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Meeting people

Hello, Mr/Ms … . I’m … . 
It’s nice to meet you.
– (It’s) Nice to meet you, too.
May I introduce you to … ?
I’d like to introduce you to … 
Have you met … ?

Offering hospitality

Can I take your coat?
Please come in and take a seat. 
Can I get you a cup of coffee/tea?
Would you like something to drink?
– Yes, please./Yes, that would be great.
– No, thank you./No, thanks.

Being polite (and less direct)

Excuse me, but …
I’m sorry but …
I’m afraid that’s not quite right.
We have a slight problem.
At first glance, it appears clear …
This seems to be …
Could you please … ?

Checking and clarifying information

Maybe you could clarify a couple of things.
– Sure./Certainly./How can I help?
What do these figures mean again?
– Basically, they just mean that …
Can we just go over that one more time?
– Of course./No problem.
Could you repeat that, please?
– Sure, I said …
You did say the 24th, didn’t you?
– Yes, that’s right.
I didn’t quite catch that.
– OK, what I said was that …
So, what you’re saying is …
– That’s right./Exactly.
So, this column is wrong?
– Well, not exactly./It depends how you see it. 
How is the profit calculated?
– Well, it’s actually quite simple. First we …
In other words, we’ll need to send it by Friday?
– Exactly./Yes, if we want to meet the deadline.
How about if we send it in next week?
– T h a t’ll be fine./Oh, I’m sorry, that would be too late.

Talking about causes and results

Cause
This happened because …
This (increase/decrease) is due to …
This is a result of …

Result
It could lead to …
What could happen is …
Because of this, we’ll see …

Talking about figures

Going up
Figures have increased slightly.
Figures have increased steadily.
Figures have increased dramatically.
It’s not as low as last year.
It’s slightly/a lot more this year.
The situation was pretty bad, but is now improving 
slowly.

It’s better than last year.
Profits rose/increased last year.

Going down
This is a significant/gradual drop.
Profits have been falling/going down since the fire.
It’s gone down/fallen since last year.
There’s quite a drop from 2005 to 2006.

No change 
The situation is stable.
We’re hovering at around 3%.
It’s virtually/exactly the same.

Ups and downs
There have been some fluctuations.

Telephone phrases

Getting through
Hello, this is … from … . May I speak to … , please?
Could you put me through to … ?
– Janet speaking. 
Hello, Janet. It’s Klaus. 

Making appointments
Could you come by the office next week?
How/What about Monday at 9.30?
Can you make Tuesday afternoon?
– No, I’m sorry. I’m busy then. 
– Yes, that sounds good.

Useful phrases and vocabulary

→
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to abolish [41bql9S]
absolutely [1äbs4lu.tli]
to accelerate [4k1sel4re9t]
accepted [4k1sept9d]
access [1äkses]
accompanying [41kcmp4ni9N]
accordance, in ~ with [9n 41k0.d4ns w9D]
according to [41k0.d9N t4]
accordingly [41k0.d9Nli]
accountant [41ka8nt4nt]
accounting [41ka8nt9N]
accounting principles [4!ka8nt9N 1pr9ns4plz]
accounts [41ka8nts]
accounts payable [4!ka8nts 1pe94bl]
accrued [41kru.d]
accumulated gains [4!kju.mj4le9t9d 1ge9nz]
accumulated losses [4!kju.mj4le9t9d 1lqs9z]
accurate [1äkj4r4t]
to acquire [41kwa94]
acquisition cost [!äkw91z9Sn kqst]
actually [1äktSu4li]
adequate [1äd9kw4t]
advance, in ~ [9n 4d1v2.ns]
to advise [4d1va9z]
to affect [41fekt]
to afford [41f0.d]
aforementioned [4!f0.1menS4nd]
agreement [41gri.m4nt]
allegation [!äl41ge9Sn]
to allocate [1äl4ke9t]
allocation [!äl41ke9Sn]
to allow [41la8]
amortization [4!m0.ta91ze9Sn]
annual report [!änju4l r91p0.t]
annuity [41nju.4ti ]
anticipated [än1t9s9pe9t9d]
apparently [41pär4ntli]
approach [41pr48tS]
to arise [41ra9z]
to assess [41ses]
assets [1äsets]
assistance [41s9st4ns]
to associate [41s48Sie9t]
associated company [4!s48Sie9t9d 1kcmp4ni]
to assume [41sju.m]
assumption [41scmpSn]
assurance [41S84r4ns]
to attract [41träkt]
audit [10.d9t]
average cost [!äv4r9d7 1kqst]
average interest rate [!äv4r9d7 19ntr4st re9t]
aware [41we4]

balance sheet [1bäl4ns Si.t]
basic earnings per share [!be9s9k 13.n9Nz p4 Se4]
bean counter [1bi.n ka8nt4]

