risk assessment

A financial advisor is a professional who is paid to help individuals and corporations to
manage their money through investments, insurance and retirement plans.

Fyla) e OLS,EIly o 43Y 1 Bde Luad d=bd pio dydxs ga Jladl y Liiuadl
Lo LIl g guo Il g yladlwy | hhs JY5 o pgdl sl

John asked his for investment recommendations
S laddwy | O Lo g3

Financial planning is a process where a financial advisor guides a person or corporation in
making decisions about how their money will be invested for the future.

ISyd ol b 4umginy Jleadl ylidwed! Lgad pgis dudae 4o Jladl baghai]l
Juiiualtl b pgdlgol yladfw! duinS Jg> Ofyf 483l Sl b

People purchase a(n) to protect themselves against losses.
Plurdl o pgudsl dolaxd (0) WU @ o

Insurance products are financial contracts between an insurance company and a customer in
which the customer pays premiums and the company agrees to payout a certain sum of

Juasdl 4ud ddwsy Juasy ol dSyd guo dudle ssdc » Insurance olxibe
O O g by e ASpul @hl pSy Gue LI b Ll

____helps people raise money for retirement.
de LA Jf go¥ | zax e Uil de Luo
An investor profile is a summary of an investor's investing style and investments
il yLladliwy ly ylediw¥ ! ogdwY prle g pafiuwed axdill el
A summary of a client's investments and investments

1y ladSw!l g Jaazdl Of yLadiwy gaxds

A risk assessment is an examination of an individual or company's willingness to make
risky investments.

Ligins Of jlafbwly pludld iS,d o 535 oluaiwy pnd ga sbliall pryds
blaally

tests how willing a client 5 to lose money.

Jladl byluad o Juordl o dedwl sdn Ol yLuis|



exchange

on one's
behalf

Client

Service

advise

services

exchange

execution-
only

carry out

ul4
a place where stocks are bought and sold

peat) aug £ A Al (e
to serve as someone's representative

Le paddl flaa 4y 0584
someone who buys goods and services

clardl) g adaadl (g iy Qadd
2- A client is someone who buys goods and services.

QLAA&JU é.u.\.“ L,SJ:‘“Z‘:' ‘élﬂ\ uéi.a.ﬁ\ R d:\.MJ\
an action that a professional is paid to do for a client

Jraall B jia) Jand daba a3y 61 50
2- A service is an action that a professional is paid to do for a client.

Sraadl ) jia) Jaad dada ol ¢ a0 o8 3 ke 4aadl)
to guide or give information needed to make a decision

QI8 MASY da U e glealf slae) gf Aua il
A broker provides services to his client.

Adsaad clasdl) gy Jases o)
Stocks are sold on the exchange

Lol B agud) gL
Larry chooses his own stocks, so he hired a{n) execution-only
broker.

,hﬁMJWMeﬁ\McM&\WG‘éJ\JJ@
2- If something is execute-only, it is a type of service where the

broker only buys and sells a stock or bond for a client and provides
no other services or advice.

S pgad) g £ s Jana o) & gl G Aadil) (ha £ 63 o4 ¢ o o 1ATI Ty £ o LA (S 1)
A B gda gl Cladd i adly ¥ g Jad Jaaall cilaiid)

Some brokers just carry out clients' orders while others help make
decisions.

1A AT A g AT el Laly Meall ciballs L 5 juilacd) (amy o 5,

2- To carry out an order is to follow through with the client's order to
buy or sell a stock or bone.
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advise

Advisory
dealing

Brokerage

Discretionary

dealing

sales agent

stock broker

stock
exchange

John didn't know what to invest in, so he asked a broker to advise
him.

davaly o gl (e alla 12 ¢ dgh i (o 3) L Giay (9 O3 al,
Advisory dealing is a service in which the broker only gives advice
on whitY stocks to buy or sell.

el ol o) il plian agul o B ) gdial) hBd locadd) Lgud addy dadd g (5 LaELY) Jalal),
A brokerage is a firm that is licensed to sell or buy stocks, bonds,
commodities and options.

