1) an authority granting concession - a public administration body authorised by
the Act to grant, deny granting, change and revoking of concessions;

2) foreign person:

a) a natural person with a place of residence abroad, without a Polish citizenship,
b) a legal person with a registered office abroad

c¢) a non-corporate organisational unit with a registered office abroad
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AU.36 Accounting

1. Documenting and recording business operations
2. Drawing up and reconciliation of inventory
3. Preparing a financial statement and conducting a financial analysis

IIl. Accounting technician
AU.36 Accounting

1. Documenting and recording business operations
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3. Preparing a financial statement and conducting a financial analysis
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1. Settlement of salaries

2. Settling taxes and public levies

3. Preparation of documents concerning the settlements with the Social Security
Institution

INTRODUCTION

The economics and accounting industry is a branch which consists of three professions:
economist technician, accounting technician and postal and financial services technician.

The economics technician has a lot of opportunities to find work in various positions.
Acquired professional skills enable the graduate to open and run their own business and to
find work in organisational units.



Economists are valued on the labour market because they have the ability to solve problems
in contemporary enterprises. Employers' expectations are focused on practical skills
during professional activities consistent with the job descriptions included in the
Professional Qualifications Standards, related to, among others, employment policy, payroll
calculations, insurance and tax accounting, accounting, cash transactions, supplies, sales,
inventory management, settlement production, office work. It is necessary to use modern
technology and financial and accounting programs, HR and payroll programs, and
warehouse management programs. The analysis of job offers showed that the demand for
specialists in accounting, finance, sales and marketing services is increasing.

The accounting technician on the other hand, is prepared to conduct accounting in an
organisational unit; can apply financial accounting tools, control and qualify evidence for
accounting, use accounting software to record business operations and prepare individual
financial statements, and conduct financial analysis and assess the financial condition of an
organisational unit. In addition, they can prepare employee documentation and settle
remuneration for contracts of employment and civil law contracts.

In the area of settlements with public and legal institutions, they can prepare tax files and
declarations as well as documents regarding settlements with the Social Insurance
Institution.

The knowledge in the field of accounting combined with practical skills is a foundation for
obtaining high positions in enterprises, business organisations, financial institutions,
public finance units, consultancy and auditing offices, and accounting offices.

Whereas, postal and financial services belong to the branch of services dynamically
developing in the economy of our country. High competition on the services market forces
companies to increase the level of services provided through timeliness, security and
reliability, price competitiveness, access to services and professional customer service. The
labour market expects qualified employees whose involvement will increase the turnover of
the postal and courier company. The graduates are offered work by nationwide (Poczta
Polska, DHL EXPRESS (Poland), InPost, OPEK, DPD Polska, K-EX)) as well as local operators,
while resourceful people can create their own one-man service company.

The dynamics of changes on the labour market in recent years is significant. Occupations
that seemed to be dying out some time ago are currently experiencing a renaissance. The
development of the logistics industry both in Poland and abroad is a consequence of the
ongoing changes and trends on the market, the growing pace of consumer life, higher
expectations for purchased products and the necessity to provide them.

The situation on the labour market of the European Economic Area countries, i.e. covered
by free movement of employees, can be observed, among others through the European Job
Mobility Portal.



source: [www.eures.europa.eu].
POSTAL AND FINANCIAL SERVICES TECHNICIAN

The postal and financial services technician provides clients with postal, financial, and
courier services.

The postal and financial services technician can work in:

1. enterprises providing postal services,
2. enterprises involved in the provision of financial services,
3. courier companies.

The postal and financial services technician works independently, on a regular basis, in

a shift system. The work takes place in constant atmospheric conditions, in daylight or
artificial light, in a sitting position. In the work of a postal and financial services technician,
they may be exposed to eye and motor system diseases.

The knowledge of a foreign language at the upper secondary school level should enable the
graduate to:

1. use the language resources (lexical, grammatical, spelling and phonetic), enabling the
implementation of professional tasks;

2. interpret statements regarding the performance of typical professional activities,
expressed slowly and clearly, in a standard language version;

3. analyse and interpret short written texts regarding the performance of typical
professional activities;

4. formulate short and understandable statements and written texts enabling
communication in the work environment;

5. use foreign sources of information.

Predispositions to work:

. communication skills,

. ability to organise work,
. good manners,

. attentiveness,

. reliability,

. accuracy,

. good eyesight,

. good hearing,

9. divisibility of attention,
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10. patience,
11. good physical condition.



In their work postal and financial services technician:

1. accepts and delivers letters/parcels,

2. transports and delivers letters/parcels,
3. settles money and postal orders,

4. deals with the circulation of goods.

Basic work tools and equipment:

1. a computer with a suite of office programs and software supporting the provision of
postal and financial services,

2. office equipment, such as: telephone, fax, photocopier, shredder, devices for counting
and checking banknotes and coins,

3. sales registration devices, such as: cash register, POS terminal, barcode reader,

4. devices for shipping dispatches, such as: electronic letter scale, electronic goods scale,
table franking machine, sorting machine for shipment distribution.

ECONOMICS TECHNICIAN

The economics technician deals with planning and organising business activity and
accounting.

The economics technician can work mainly in:

1. companies,

2. banks,

3. insurance companies,
4. public administration.

The economics technician can also run their own business.

The economist technician works in a team, in enclosed spaces, in a sitting position. Their
working time is standardized, work takes place in daylight or artificial light. This work
requires the use of office equipment. Movement and mobility may be necessary in this
profession. The work is of executive and organisational character.