English for Accounting A–Z word list

A

B

© Oxford University Press

Email_Wordlist copy.qxd  4/4/07  3:40 pm  Page 1



© Oxford University Press

Word Phonetics Translation

to benefit [1ben9f9t]
board meeting [1b0.d mi.t9N]
board of accountancy [b0.d 4v 41ka8nt4nsi]
board of directors [!b0.d 4v d41rekt4z]
body [1bqdi]
book value [1b8k välju.]
bookkeeper [1b8kki.p4]
borrowing [1bqr489N]
breakdown [1bre9kda8n]
to brief [bri.f]
budgeting [1bcd79t9N]
to burden [1b3.dn]

to calculate [1kälkjule9t]
calculation [!kälkju1le9Sn]
capital expenditure [!käp9tl 9k1spend9tS4]
capital goods and services [!käp9tl !g8dz 4n 1s3.v9s9z]
capital market [1käp9tl m2.k9t]
capitalization of costs [!käp9t4la91ze9Sn 4v kqsts]
to capitalize [1käp9t4la9z]
case study [1ke9s stcdi]
cash cow [1käS ka8]
cash flow statement [1käS fl48 ste9tm4nt]
cash on delivery [!käS qn d91l9v4ri]
certification [!s3.t9f91ke9Sn]
certified public accountant (CPA) [!s3.t9fa9d !pcbl9k 41ka8nt4nt]
chairperson [1tSe4p3.sn]
charges [1tS2.d79z]
chartered accountant [!tS2.t4d 41ka8nt4nt]
chief financial controller [!tSi.f fa9!nänSl k4n1tr48l4]
to clarify [1klär4fa9]
classification [!kläs9f91ke9Sn]
clue, to not have a ~ [klu.]
to collapse [k41läps]
commercial [k41m3.Sl]
to commit fraud [k4!m9t 1fr0.d]
commitment [k41m9tm4nt]
common stock [!kqm4n 1stqk]
common stockholder [!kqm4n 1stqkh48ld4]
compliance [k4m1pla94ns]
comprehensive [!kqmpr91hens9v]
to conclude [k4n1klu.d]
condition [k4n1d9Sn]
to conduct [k4n1dckt]
confidentiality [!kqnf9!denSi1äl4ti]
to conform [k4n1f0.m]
conformity, in ~ with [9n k4n1f0.m4ti w9D]
conglomerate [k4n1glqm4r4t]
to consider [k4n1s9d4]
considerable [k4n1s9d4r4bl]
consideration [k4n!s9d41re9Sn]
to consist of [k4n1s9st 4v]
consolidated [kqn1sql9de9t9d]
consolidated affiliate [k4n!sql9de9t9d 41f9li4t]
consolidation [k4n!sql91de9Sn]
consulting [k4n1sclt9N]
consumer [k4n1sju.m4]
contract [1kqnträkt]
contractual [k4n1träktSu4l]
contribution [!kqntr91bju.Sn]
to convince [k4n1v9ns]
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corporation [!k0.p41re9Sn]
cost accounting [1kqst 4ka8nt9N]
cost effective [!kqst 91fekt9v]
count up [!ka8nt 1cp]
creative accounting � [kri!e9t9v 41ka8nt9N� ]
creditors [1kred9t4z]
critical [1kr9t9kl]
criteria [kra91t94ri4]n
to cruise along [kru.z 41lqN]
cumulative effect [!kju.mj4l4t9v 91fekt]
currency translation adjustment [!kcr4nsi träns!le9Sn 41d7cstm4nt]
current [1kcr4nt]
current assets [!kcr4nt 1äsets]
current costs and expenses [!kcr4nt kqsts 4nd 9k1spens9z]
current liabilities [!kcr4nt !la941b9l4tiz]
current receivables [!kcr4nt r91si.v4blz]
currently [1kcr4ntli]
to cut back [!kct 1bäk]
cycle [1sa9kl]