Gl LAY g adad) g il g agudl) £l gl gl Aad o A8y A Al gl),
Discretionary dealing is a service in which a broker makes all trading
decisions based on the client's financial goals

Janll ALl Galaal) o pL Jghail) )8 asans jlacacal) a iy dadd g2 (gl Jalasl)
A sales agent is a professional who sells banking and investment
products and services

4 a5 48 puaal) Ciladdd) g cilaiial) auy G fina g8 Clagsall JuS g
A stock broker is a professional who is paid by a client to buy or sell
stocks, bonds, commodities and options.

el 5 Claid) g agut) g i £ Al Jrand) S (e dxds 2l G iaa g8 Alal) (51 Y) Jasag
Q\JQ&J\J
A stock exchange is a place where stocks and securities are bought
and sold.
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Book 1
(5) guyall (1 (1) guysll o dalyoll
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1- a fluorescent colored marker.
2- a tablet of ruled paper. .......ccceeeeevneneee.
3- a paper sleeve in which to place letters. .......cccceeeueuneeee.
4- Sue put the finance reportin a
5- Jon bound the documents with a
6- a writing utensil filled with ink. ......................
7- The new office chairs

Extra pens in the supply room.
9- It's dark. Turn on that
10- Sam made duplicates of the memo with the
11- The client sent the letter via
12- Buy some paper for the
13- Connie destroyed the documents using the
14- a computer accessory that moves the cursor
15- a computer accessory used for typing
16- the part of a computer that displays images

17- Both parties signed a document defining the terms of agreement.




18- Our advisor has a(n) organized collection of all our important financial

documents. ......ccceeerernieeennnes

19- Don't turn in that report until it's been checked for errors. ....................

20- The bank sends a monthly

21- Pesos are not

22- To open the account, Jon filled out a(n)

23- The act of putting money into an account. .........cccccuereuneeee.
24- Motion or movement. .........cccceerennnnnn.
25- money in the form of banknotes or coins. ............cccuu......
26- money in the form of a metal disc. ...........cccu..........
27- This machine only accepts
28- This store does not accept foreign
fund is only for business related expenditures.

30- New light bulbs were a worthwhile
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(10) guyall gd1(6) guysll o dvalsoll

eight is nine.
Three equals thirty-six.
twenty-four

Three is thirteen.

three equals three.

three is eighteen.
8- not changing. ........ccceeeeueeeunne
9- to become larger or bigger. .......cccceeeuuneee
10- to change frequently. ......c..ceerueeeennne.
11- things of value that do not exist physically. ........................
12- a document showing a company's finances. .........ccccccueeuneee.
13- things of value not easily converted to cash. ........................
14- anything of value. .....................
15- to keep money so that you can use it later. ....................
16- to watch or monitor something. .........ccccueueuneee.
17- to give money in exchange for something. ......c..cceceuueeeennne.
18- a payment card that draws on a bank's money. ..........ccccu.u....
19- Only use a credit card for large. .......ccceevererrvccerrcnennne

20- Research a business before you




21- Pay all bills on time to increase your
Your spending to eliminate waste.
23- a bank account that offers interest and limits withdrawails. ..................

24- to increase or gain. ......cceeeeevevnennens

25- a percentage paid when money is loaned. ........c.ccceeu....

26- a slip of paper that provides payment. ..........ccceeeeuun..ee.

27- a private institution that provides banking services to the public.

28- Dose this bank financial advice?.

about Brookline Bank accounts at the customer service

30- Savings accounts pay interest at a higher Than checking
accounts.
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(15 ) guyall @1 (11) guyall go daalsell

1- a bank document guaranteeing payment of a large amount. .....................
2- a service that allows customers to pay bills from one website. ....................
3- an amount of money for a particular service. ......cc.cceeuueee.

4- an electronic cash machine. ......................

5- sent back to a bank due to insufficient funds. ...............c....

6- This bank offers a bill pay service at no extra cost. ......c..cccueeeee.

7- Use a bank check for large purchases. ............cc.uu.......