The knowledge of a foreign language at the upper secondary school level should enable the
graduate to:

1. use the language resources (lexical, grammatical, spelling and phonetic), enabling the
implementation of professional tasks;

2. interpret statements regarding the performance of typical professional activities,
expressed slowly and clearly, in a standard language version;

3. analyse and interpret short written texts regarding the performance of typical
professional activities;



4. formulate short and understandable statements and written texts enabling
communication in the work environment;
5. use foreign sources of information.

Predispositions to work:

1. perceptivity,

. accuracy,

. good eyesight,

. good hearing,

. divisibility of attention,
. reliability,
.orderliness,

. conscientiousness,
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. discipline,
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. honesty,
. accounting and mathematics skills,
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. problem-solving skills,
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. communication skills,
. organisational skills.
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In their work the economics technician:

1. prepares tax files and declarations,

2. prepares financial analyses and statements,

3. carries out inventory,

4. maintains personnel and payroll documentation,

5. evaluates the financial situation of the organisation.

Basic work tools and equipment:

1. a computer with software to support financial and accounting operations, HR and
payroll, sales and warehouse management, keeping the book of revenues and
expenditures, calculating taxes, preparing statistical reports, servicing liabilities to
Social Insurance Institution,

2. a computer with a suite of office and specialist programs for secretarial services,

3. office equipment, such as: telephone with answering machine, fax, scanner,
photocopier, shredder, binding machine.

ACCOUNTING TECHNICIAN
The accounting technician keeps accounting and tax records.

The accounting technician can work mainly in:



1. companies,

2. banks,

3. insurance companies,
4. local government units.

The accounting technician can also run their own business.

The accounting technician works alone, in enclosed spaces, in constant atmospheric
conditions. The work takes place in a sitting position. For an accounting technician, there
is arisk of diseases of the skeletal system and the eyes. Professional activities are
performed using office equipment.

The knowledge of a foreign language at the upper secondary school level should enable the
graduate to:

1. use the language resources (lexical, grammatical, spelling and phonetic), enabling the
implementation of professional tasks;

2. interpret statements regarding the performance of typical professional activities,
expressed slowly and clearly, in a standard language version;

3. analyse and interpret short written texts regarding the performance of typical
professional activities;

4. formulate short and understandable statements and written texts enabling
communication in the work environment;

5. use foreign sources of information.

Predispositions to work:

1. perceptivity,

. accuracy,

. good eyesight,

. reliability,
.orderliness,

. conscientiousness,
. discipline,

. honesty,
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. analytical skills,
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. ability to work in monotonous conditions,
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. ability to work under time pressure.
In their work the accounting technician:

1. prepares financial statements,
2. prepares financial analyses,
3. conducts and documents inventory,



4. settles salaries, taxes, fees for Social Insurance Institution.

Basic work tools and equipment:

1. a computer with software to support financial and accounting operations, HR and
payroll, sales and warehouse management, keeping the book of revenues and
expenditures, calculating taxes, preparing statistical reports, servicing liabilities to
Social Insurance Institution,

2. a computer with a suite of office and specialist programs for secretarial services,

3. office equipment, such as: telephone with answering machine, fax, scanner,
photocopier, shredder, binding machine.

PRESENTATION OF THE MATERIALS IN THE E-RESOURCE AND INFORMATION ON HOW
TO USE THEM

According to the assumptions of the project, materials that have been prepared for the
e-resource are aimed at presenting typical professional situations in the context of the

industry language.

The range of professional tasks of a modern postal and financial services technician

includes:

1. receiving, transporting, delivering and issuing postal and courier parcels;

2. conducting the promotion and active sale of goods and services provided by the
operator;

3. performing distribution and forwarding operations and keeping documentation;

4. conducting money transactions and banking services.

The range of professional tasks of a modern economics technician includes:

1. accounting;

2. calculating public levies;

3. calculating salaries;

4. calculating fees for Social Insurance Institution;
5. conducting the financial analysis.

Whereas, the accounting technician apart from tasks stemming from the first qualification
AU.36, in their work also concentrate on tasks in the area of:

1. planning and running business activity;

2. calculating taxes;

3. conducting HR and payroll settlements;

4. performing analyses and preparing statements in the field of entities conducting

economic activity.



The scope of professional tasks is in line with what the student will learn in the vocational
school. An innovation in a vocational school is the introduction to the educational process
of compulsory learning of a foreign trade language.

Knowledge of a foreign language is becoming increasingly important for Polish employers
who increasingly boldly cooperate with foreign companies. The employees themselves are
also interested in raising their language competences, as they can take up employment in
the European Union countries at any time, which is facilitated by the opening of the labour
markets.

To meet these expectations, we provide teachers and students of Polish vocational schools
with e-Resources for learning a foreign trade language in occupations: postal and financial
services technician 421108, economics technician 331403, accounting technician 431103.

Among the prepared materials they can find, among others. films, animations, hypertexts
that introduce material and didactic games and resources to check the level of content
acquisition (mainly exercises).