debt [det]
debt/asset ratio [!det !äset 1re9Si48]
debt/equity ratio [!det !ekw4ti 1re9Si48]
declared [d91kle4d]
declining balance [d9!kla9n9N 1bäl4ns]
to defend [d91fend]
deferred [d91f3.d]
deferred income tax(es) [d9!f3.d 19nkcm täks9z]
denominator [d91nqm9ne9t4]
dependent on [d91pend4nt qn]
to depreciate [d91pri.Sie9t]
depreciation [d9!pri.Si1e9Sn]
to determine [d91t3.m9n]
deviation [!di.vi1e9Sn]
to differ [1d9f4]
diluted earnings per share [da9!lu.t9d 13.n9Nz p4 Se4]
disappointing [!d9s41p09nt9N]
to disclose [d9s1kl48z]
disclosure [d9s1kl4874]
discounted cash flow [d9s!ka8nt9d 1käS fl48]
disposition [!d9sp41z9Sn]
to distribute [d91str9bju.t]
distribution channel [!d9str91bju.Sn tSänl]
dividends payable [!d9v9dendz 1pe94bl]
domestic [d41mest9k]
drop [drqp]
due diligence [dju. 1d9l9d74ns]
due, to be ~ to [bi 1dju. t4]

earnings per share [13.n9Nz p4 Se4]
effect [91fekt]
effectively [91fekt9vli]
efficiency [91f9Snsi]
efficient [91f9Snt]
to employ [9m1pl09]
employee [9m1pl09i.]
to enable [91ne9bl]
to enact [91näkt]
to encourage [9n1kcr9d7]
enterprise [1ent4pra9z]
equity [1ekw4ti]
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equivalent [91kw9v4l4nt]
to establish [91stäbl9S]
estimate [1est9m4t]
estimated scrap value [!est9me9t9d 1skräp välju.]
to evaluate [91väljue9t]
evaluation [9!välju1e9Sn]
event, in the ~ of [9n Di 91vent 4v]
ever-increasing [!ev4r 9n1kri.s9N]
to exclude [9k1sklu.d]
to expand [9k1spänd]
expectation [!ekspek1te9Sn]
expenditure [9k1spend9tS4]
to expense [9k1spens]
expense [9k1spens]
expertise [!eksp3.1ti.z]
to express [9k1spres]
extensively [9k1stens9vli]
external accounts [9k!st3.nl 41ka8nts]
external auditor [9k!st3.nl 10.d9t4]
extremely [9k1stri.mli]

to face [fe9s]
failure [1fe9lj4]
fair value [fe4 1välju.]
fee [fi.]
to fill sb in on [!f9l 19n qn]
finance director [!fa9näns d41rekt4]
finance [1fa9näns]
to finance [1fa9näns]
financial director [fa9!nänSl d41rekt4]
financial instrument [fa9!nänSl 19nstr4m4nt]
financial statement [fa9!nänSl 1ste9tm4nt]
financing activities [fa9!näns9N äk1t9v4tiz]
financing receivables [!fa9näns9N r91si.v4blz]
first in first out [!f3.st 19n !f3.st 1a8t]
fixed assets [f9kst 1äsets]
fluctuation [!flcktS81e9Sn]
to get a foothold [get 4 1f8th48ld]
forecast [1f0.k2.st]
fund [fcnd]
funding [1fcnd9N]
fuss [fcs]

gain [ge9n]
to gather evidence [!gäD4r 1ev9d4ns]
gearing [1g94r9N]
goodwill [!g8d1w9l]
to govern [1gcvn]
gradual [1gräd7u4l]
gross (profit) margin [!gr48s (prqf9t) 1m2.d79n]
growth [gr48T]
to guarantee [!gär4n1ti.]
guilty, to be ~ of sth [1g9lti]

hang on [!häN 1qn]
high flyer [!ha9 1fla94]
hospitality [!hqsp91täl4ti]
to hover [1hqv4]
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impact [19mpäkt]
to impair [9m1pe4]
implication [!9mpl91ke9Sn]
to impose [9m1p48z]
impressive [9m1pres9v]
improper [9m1prqp4]
to improve [9m1pru.v]
income [19nkcm]
income statement [19nkcm ste9tm4nt]
income tax [19nkcm täks]
indication [!9nd91ke9Sn]
insurance liabilities [9n1S84r4ns !la941b9l4tiz]
insurance loss [9n1S84r4ns lqs]
insurance receivables [9n1S84r4ns r91si.v4blz]
intangible assets [9n!tänd74bl 1äsets]
intangibles [9n1tänd74blz]
interest [19ntr4st]
interim [19nt4r9m]
internal auditor [9n!t3.nl 10.d9t4]
Internal Revenue Service (AE) [9n!t3.nl 1rev4nju. s3.v9s]
to interpret [9n1t3.pr9t]
inventory [19nv4ntri]
inventory turnover [!9nv4ntri 1t3.n48v4]
investment [9n1vestm4nt]
investment director [9n!vestm4nt d41rekt4]
investment security [9n!vestm4nt s91kj84r4ti]
investor [9n1vest4]
item [1a9t4m]