9- ATMs provide 24 hour ability to get money. ....................

10- real estate loan charges that lower interest rates. ......ccccccceeveernnne
11- fees charged when a loan is signed. ........................

12- to submit a loan application. ........ccccceecueuennnee.

13- an asset pledged by a borrower to secure an asset. ....................

For a used car is much less than one for a new car.

16- If you pay points, you can get a lower
mortgage.

17- Bank customers can use a(n)
purchase.

18- The people who own stock in the company are meeting to discuss the

new financial plan. ..................

19- Wetzel's Foods became a legal corporation last year. .....cccccceceeeevnnenene




20- The board made the company available for purchase on the open

market. .....cceeeeiernneceennnnn

Has most of the same rights as an individual

invests all extra income in itself.

23- Angelo was the of the firm until he sold it to a larger
company.

24- involving the management of something. ........................
25- work in exchange for pay. ......cccceevvenneneen.

26- all the expenses of running a business.

27- the act of delivering something. .........cccceeeeueee

28- The manager doubled spending on
customers.

29- The extra products we made are being kept in
30- we decided to stop until our sales improved.

31- The accounting manager prepared a new for the quarterly
meeting.

32- Sally will lose her business unless she can pay off a large

33- Thurmond wants a new desk, but the for office furniture is too
small.

34- Businesses with the rights of corporations but fewer restrictions are

popular for their tax benefits.
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Finance Practice test (1439-40)

Listen to the recording. You will hear it twice. Choose the best option A, B, C, or D. (Track29- U14 )

1. The lady asks about her company.....
{1 making good profit
[l earning a lot of money
0 checking records
0 not making good profit

2. The lady has already reduced ....costs.
[1 storage
0 production
I labor
] advertising

3. The man recommends reducing .......
[l labor
[J production
I distribution
[J advertising

4. The woman says that some packages are stored
for .....

0 days

0 hours

[J months

[l years

5. The lady ........... the advice the man gives.
1 does not like
] doesn't agree with
[J agrees with
{1 will not follow

(Vocabulary) Read the questions and choose the best option A, B, C, or D.

6. You should...... your spending to eliminate waste.
[ invest

7. | need a..... to save this image into my computer.
'] fax machine

[ save U printer
[l monitor J monitor
[1 inquire [l scanner
8. "The sales of the company is growing." The 9. The act of taking money out of an account s .....
underlined word means ..... [ withdrawal
0 fluctuating [J deposit
[J increasing [0 overflow
[ bottom out [l cash
0 peak
10. The bank sends a monthly ...... 11. Fifty...... five is fifty five.
O record 0 over
[J application O plus
[J statement [J subtract
[J insurance policy (] divide
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12. Anything of value either in cash or profit is.....
[l assets
[ liabilities
[l owner’s equity
[ total liabilities

13. If you pay off your loan before the stated terms,
you will have to pay a/an...

[] interest rate

O closing cost

[l payoff penalty

[l mortgage

14. Credit card is used for large .....
[1 assets
[l interests
[0 deposits
[l purchases

15. | am confused about a withdrawal of 500S. The
underlined word is......

(] noun

[] verb

O adjective

[0 adverb

16. ATMs provide 24 hours...... to get money.
[l accure
[l access
[J change
[ transfer

17. l would like to ...... an appointment with an
advisor.

O take

[l revise

O have

[J make

18. Expenses that don’t usually change are....
[ fixed costs
[J variable costs
] total costs

19. New coffee maker is a worthwhile......
[J change
[J petty cash
[l expenditure

[ costs [ cash
20. ........ is an estimate of future cash payments and | 21. He took $50.000 ..... to buy a house.
receipts over the course of a particular period. [0 inventory

[0 Master budget [0 mortgage

[] Operating budget [l equipment

[J Cash budget [0 auto loan

[J Existing budget

20. The height of the office chair is...
[l shared
[ sectional
[J adjustable
[ swiveling

23. She drew a diagram with an orange .....
[ stapler
[l marker
[l tape
[ binder

24. A service that allows customers to pay bills
online is called ......

[J business plan

0 bill pay

[0 cashier check

[ transfer

25. Choose the odd one out.
[l bottom out
[ decline
[ shrink
[0 expand
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Read the passage below and choose the best
answer to the question.