We encourage everyone to use them!
DESCRIPTION OF LEARNING OBJECTIVES AND OUTCOMES
POSTAL AND FINANCIAL SERVICES TECHNICIAN (learning objectives and outcomes)

https: //www.ore.edu.pl/wp-content/uploads/ksztalcenie_zawodowe/zawody2-
3/cd /technik-uslug-pocztowych_i-finansowych-421108.pdf

ECONOMICS TECHNICIAN (learning objectives and outcomes)

https: //www.ore.edu.pl/wp-content /uploads/ksztalcenie_zawodowe/zawody2-
3/cd/technik_ekonomista_331404.pdf

ACCOUNTING TECHNICIAN (learning objectives and outcomes)

https: //www.ore.edu.pl/wp-content /uploads/ksztalcenie__zawodowe/zawody2-
3/cd/technik_rachunkowosci_431103.pdf

source:

Regulation of the Minister of National Education of March 13, 2017 on the classification of
vocational education occupations

http: //dziennikustaw.gov.pl /du /2017/622 /1

Regulation of the Minister of National Education of March 31, 2017 on the core curriculum
of vocational education



http: //dziennikustaw.gov.pl/DU/2017/860/2

In the professional area II. administration and services, in the groups of professions (10)
economics and administration, in the economy and accounting (17) industry, 3 separate
professions were classified:

1. postal and financial services technician 421108,
2. economics technician 331403,
3. accounting technician 431103.

For the profession Economics technician 331403 and accounting technician 431103 there
is one common qualification - AU.36.

Table 1. Interconnection of qualifications in the economics and accounting industry

Profession in

. . Profession o Common
Qualification which it
symbol elements
occurs
) Accounting
AU.36 | Accounting 431103 .. OMZPKZ(AU.m)
technician
E .
331403 COMOMIES 1 prz(AU.m)
technician
Settling salaries and public Accounting
AU.65 i 431103 o OMZPKZ(AU.m)
levies technician
Planning and conducting Economics
AU.35 L o 331403 o OMZPKZ(AU.m)
activities in an organisation technician
Provision of postal, financial Postal and
and courier services as well financial )
AU.66 ) ) 421108 ) OMZPKZ(AU.))
as in the field of trade in services
goods technician
Postal and
Performing distribution and f -
nancia
AU.67 | forwarding tasks in postal 421108 services OMZPKZ(AU.))
%
and courier services o
technician

As it can be seen in table 1 above, apart from interconnections in qualifications, there is also
a strong connection between common PKZ(AU.m) and PKZ(AU.j), which are present in
professions of this group.

These are representative skills for professions in this area or industry. These skills are
crucial for these professions, they form the basis for the implementation of education in
connection with the qualification AU.36.; AU.65; AU.35; AU.66, AU.67.



PKZ(AU.m) Skills constituting the foundation of education in professions: shipping and
forwarding technician, logistics technician, economic technician, accounting technician,
sales technician, bookselling technician

The student:

. uses the concepts of microeconomics and macroeconomics;

. uses computer programs in office work;

. prepares standard forms of work correspondence;

.conducts work connected with the preparation of business meetings;

. applies legal provisions regarding professional secrecy and protection of personal data;
. operates office equipment and devices;

. stores documents;

. selects statistical data in terms of their analytical and decision-making usefulness;
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. distinguishes between types of statistical surveys and their usefulness;
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. collects information about the surveyed population;
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. distinguishes, calculates and interprets basic statistical measures;
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. performs statistical analysis of the studied phenomenon;
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. prepares and presents statistical data and research results;

—
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. uses computer programs to support the performance of the tasks.

PKZ(AU.)) Skills constituting the foundation of education in professions: salesperson, sales
technician, bookselling technician, postal and financial services technician

The student:

. uses terminology in the field of science of commodities;
. classifies goods according to specific criteria;
. adheres to the rules of warehousing, storage and transport of goods;

BN -

. adheres to commodity standards and quality standards for the storage and
preservation of goods;

. observes the rules of goods receipt;

. distinguishes between types of packaging of goods;

. respects the principles of packaging and labeling of goods;

. adheres to the principles of packaging management;

© o0 g O Ul

. applies the law on consumer rights;

10. complies with the complaint procedures;

11. defines the importance of marketing in advertising and distinguishes its elements;
12. prepares documents related to the work performed;

13. uses computer programs to support the performance of the tasks.

AU.36. Accounting

1. Documenting and recording business operations



The student:

1. prepares and controls accounting documents and qualifies them for accounting;

2.
. adheres to the principles of keeping accounting records;

Uil s~ W

© 0 g9 O

11.
12.
13.
14.

15.
16.
17.
18.
19.

interprets economic events documented with accounting documents;

. classifies assets and liabilities;
. evaluates assets and liabilities during the financial year and as at the balance sheet

date;

. identifies P&L categories;

.adheres to the rules and applies the law regarding accounting;
. observes the rules of accounting ledgers;

.opens and closes account books;

10.

records balance sheet and nominal operations on control and analytical accounts in
various units;

settles the costs of an organisation’s operation;

plans the depreciation of fixed assets and makes depreciation write-offs;
distinguishes and applies methods of cost calculation;

determines the financial result using the statistical method and the accounting
method;

corrects errors in accounting documents and accounting books;

prepares a statement of turnovers and balances;

uses various forms of cash settlements;

uses financial and accounting software.

Drawing up and reconciliation of inventory

The student:

1.
2.
3.
4.
5.

distinguishes types, stages and rules of stocktaking;
draws up inventory using different methods;
determines and interpretes inventory variances;
reconciles inventory variances;

draws up documentation on the course of stocktaking.

3. Preparing a financial statement and conducting a financial analysis

The student:

1.
2.
3.
4.
5.

prepares a separate financial statement;

identifies the subject, tasks and methods of financial analysis;
selects and interprets financial analysis indicators;

calculates financial analysis indicators;

evaluates the property and financial situation of the organisation.