to justify [1d7cst9fa9]

to kid [k9d]
knowledge [1nql9d7]

last in first out [!l2.st 19n !f3.st 1a8t]
to launch [l0.ntS]
layman [1le9m4n]
leasing [1li.s9N]
to legislate [1led79sle9t]
legislation [!led79s1le9Sn]
legitimate [l91d79t9m4t]
leverage [1li.v4r9d7]
liabilities [!la941b9l4tiz]
liability [!la941b9l4ti]
liable [1la94bl]
loan [l48n]
local authority [!l48kl 0.1Tqr4ti]
loose, to be let ~ [bi let 1lu.s]

to maintain [me9n1te9n]
maintenance [1me9nt4n4ns]
management account [1män9d7m4nt 4ka8nt]
management accounting [1män9d7m4nt 4ka8nt9N]
mandatory [1mänd4t4ri]
manufacturing costs [!mänju1fäktS4r9N kqsts]
market capitalization [!m2.k9t !käp9t4la91ze9Sn]
market price [1m2.k9t pra9s]
market value [!m2.k9t 1välju.]
mark-up margin [!m2.kcp 1m2.d79n]
material [m41t94ri4l]
maturity [m41tS84r4ti]
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mechanics [m91kän9ks]
mechanism [1mek4n9z4m]
to mention [1menSn]
merger [1m3.d74]
minority interest [ma9!nqr4ti 19ntr4st]
to mislead [!m9s1li.d]
misleading [!m9s1li.d9N]
misstatement [!m9s1ste9tm4n
to move on [!mu.v 1qn]

negotiation [n9!g48Si1e9Sn]
net [net]
net assets [!net 1äsets]
net earnings [!net 13.n9Nz]
non-existent [!nqn 9g1z9st4nt]
not-for-profit [!nqt f4 1prqf9t]
numerator [1nju.m4re9t4]

objective [4b1d7ekt9v]
obligation [!qbl91ge9Sn]
to obtain [4b1te9n]
off-balance-sheet accounting [!qf 1bäl4ns Si.t 41ka8nt9N]
offset [1qfset]
operating activities [!qp4re9t9N äk1t9v4tiz]
operating pro f i t [1qp4re9t9N prqf9t]
operations [!qp41re9Snz]
opportunity [!qp41tju.n4ti]
ordinary share capital [!0.dnri 1Se4 käp9tl]
outlook [1a8tl8k]
outside parties [!a8tsa9d 1p2.tiz]
overhead expenses [!48v4hed 9k1spens9z]
overseas [!48v41si.z]
to overstate [!48v41ste9t]

parent company [!pe4r4nt 1kcmp4ni]
pay cut [1pe9 kct]
to pay off [!pe9 1qf]
payment [1pe9m4nt]
payroll tax [1pe9r48l täks]
peer [p94]
performance [p41f0.m4ns]
periodic [!p94ri1qd9k]
personnel [!p3.s41nel]
pessimistically [!pes91m9st9kli]
petty cash [!peti 1käS]
plant [pl2.nt]
policyholder [1pql4sih48ld4]
to postpone [p41sp48n]
to predict [pr91d9kt]
prediction [pr91d9kSn]
preliminary report [pr9!l9m9n4ri r91p0.t]
price/earnings ratio [!pra9s !3.n9Nz 1re9Si48]
pricing policy [1pra9s9N pql4si]
principal [1pr9ns4pl]
profit and loss account [!prqf9t 4n 1lqs 4ka8nt]
profitability [!prqf9t41b9l4ti]
profitable [1prqf9t4bl]
to promote [pr41m48t]
property [1prqp4ti]
proportion [pr41p0.Sn]
proposal [pr41p48zl]
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to prove [pru.v]
provided [pr41va9d9d]
provision [pr41v97n]
provisional [pr41v974nl]
publicly listed [1pcbl9kli !l9st9d]
publicly traded [!pcbl9kli 1tre9d9d]
to punch numbers [pcntS 1ncmb4z]
purchase price [1p3.tS4s pra9s]