Choosing a type of Business
Which structure is right for your business?

You are the sole proprietor if you are the only owner
of your business. You make all decisions about the
business. A business with multiple owners is a
partnership. Partners share responsibilities and profits.
You can also form cooperative. In this structure, all
employees share profits.

Larger businesses are often incorporated, and no
particular person is responsible for the entire business.
A common mid-sized corporation is an LLC. This type
of private corporation is popular for its tax benefits.
Much larger corporations, (C corporation) are usually
public. This means that anyone can buy stock and
become a shareholder. A non-profit organization is
appropriate for charitable and community services. All
profits go towards advancing the goals of your
business.

26. The purpose of this passage is to describe ....
] different business structures.
[ different types of loans
[l risks of corporations
L] steps towards business ownership

27. You make all decisions about your business if
you are........

[1 partners

O sole proprietor

[l multiple owners

[] two owners

28. The underlined word 'this' in Paragraph 1 refers
to....

] partnership

[l profits

LIcooperative

[ responsibilities

29. You can buy sharesina ......
[J private company
[0 public company
(] personal company
[0 sole proprietorship

30. An advantage of a ...... is its tax benefits.
[ LLC

[J Ccorporation

[J small business

J non- profit business
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Time: 50 Min

A) Listen to the recording. You will hear it twice. Choose the best option A, B, C, or D.

1. How many years Armstrong spent in the payroll
department?

@ Five years and half

Five years

© Four years

O Four years and half

2. What did Armstrong do in the previous
company?
@ Analysis of employment trends
Preparing reports on total wages
© A&B
© Money financier

3. Text between :

@ The teacher and the accountant
Director and employee

© The accountant and the employer
© employer and funded

4. Armstrong previously worked in ....

@ Small retail company
Large retail company
© Global Foundation
O Bank

5. The new company needs an employee ....

@ Accountants to manage the company
Funded by banks

© Knock managers

© Accountants to manage cash payments

(Vocabulary) Read the questions and choose the best option A, B, C, or D.

6. ... Will be sent to all the shareholders.

7. They are thinking of buying a piece of

@ Portfolios @ Real estate
Dividends Mutual fund
© Shares © Zones

O Cash O Investment
8. After ..., his taxable income is $ 40,000. 9. The found the man was innocent.
@ Refunds @ non - public
Deductions Investigation
© Back taxes © Regulation
© Gross © Insider trading
10. Bring your to the interview.

@ LLC

IPO

© CFO

O cv

Finance Career Path —-ESP My training test Book 2
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11. The bank hired Judy to the accounting
department.

12. A ___is a point that cannot be passed.

@ Solve @ Launch

Oversee Limit

© Organization © Fee-only

O Clientele O Lose
13. To____ onsomething means to provide 14. To ____ istoincrease rapidly.
information on it.

@ Refund @ Open at

Sell Real estate

© Risk - free © Skyrocket

O Report O Tax
15. BinCo stock opened at 104, ten points, and | 16. Wages before deduction of expenses
closed at 94. @ Reporting

@ Lost Payroll

Gained © Gross wages

© Climb ©® Checking accounts

O Crash
17. He managed to make a lot of money in a ... market. | 18. To __is to be worth less for a brief amount of time.

® Bear @ Equity

Bull Dip

© Value © Advice

© Concern © Bear market

19. Sam makes 60% of his income on the
@ Shareholder

Capital
© Going concern
O Stock market

20. It's best to buy the stocks at a minimal cost.
@ Low

High
© IPO
O BBU

21. _ being confident even in risky situations.
@ Capital
Commensurate
© Bold
O Middle office

22. __ assistance with technology.
@ Tech support
Trade
© Settle
O Data - checking

23. __tobreak arule or law.
@ Confidence
Breach
© Material
O Violate

24. __ help or guidance.
@ Back taxes
Audit
© Advice
O Tax consultant

25. A(n) ___ financial advisor charges by the
hour.

@ Commission

Best interests

© Conflict of interest

O Fee-only

Finance Career Path —-ESP My training test Book 2
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Read the passage below and then choose the best

answer to the question.