AU.65. Settling salaries and public levies



1. Settlement of salaries
The student:

1. prepares employee documentation;

. distinguishes and draws up civil law agreements;

. distinguishes components of the payroll;

. prepares a payroll;

. settles remuneration for civil law contracts;

. applies the law regarding social security;

. calculates social security contributions;

. determines entitlement to sickness benefit and calculates its amount;
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. calculates the amount of benefits paid by the payer on behalf of the Social Insurance
Institution;

10. apply legal provisions regarding health insurance;

11. calculates premiums for health insurance;

12. calculates the amount of the deduction for the Employee Benefit Fund;

13. uses HR and payroll software.

2. Settling taxes and public levies
The student:

. uses terminology in the field of public finances;

. applies regulations of the tax law;

. classifies taxes;

. recognises elements of tax and fee structures;

. settles VAT tax;

. settles excise duty;

. settles income taxes, including contracts (conventions) on the avoidance of double
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taxation;
8. adheres to the principles of determining and accounting for other public levies;
9. keeps tax records;
10. prepares tax returns;
11. adheres to the rules of keeping tax documentation;
12. uses computer software to prepare tax settlements.

3. Preparation of documents concerning the settlements with the Social Security
Institution

The student:

1. prepares the registration documents of the contribution payer and insured persons;
2. distinguishes social security contributions;



3. prepares billing documents;

4. draws up the documentation being the basis for payment of benefits by the Social
Insurance Institution;

5. sets contributions to the Labour Fund and the Guaranteed Employee Benefits Fund;

6. uses a programme to prepare documents for settlement with the Social Insurance
Institution.

AU.35. Planning and conducting activities in an organisation
1. Organising economic activity and calculating taxes
The student:

1. applies the provisions of the Code of Commercial Companies, the Civil Code, the Code
of Administrative Procedure and tax regulations in the scope of performed tasks;
2. defines the tasks of entrepreneurs, financial institutions, government and local
government administration bodies;
. distinguishes the organisational and legal forms of the entrepreneurs' activities;
. organises cooperation with contractors and other entities;
. uses marketing strategies;
. handles work related to trading in materials, goods and finished products as well as
cash;
7. prepares documents related to trade in materials, goods and finished products as well
as cash;
8. uses various methods of calculating sales prices, including VAT settlements;
9. distinguishes between types of inventory and rules for their normalisation;
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10. calculates inventory standards in order to maintain production and sales continuity as
well as inventory turnover;

11. calculates direct and indirect taxes;

12. draw up tax files and declarations;

13. uses computer programs supporting business operations and tax settlements.

14. Personnel and payroll management

The student:

1. applies legal regulations regarding personnel, payroll, and pension;

2. keeps records of recruitment, employment and work flow of employees;

3. prepares documents on employees' pension;

4. calculates salaries according to different pay systems and different contracts;

5. calculates advances on income tax on wages paid to natural persons;

6. prepares payrolls;

7. draw up social security and health declarations;

8. prepares declarations and tax returns regarding personal income tax in connection
with the payment of wages;



9. calculates and interprets employment and remuneration indicators;
10. uses computer programmes to manage HR and payroll, insurance, and tax.
11. Preparing plans, analyses, and statements

The student:

1. distinguishes between the types and structure of plans;

2. adheres to the principles and methods of planning;

3. draws up a business plan;

4. calculates and interprets basic measures and indicators of economic analysis;

5. distinguishes between methods, types and stages of economic analysis;

6. prepares information on the performance of the organization's tasks necessary for
economic analysis and reporting;

7. prepares reports on the implementation of planned tasks;

8. prepares, in various forms, presentations of planning and analytical materials;

9. uses computer programmes for calculations, analyses, and statements; uses a system
for e-statistics.

AU.66. Provision of postal, financial and courier services as well as in the field of trade in
goods

1. Postal and delivery services
The student:

1. applies legal provisions regarding postal operators and delivery companies;

2. uses price lists for postal services and regulations for the provision of postal and
delivery services;

3. selects the scope of provided postal and delivery services to the client's needs;

4. prepares and analyses documents related to the entering into contracts for postal and
delivery services;

5. accepts, delivers parcels, mass mailings, telegrams according to procedures;

6. uses computer programmes used in postal services;

7. supports technical devices at the customer service stand.

8. Performing financial services

The student:

1. applies legal provisions regarding financial services;

2. uses various forms of monetary settlements;

3. recognises counterfeit means of payment and identity documents and abides by
procedures for dealing with irregularities;

4. accepts payments and makes withdrawals of money transfers for various reasons;

5. applies bank account regulations;



6. accepts loan applications and conducts the loan granting procedure.
7. Trade of goods

The student:

1. adheres to the rules of placing and settling orders;

2. prepares documents related to trade in goods;

3. observes the rules for receiving and issuing goods;

4. uses various forms of promotion and sale of goods;

5. distinguishes types, stages and rules of inventory and uses various methods of

stocktaking.

AU.67. Provision of postal, financial and courier services as well as in the field of trade in

goods
1. Parcel handling

The student:

1. uses the operator's technological instructions regarding the handling and dispatch of
parcels;

2. observes the principles of dividing postal items in an automatic and manual system;

3. adheres to the security rules and deadlines for the course of posting mail;

4. prepares documents regarding the parcel handling;

5. applies the provisions of the law on the protection of classified information in terms of
professional and state secrets;

6. identifies and calculates the quality indicators of postal and courier services;

7. selects and operates technical devices used in the handling of postal and courier

parcels.
2. Expediting and transporting parcels

The student:

1. uses the operator's technical instructions regarding expediting and transport;

2. develops a schedule of works in the process of expediting and transporting parcels;

3. draws up and controls documentation regarding the expediting and transport of
parcels;

4. expedites shipments;

5. develops and applies maps of postal connections.