qualify [1kwql9fa9]
quantitative [1kwqnt9t4t9v]
to quote [kw48t]

to raise capital [re9z 1käp9tl]
ratio [1re9Si48]
ratio analysis [!re9Si48 41näl4s9s]
to realize [1r94la9z]
reasonable [1ri.zn4bl]
receivables [r91si.v4blz]
to recognize [1rek4gna9z]
to reconcile [1rek4nsa9l]
reconciliation to [!rek4n!s9li1e9Sn t4]
to record [r91k0.d]
to register [1red79st4]
to regulate [1regjule9t]
regulation [!regju1le9Sn]
regulatory authority [1regj4l4t4ri 0.1Tqr4ti]
to rely on [r91la9 qn]
to remind [r91ma9nd]
to repay [r91pe9]
requirement [r91kwa94m4nt]
reserve [r91z3.v]
responsibility [r9!spqns41b9l4ti]
responsible [r91spqns4bl]
retained earnings [r9!te9nd 13.n9Nz]
re t u rn on assets [r9!t3.n qn 1äsets]
re t u rn on equity [r9!t3.n qn 1ekw4ti]
to re-value [!ri.1välju.]
revenues [1rev4nju.z]
risk-worthy [1r9sk w3.Di]
rubbish [1rcb9S]
rule [ru.l]

sales figures [1se9lz f9g4z]
sales tax [1se9lz täks]
salvage value [1sälv9d7 välju.]
scope [sk48p]
self-generated [!self1d7en4re9t9d]
self-regulation [!self!regju1le9Sn]
share [Se4]
share owner [1Se4 48n4]
shareholder [1Se4h48ld4]
shareholder’s equity [!Se4h48ld4z 1ekw4ti]
short term assets [!S0.t t3.m 1äsets]
significant(ly) [s9g1n9f9k4nt(li)]
sizeable [1sa9z4bl]
to soften [1sqfn]
solid [1sql9d]g
source and application of funds [!s0.s 4nd !äpl91ke9Sn 4v fcndz]
source of supply [s0.s 4v s41pla9]
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statement of cash flows [!ste9tm4nt  4v 1käS fl48z]
statement of earnings [!ste9tm4nt 4v 13.n9Nz]
statement of financial position [!ste9tm4nt 4v fa9!nänSl p41z9Sn]
stock exchange [1stqk 9kstSe9nd7]
stringent [1str9nd74nt]
submission [s4b1m9Sn]
subsidiary [s4b1s9di4ri]
successive [s4k1ses9v]
sufficient [s41f9Snt]
to sum up [!scm 1cp]
sum-of-the-years’ digit [!scm 4v D4 !j94z 1d9d79t]
supplemental disclosure [scpl9!mentl d9s1kl4874]

to take into account [!te9k 9ntu 41ka8nt]
takeover [1te9k48v4]
tax accounting [1täks 4ka8nt9N]
tax asset [täks 1äset]
tax authority [!täks 0.1Tqr4ti]
tax avoidance [1täks 4v09d4ns]
tax bracket [1täks bräk9t]
tax break [1täks bre9k]
tax deductible [1täks d91dckt4bl]
tax evasion [1täks 9ve97n]
tax exempt [!täks 9g1zempt]
tax exile [1täks eksa9l]
tax liability [täks !la941b9l4ti]
tax return [1täks r9t3.n]
taxable [1täks4bl]
taxation [täk1se9Sn]
taxation expense [täk!se9Sn 9k1spens]
t e rm, in the long ~ [9n D4 1lqN t3.m]
term, in the middle ~ [9n D4 1m9dl t3.m]
theory, in ~ [9n 1T94ri]
trademark [1tre9d m2.k]
trader [1tre9d4]
t r a vel expenses [1trävl 9kspens9z]
treatment [1tri.tm4nt]
tune, to the ~ of [tju.n]

undistributed [!cnd91str9bju.t9d]
unrealized [cn1r94la9zd]
to unsettle [cn1setl]
upcoming [1cpkcm9N]
to upgrade [!cp1gre9d]
upgrade [1cpgre9d]
upwards [1cpw4dz]
urgent [13.d74nt]
utilization [!ju.t4la91ze9Sn]
to utilize [1ju.t4la9z]

value [1välju.]
to value [1välju.]
to vary [1ve4ri]
viable [1va94bl]

wealth [welT]
wear and tear [!we4r 4n 1te4]
working capital [!w3.k9N 1käp9tl]
to write off [!ra9t 1qf]
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