Excel Investments Financial Controller

Excel Investments is a leader in investment
banking for both corporations and wealthy
individuals. We are currently seeking a senior
financial controller for our middle office.
The financial controller supervises a team of
eight accounting professionals and manages
the middle office's day-to-day operations.
The position reports directly to Excel
Investments' CFO. The financial controller
oversees all risk management. The ideal
candidate will have demonstrated success in
quickly analyzing market risk and credit
risk undertaken by front office traders. Of
course, Excel Investments is not a
conservative firm. We are known for our
aggressive approach to investing. As such,
limits on capital set by the financial
controller should manage operational risk
without restricting bold action. The controller
is also responsible for meeting with back
office representatives regularly. These
meetings will ensure that front office trades
are in compliance with internal and
government regulations.

Salary is commensurate with experience.
Interested parties should send a CV.
references, and cover letter to
hrharris@excelinvestments.com

26. Meetings will ensure that the front office deals
with and ...

@ Money

Government regulations
© Instruments

O Cover letter

27. Which of the following is NOT a responsibility
of the controller?

@ Limiting capital

Analyzing credit risk

© Managing operational

O Ensuring back office compliance

28. What is true of the financial controller position?
@ It creates internal regulations
It directs the actions of the CFO
© Itinvolves supervising others
O It meets with government representatives

29. The Financial controller supervises a team of ...
@ Six accounting specialists
Seven accounting specialists
© Eight accounting specialists
O Nine accounting specialists

30. Who oversees all risk management is ....

@ Financial auditor
Financial Director
© Financial analyst
©® Employees

Finance Career Path —-ESP My training test Book 2
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- Revision Test

Choose the correct answer.

1 Use a ... to hold those sheets of paper together.

O A paperclip © B binder O C pen

2 If you draw or write in pencil yeu can easily rub out any mistakes you make with a(n) ... .

O A marker O B eraser O C stapler

3 Use the ... to attach all those papers together.
O A envelope O B tape O C stapler

4 You should use the ... to underline all the important parts in your document.
O A paperclip © B highlighter O C staple
5 The height of this office chairis ... .

O A adjustable O B ergonomic O C swivelling

6 She had a pile of papers on her ... .
O A keyboard O Bdesk O C desk lamp

7 She stores all her paper documents in the ... .

O A leather sectional O B bookcase O Cfile cabinet

8 When you want to get rid of a document, destroy it by putting it through the ... .
O A printer O B scanner O C shredder

9 Use the ... to make photocopies of your documents quickly and cheaply.

O A keyboard O B shredder O C copier

10 .. networking removes the risk of tripping over loose computer cables.
© A Shared O B Wireless O € Unlimited

11 If the copies come out too dark, have a look at the ... .

O A toner O B mouse O C monitor

12 They can take legal action against you if you break the terms of the ... .

O A statement O B contract O C business plan

13 Have you filled in the ... form for your account yet?

O Arecord O B insurance certificate O € application

14 | keep all my financial documents on ... .

O Afile O B credit O C contract

15 A financial advisor can help you organize and ... all your important documents.

O A review O B apply O C plan

16 The bank became suspicious after several large ... were made from his account last month.

O A cash advances O B expenditures O C withdrawals




17 Would you like to pay by credit card orin ... ?
O A cash © B coins © € change

18 To open an account, you need to make a minimum ... of 100 dollars.

© A deposit O B flow < € withdrawal

19 Have you got ... for a ten dollar bill?

O A coins O B petty cash O C change

20 What is eighty ... seven?

© A comesto O B equals O € minus

21 Six ... four is twenty-four.

O Atimes O B plus O € minus
22 Four plus six ... ten.