ESTIMATED NUMBER OF HOURS REQUIRED TO ACHIEVE THE ESTABLISHED RESULTS OF
THE COURSE



QUALIFICATION
DESIGNATION

AU.36

AU.36.1

AU.36.2

AU.36.3

AU.65

AU.65.1
AU.65.2

AU.65.3

AU.35

AU.35.1

AU.35.2

AU.35.3

AU.66

AU.66.01
AU.66.02
AU.66.03

QUALIFICATION NAME

accounting

documenting and recording
business operations

drawing up and reconciliation of
inventory

preparing a financial statement
and conducting a financial
analysis

settling salaries and public levies

settlement of salaries
settling taxes and public levies

preparation of documents
concerning the settlements with
the Social Security Institution

planning and conducting
activities in an organisation

organising economic activity and
calculating taxes

personnel and payroll
management

preparing plans, analyses, and
statements

provision of postal, financial and
courier services as well as in the
field of trade in goods

postal and delivery services
performing financial services

trade of goods

PROFESSION
NAME

Accounting
technician /
Economics
technician

Accounting
technician

Economics
technician

Postal and

financial services

technician

NUMBER
OF
HOURS



performing distribution and Postal and

AU.67. forwarding tasks in postal and financial services | 4
courier services technician

AU.67.01 parcel handling - 2
expediting and transportin

AU.67.02 *peciting and transporuing - 2
parcels

WPROWADZENIE DO E-ZASOBU
E-ZASOB EKONOMIA i RACHUNKOWOSC
JEZYK ANGIELSKI

PODZIAL NA ZAWODY (SPIS TRESCI)
EKONOMIA I RACHUNKOWOSC

Spis tresci:

I. Technik ustug pocztowych i finansowych

AU.66 Swiadczenie ustug pocztowych, finansowych i kurierskich oraz w zakresie obrotu
towarowego

1. Swiadczenie ustug pocztowych i kurierskich
2. Realizowanie ustug finansowych
3. Realizowanie obrotu towarowego

AU.67 Wykonywanie zadan rozdzielczo-ekspedycyjnych w ustugach pocztowych
i kurierskich

1. Opracowywanie przesylek
2. Ekspediowanie i przew0z przesytek

II. Technik ekonomista
AU.35 Planowanie i prowadzenie dzialalnosci w organizacji

1. Organizowanie dziatalnosci gospodarczeji obliczanie podatkow
2. Prowadzenie spraw kadrowo-ptacowych
3. Sporzadzanie planow, analiz i sprawozdan

AU.36 Prowadzenie rachunkowosci

1. Dokumentowanie i ewidencjonowanie operacji gospodarczych
2. Prowadzenie i rozliczanie inwentaryzacji



3. Sporzadzanie sprawozdania finansowego i przeprowadzanie analizy finansowej
III. Technik rachunkowosci
AU.36 Prowadzenie rachunkowosci

1. Dokumentowanie i ewidencjonowanie operacji gospodarczych
2. Prowadzenie i rozliczanie inwentaryzacji
3. Sporzadzanie sprawozdania finansowego i przeprowadzanie analizy finansowej

AU.65 Rozliczanie wynagrodzen i danin publicznych

1. Rozliczanie wynagrodzen

2. Rozliczanie podatkow i innych danin publicznych

3. Sporzadzanie dokumentow dotyczacych rozliczen z Zakladem Ubezpieczen
Spotecznych

WPROWADZENIE

Branza ekonomia i rachunkowos¢ to branza w skiad ktorejwchodzg trzy zawody: technik
ekonomista, technik rachunkowosci oraz technik ustug pocztowych i finansowych.

Technik ekonomista posiada duze szanse zatrudnienia na réznorodnych stanowiskach
pracy. Nabyte umiejetnosci zawodowe umozliwiajg absolwentowi utworzenie

i prowadzenie wilasnej dzialalnoSci oraz zatrudnienie na stanowiskach w jednostkach
organizacyjnych.

EkonomiSci sg osobami cenionymi na rynku pracy, poniewaz posiadajg umiejetnosci
samodzielnego rozwigzywania problemow wystepujacych we wspotczesnych
przedsigbiorstwach. Oczekiwania pracodawcow nakierowane sg na praktyczne
umiejetnosci podczas wykonywania czynnosci zawodowych zgodnych z opisem stanowisk
pracy zawartych w Standardach kwalifikacji zawodowych, zwigzanych miedzy innymi

z polityka zatrudnienia, naliczaniem wynagrodzen, rozliczaniem ubezpieczen i podatkow,
ksiegowoscig, obrotem pienieznym, zaopatrzeniem, sprzedazg, gospodarka magazynowa,
rozliczaniem produkcji, wykonywaniem prac biurowych. Istnieje konieczno$¢ postugiwania
sie nowoczesng technologig oraz korzystania z uzytkowych programow
finansowo-ksiegowych, kadrowo-placowych, zarzagdzania magazynem. Analiza ofert pracy
wykazala, Ze wzrasta zapotrzebowanie na specjalistow w zakresie ksiegowosci, finansow,
obstugi sprzedazy i marketingu.