¢ A adds < B equals O C divided
23 Vegetable prices tend to ... according to the season.

o A expand O B fluctuate © C bottom out

24 Fortunately, these product sales have ... dramatically since the beginning of the year.
< A increased O B decreased O C expanded

25 Our figures show that microphone sales ... in December which was very encouraging.
O A declined O B peaked O C bottomed out

26 Most rental prices have remained ... this year due 1o the economic crisis.

O A peak O B expansion O C steady

27 A company's ... can consist of cash, investments, buildings, and machinery.

< A equity © B balance sheets O C assetls

28 The business has ... of 3 million dollars.

O A inventory O B liabilities © € equipment
29 At the end of the fiscal year, the company had 76 thousand dollars in ..., which had to be collected.
O A accounts receivable C B property and equipment O C intangible assets

30 How would you like to pay for all your ... ?

© A deposits © B charges O C purchases

31 I'm ... up for a new car.

< A monitoring O B investing O € saving

32 | don't know how | managed to ... so much at the mall.
© Atrack O B spend O Cinvest

33 The bank offers ... facilities for qualifying customers.

O A credit o B overdraft O C rate

34 Interest will ... on your account at a rate of 4%.

< A inquire O B accrue ¢ € provide



35 The bank plans to raise the ... rates.

O A accounts O B interest O C checking

36 You have to be careful when writing checks as many banks charge extra fees for ... checks.

O A transferred < B returned O C online

37 | wonder if there is a(n) ... on this street, as | need to get some money out.

O A cashier's check O BATM O C bill pay service

38 The advantage of ... is that you don't have to wait in long queues to pay your bills.

O A letters of credit O B returned checks O C online banking

39 He took out a 60,000 dollar ... to buy the house.
O A mortgage O Bterm < Cloan

40 He used his house as ... to get the loan from the bank.
O A points O B auto loan O C collateral
41 | took out a personal ... to go on my dream vacation to the Caribbean.

© A mortgage O Brate O Cloan

42 Mr. Smith is one of our regular ... as he shops here nearly every day.

O A employees O B customers O C proprietors

43 Are you the ... of this shop?

O A shareholder O B customer O C owner

44 .. will be voting on the proposed merger of the company this week.
< A Partners O B Corporations O € Shareholders

45 Our latest model will finally be going into ... at the end of this year.
O A storage o B distribution O € production

46 A good way to attract more customers is by ... the preduct.

O A advertising O B storing O C performing

47 The parts of the machine themselves are not so expensive, it's the ... that costs so much money.

O A administration O B labor O C business performance

48 She managed to pay off her ... in three years.
O A debts © B budget O C staff

49 Many companies are moving out of New York as the ... there is very high.

O A master budget O B overhead O Cincome

50 You shouldn't expect to make much ... within the first couple of years of setting up a business.

O A profit O B debt O € cash budgets
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Revision Test

Choose the correct answer.

1 He invested some money in savings ... .

O A stocks O B certificates O C bonds

2 They are thinking of buying a piece of ... .

O A real estate O B mutual fund O C investment

3 Mr. Thomson sold his ... in the company last month.

O A security O B equity O C purchases

4 He used his shares in the business as ... against a 10 million bank loan.

O A stocks O B bonds O C security
5 If you work really hard, then you will definitely achieve your ... .
O A zones O B goals O C investments

6 Many workers over the age of 55 are taking early ... .

O A risk tolerance O B risk aversion O C retirement

7 He has many ... investments such as real estates and diamonds.

O A conservative O B personal O C risk-free

8 Some people over the age of 65 are finding it difficult to live on their state ... .

O A pension O B trust O C contribution

9 Contributions to individual retirement account are ... deductible according to some guidelines.

O A cash O B profit O C tax

10 What is the normal ... age in your country?

O A pension O B retirement O C sharing

11 She is trying to build up a strong investment ... for her to retire on one day.

O A stock O B profit O C portfolio

12 ... will be sent to all the shareholders.

O A Portfolios O B Dividends O C Shares

13 The value of my ... in the company has increased by 4% the last three months.

O A dividends O B shares O C profits

14 They will get a better price if they decide to sell the shop as a going ... rather than just closing it down.

O A market O B concern O C profit

15 The stock market moved quite ahead in active ... today.

O A sharing O B holding O C trading

16 He managed to make a lot of money in a ... market.

O A bear O B bull O C value



17 Stocks ... within the first ten minutes of the opening of the Stock Market.
O A lost O B gained O C skyrocketed

18 He is devastated as he lost a lot of money in the Stock Market ... .

O A trend O Bdip O C crash

19 The ... of these two companies will undoubtedly create one of the biggest finance companies worldwide.

O A capital O B acquisition O C merger

20 Most companies enjoy greater flexibility in raising new ... .

O A debt capital O B proprietary trading O C equity capital
21 In order for someone to work in a(n) ... coverage group they should be organized and be able to pay attention to
detail.

O A product O B trading O C industry

22 The company said that it had always acted in ... with the regulations.

O A compliance O B management O € commensurate

23 They put $10,000 ... into the establishment of their new business.

O A capital O B limit O C commensurate

24 Applicants interested in applying for the position must submit their ... before April 23rd.
O A IPOs O B CVs O C CFOs

25 As ... he was responsible for the financial situation of the company.

O A CcVv O B CFO O CIPO

26 One of our qualified staff in ... support will be able to help you.
O A back O B tech O C trade

27 The ... office plays a vital role in the settlement of deals.

O A trade O B back O C tech

28 Our company has installed ... computers, which has helped improve working in the office.

O A update O B data-checking O C state-of-the-art

29 A(Nn) ... has been under way for several days now for insider trading.

O A investigation O B regulation O C corporation

30 If you have any information whatsoever that is ... to the investigation, now's the time to come forward.

O A confidential O B material O C non-public

31 The company sued him for ... of contract.

O A violation O B fiduciary O C breach

32 Nobody can know what stock prices will do short-term, unless they are acting on illegal insider ... .

O A trading © B information O C quid pro quo

33 My brother works in the local ... of a large bank.

O A team O B branch O C clientele

34 The bank manager is very friendly and tries to maintain a good ... with both customers and staff.

O A relationship O B organization O C motivation



35 He is a truly positive person and is ... by a desire to help his colleagues.

O A overseen O B advised O C motivated

36 His company is growing fast, adding another 50 employees to its ... over the last six months.

O A payroll O B deposit O C inventory

37 My brother is an accountant for Smiths Enterprise and his job involves calculating the employees' ... wages.

O A cash O B purchase O C gross

38 When | started working as an accountant my job involved managing cash ... and purchase orders.

O A accounts O B property O C disbursements

39 Our company has a(n) ... at the end of each financial year.

O A audit O B tax return O C refund

40 After ..., his taxable income is $40,000.
O A refunds O B deductions O C back taxes

41 My sister hasn't been paying her taxes for the last three years so now she has a big tax ... .

O A return O B debt O C preparer

42 Tom gets a 10% ... on every client he advises.

O A commission O B assessment O C interest
43 The reason for conducting a risk ..., is to find the strengths and weaknesses of your client's finances and
portfolio.

O A allocation O B profile O C assessment
44 Acme Advisors covers all aspects of ... including creating a budget, saving money, planning for college, and even
retirement.

O A financial planning O B asset allocations O C insurance products

45 He decided to buy some shares on the London stock ... .

O A service O B exchange O C execution

46 Many ... compete to match buyers and sellers of a particular stock.

O A brokerages O B sales agents O C execute-only services

47 If you want your personal broker to invest your money, it is better to choose ... dealing.

O A discretionary O B sales O C advisory

48 On the ... market the dollar recorded a slight decline against the euro.

O A currency O B capital O C derivatives

49 | received an extra ... on my salary last month for all my hard work.

O A price O B bonus O C investment
50 Being a stock trader is a very stressful job because if you make a purchase or sale at the wrong ... you might
even end up losing millions of dollars.

O A price O B direction O C market
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