Technik rachunkowos$ci natomiast jest przygotowany do prowadzenia rachunkowosci
w jednostce organizacyjnej; potrafi stosowa¢ narzedzia rachunkowosci finansowej,
kontrolowac i kwalifikowa¢ dowody do ksiggowania, zastosowa¢ oprogramowanie
ksiegowe do ewidenciji operacji gospodarczych i sporzadzenia jednostkowego
sprawozdania finansowego oraz przeprowadzi¢ analize finansowq i oceni¢ kondycje



finansowg jednostki organizacyjnej. Ponadto potrafi sporzadzi¢ dokumentacje pracowniczg
i rozliczy¢ wynagrodzenia z tytulu umow o prace i umow cywilnoprawnych.

W zakresie rozliczen z instytucjami publicznoprawnymi potrafi sporzadza¢ ewidencje
i deklaracje podatkowe oraz dokumenty dotyczace rozliczen z Zaktadem Ubezpieczen
Spotecznych.

Wiedza z zakresu rachunkowosci polgczona z umiejetnoSciami praktycznymi daje
podstawy do zajmowania wysokich stanowisk w przedsi¢biorstwach, organizacjach
gospodarczych, instytucjach finansowych, jednostkach finanséw publicznych, kancelariach
doradczych i audytorskich oraz biurach rachunkowych.

Natomiast ustugi pocztowo-finansowe nalezg do gatezi ustug preznie rozwijajacych sie

w gospodarce naszego kraju. Duza konkurencja na rynku ustug wymusza na firmach
podniesienie poziomu $wiadczonych ustug poprzez terminowos¢, bezpieczenstwo

i niezawodnos$¢, konkurencyjnos¢ cen, dostepnosc do swiadczonych ustug oraz
profesjonalna obstuga klienta. Rynek pracy oczekuje na wykwalifikowanych pracownikow,
ktorych zaangazowanie przyczyni si¢ do podniesienia obrotow firmy pocztowo-kurierskiej.
Absolwentom prace oferujg operatorzy o zasi¢gu ogolnopolskim (Poczta Polska, DHL
EXPRESS (Poland), InPost, OPEK, DPD Polska, K-EX)) jak i lokalnym, natomiast osoby
przedsigbiorcze moga tworzy¢ wiasng jednoosobowg firme ustugowa.

Dynamika zmian na rynku pracy w ostatnich latach jest znaczaca. Zawody, ktore jeszcze
jakis czas temu wydawaly si¢ wymierajace, w obecnej chwili przezywaja swoj renesans.
Nastepstwem zachodzgcych zmian i trendow na rynku, rosnacego tempa zycia
konsumentow, coraz wyzszych oczekiwan wobec kupowanych produktow jest rozwoj
branzy wiokienniczej zarowno w Polsce, jak

1 zagranica.

1. Sytuacje na rynku pracy krajow Europejskiego Obszaru Gospodarczego, czyli objetych
swobodnym przeplywem pracownikow, mozna obserwowac¢ m.in. poprzez Europejski
Portal Mobilnosci Zawodowej [www.eures.europa.eu].

TECHNIK USEUG POCZTOWYCH I FINANSOWYCH

Technik ustug pocztowych i finansowych obstuguje klientow, Swiadczac ustugi pocztowe,
finansowe, kurierskie.

Technik ustug pocztowych i finansowych ma mozliwo$¢ zatrudnienia w:

1. przedsiebiorstwach zajmujgcych si¢ $wiadczeniem ustug pocztowych,
2. przedsiebiorstwach zajmujacych sie swiadczeniem ustug finansowych,
3. firmach kurierskich.



Technik ustug pocztowych i finansowych pracuje samodzielnie, w stalym wymiarze godzin,
w systemie zmianowym. Praca odbywa si¢ w stalych warunkach atmosferycznych, przy
Swietle dziennym lub sztucznym, w pozyciji siedzacej. W pracy technik ustug pocztowych

i finansowych moze by¢ narazony na choroby narzadu wzroku i uktadu ruchu.

Znajomosc¢ jezyka obcego na poziomie szkoty ponadgimnazjalnej powinna umozliwic¢
absolwentowi:

1. postugiwanie sie¢ zasobem Srodkow jezykowych (leksykalnych, gramatycznych,
ortograficznych oraz fonetycznych), umozliwiajacym realizacje¢ zadan zawodowych;

2. interpretowanie wypowiedzi dotyczacych wykonywania typowych czynnos$ci
zawodowych artykulowane powoli i wyraznie, w standardowej odmianie jezyka;

3. analizowanie i interpretowanie krotkich tekstow pisemnych dotyczgcych
wykonywania typowych czynnosci zawodowych;

4. formutowanie kroétkich i zrozumiatych wypowiedzi oraz teksty pisemne umozliwiajace
komunikowanie si¢ w srodowisku pracy;

5. korzystanie z obcojezycznych zrodet informacii.

Predyspozycje do pracy:

1. umiejetnosci komunikacyjne,
2. umiejetnoS¢ organizowania pracy,
3. wysoka kultura osobista,
4. uwaznos¢,
5. odpowiedzialno$¢
6. dokladnos¢,
7. dobry wzrok,
8. dobry stuch,
9. podzielnos¢ uwagi,
10. cierpliwos¢,
11. dobra kondycja fizyczna.

W swojej pracy technik ustug pocztowych i finansowych:

1. przyjmuje i wydaje przesytki pocztowe,
2. przewozi i dorecza przesyiki pocztowe,
3. rozlicza przekazy pieniezne i pocztowe,
4. zajmuje si¢ obrotem towarow.

Podstawowe wyposazenie i narzedzia pracy:

1. komputer z pakietem programoéw biurowych i oprogramowaniem wspomagajacym
Swiadczenie ustug pocztowych i finansowych,



2. urzadzenia techniki biurowej, takie jak: telefon, faks, kserokopiarka, niszczarka,
urzgdzenia do liczenia i sprawdzania banknotoéw i monet,

3. urzadzenia do rejestrowania sprzedazy, takie jak: kasa fiskalna, terminal POS, czytnik
kodow kreskowych,

4. urzadzenia do ekspedyciji przesytek, takie jak: waga elektroniczna listowa, waga
elektroniczna towarowa, frankownica stotowa, sortownica do rozdziatu przesylek.

TECHNIK EKONOMISTA

Technik ekonomista zajmuje si¢ planowaniem i organizacjg dzialalno$ci gospodarcze;j
i prowadzeniem rachunkowosci.

Technik ekonomista ma mozliwos$¢ zatrudnienia gtownie w:

1. przedsig¢biorstwach,

2. bankach,

3. firmach ubezpieczeniowych,
4. administracji publiczne;j.

Technik ekonomista moze takze zatozy¢ wtasng dziatalno$¢ gospodarcza.

Technik ekonomista pracuje w zespole, w pomieszczeniach zamknietych, w pozyciji
siedzacej. Jego czas pracy jest normowany, praca odbywa sie przy Swietle dziennym lub
sztucznym. W pracy sg wykorzystywane urzadzenia biurowe. W tym zawodzie moze by¢
konieczne przemieszczanie si¢, mobilnos$¢. Praca ma charakter wykonawczy

1 organizacyjny.

Znajomosc¢ jezyka obcego na poziomie szkoty ponadgimnazjalnej powinna umozliwic¢
absolwentowi:

1. postugiwanie si¢ zasobem Srodkow jezykowych (leksykalnych, gramatycznych,
ortograficznych oraz fonetycznych), umozliwiajgcym realizacje zadan zawodowych;

2. interpretowanie wypowiedzi dotyczacych wykonywania typowych czynnos$ci
zawodowych artykutowane powoli i wyraznie, w standardowej odmianie jezyka;

3. analizowanie i interpretowanie krotkich tekstow pisemnych dotyczacych
wykonywania typowych czynnosci zawodowych;

4. formutowanie krotkich i zrozumiatych wypowiedzi oraz teksty pisemne umozliwiajace
komunikowanie si¢ w Srodowisku pracy;

5. korzystanie z obcojezycznych zrodet informacii.

Predyspozycje do pracy:

1. spostrzegawczos¢,
2. dokladnosc¢,
3. dobry wzrok,



4.
S.
6.
7.
8.
9.
10.
11.
12.
13.
14.

dobry stuch,

podzielno$¢ uwagi,

odpowiedzialnos¢,

systematycznosc¢,

sumiennoS$¢,

zdyscyplinowanie,

uczciwose,

zdolno$ci rachunkowo-matematyczne,
umiejetnos¢ rozwigzywania problemow,
umiejetnosci komunikacyjne,
umiejetnosci organizacyjne.

W swojej pracy technik ekonomista:

1. sporzadza ewidencje i deklaracje podatkowe,

2.

sporzadza analizy i sprawozdania finansowe,

3. przeprowadza inwentaryzacje,
4. prowadzi dokumentacje kadrowo-ptacows,
5. ocenia sytuacje finansowa organizaci.

Podstawowe wyposazenie i narzedzia pracy:

1. komputer z oprogramowaniem do wspomagania operacji finansowo-ksiegowych,

kadrowo-ptacowych, obstugi sprzedazy i gospodarki magazynowej, prowadzenia ksiegi
przychodow i rozchodow, obliczania podatkow, sporzadzania sprawozdan
statystycznych, obstugi zobowigzan wobec ZUS,

2. komputer z pakietem programow biurowych i specjalistycznym do obstugi

sekretariatu,

3. urzadzenia techniki biurowej, takie jak: telefon z automatycznag sekretarka, faks, skaner,

kserokopiarka, niszczarka, bindownica.

TECHNIK RACHUNKOWOSCI

Technik rachunkowosci prowadzi rachunkowo$¢ i ewidencje podatkowa.

Technik rachunkowosci ma mozliwo$¢ zatrudnienia gtownie w:

1. przedsiebiorstwach,

2. bankach,

3. w firmach ubezpieczeniowych,

4. jednostkach samorzadu terytorialnego.

Technik rachunkowos$ci moze takze zatozy¢ wlasng dziatalno$¢ gospodarcza.



Technik rachunkowosci wykonuje prace indywidualnie, w pomieszczeniach zamknietych,
w statych warunkach atmosferycznych. Praca odbywa sie w pozycji siedzacej. W zawodzie
technika rachunkowosci istnieje ryzyko choréob uktadu kostno-szkieletowego i narzadu
wzroku. Czynno$ci zawodowe sg wykonywane przy uzyciu urzadzen biurowych.

Znajomo$c¢ jezyka obcego na poziomie szkoty ponadgimnazjalnej powinna umozliwi¢
absolwentowi:

1. postugiwanie si¢ zasobem Srodkow jezykowych (leksykalnych, gramatycznych,
ortograficznych oraz fonetycznych), umozliwiajacym realizacje¢ zadan zawodowych;

2. interpretowanie wypowiedzi dotyczacych wykonywania typowych czynnos$ci
zawodowych artykulowane powoli i wyraznie, w standardowej odmianie jezyka;

3. analizowanie i interpretowanie krotkich tekstow pisemnych dotyczgcych
wykonywania typowych czynnosci zawodowych;

4. formutowanie krétkich i zrozumiatych wypowiedzi oraz teksty pisemne umozliwiajace
komunikowanie si¢ w srodowisku pracy;

5. korzystanie z obcojezycznych zrodet informacii.

Predyspozycje do pracy:

1. spostrzegawczos¢,
. doktadnosc¢,

. dobry wzrok,

. odpowiedzialnos¢,
. systematycznosc¢,

. sumiennos¢,

. zdyscyplinowanie,
. uczciwose,
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. umiejetnosci analityczne,

—_—
=]

. umiejetnos¢ pracy w warunkach monotonnych,

—
—

. zdolnos¢ do pracy pod presjg czasu.
W swojej pracy technik rachunkowosci:

1. sporzadza sprawozdania finansowe,

2. sporzadza analizy finansowe,

3. prowadzi i dokumentuje inwentaryzacje,

4. rozlicza wynagrodzenia, podatki, optaty ZUS.

Podstawowe wyposazenie i narzedzia pracy:

1. komputer z oprogramowaniem do wspomagania operacji finansowo-ksiegowych,
kadrowo-ptacowych, obstugi sprzedazy i gospodarki magazynowej, prowadzenia ksiegi



przychodow i rozchodow, obliczania podatkow, sporzadzania sprawozdan
statystycznych, obstugi zobowigzan wobec ZUS,
2. komputer z pakietem programow biurowych i specjalistycznym do obstugi

sekretariatu,
3. urzadzenia techniki biurowej, takie jak: telefon z automatyczna sekretarka, faks, skaner,
kserokopiarka, niszczarka, bindownica.

PREZENTACJA MATERIALOW ZAWARTYCH W E-ZASOBIE ORAZ INFORMACIJE JAK Z NICH
KORZYSTAC

Zgodnie z zalozeniami projektu materialy, ktore zostaty przygotowane do e-zasobu
nakierowane sg na przedstawienie typowych sytuacji zawodowych w kontekscie jezyka

branzowego.

Zakres zadan zawodowych wykonywany przez wspolczesnego technika ustug pocztowych
i finansowych obejmuje:

1. przyjmowanie, przewoz, doreczanie i wydawanie przesytek pocztowych i kurierskich;

2. prowadzenie promocja i aktywna sprzedaz towarow i ustug Swiadczonych przez
operatora;

3. wykonywanie czynnosci rozdzielczo-ekspedycyjnych oraz prowadzenie dokumentaciji;

4. prowadzenie obrotu pieni¢znego i ustug bankowych.

Zakres zadan zawodowych wykonywany przez wspotczesnego technika ekonomiste
obejmuje:

1. prowadzenie rachunkowosci;

2. rozliczanie danin publicznych;

3. rozliczanie wynagrodzen;

4. rozliczanie sktadek pobieranych przez ZUS;
5. prowadzenie analizy finansowe;j.

Z kolei technik rachunkowosci oprocz zadan wynikajacych z pierwszej kwalifikaciji AU.36
w swojej pracy zawodowej koncentruje sie¢ rowniez na zadaniach w zakresie :

1. planowania i prowadzenia dziatalnoSci gospodarcze;j;

2. obliczania podatkow;

3. prowadzenia spraw kadrowo-ptacowych,;

4. wykonywania analiz i sporzadzania sprawozdan z zakresu podmiotéw prowadzgcych
dziatalnos¢ gospodarcza.

Zakresy zadan zawodowych s3 zgodne z tym czego uczen nauczy si¢ w szkole
przygotowujacej do wykonywania danych zawodow. Innowacjg w szkole zawodowej jest
wprowadzenie do procesu ksztalcenia obowigzkowejnauki jezyka obcego zawodowego.



Znajomosc¢ jezyka obcego ma coraz wieksze znaczenie dla polskich pracodawcow, ktorzy
coraz Smielej nawigzuja wspolprace z zagranicznymi firmami branzy odziezowe;j.
Podniesieniem kompetenciji jezykowych zainteresowani sg takze sami pracownicy, ktorych
w kazdej chwili moga podja¢ zatrudnienie w krajach Unii Europejskiej czemu sprzyja
otwarcie rynkow pracy.

Wychodzac naprzeciw tym oczekiwaniom przekazujemy nauczycielom i uczniom polskich
szkot zawodowych e-Zasoby do nauki jezyka obcego zawodowego w zawodach: technik
ustug pocztowych i finansowych 421108, technik ekonomista 331403, technik
rachunkowosci 431103.

Wsrod przygotowanych materiatow znalez¢ mozna m.in. filmy, animacje, sekwencje audio,
ktére wprowadzaja materiat oraz gry dydaktyczne i zasoby sprawdzajace poziom
przyswojenia materiatu (gléwnie ¢wiczenia).

Zachecamy wszystkich do korzystania z nich!
OPIS CELOW I EFEKTOW KSZTALCENIA
TECHNIK USEUG POCZTOWYCH I FINANSOWYCH (cele i efekty ksztatcenia)

https: //www.ore.edu.pl/wp-content/uploads/ksztalcenie_zawodowe/zawody2-
3/cd /technik-uslug-pocztowych_i-finansowych-421108.pdf

TECHNIK EKONOMISTA (cele i efekty ksztalcenia)

https: //www.ore.edu.pl/wp-content/uploads/ksztalcenie_zawodowe/zawody2-
3/cd/technik_ekonomista_331404.pdf

TECHNIK RACHUNKOWOSCI (cele i efekty ksztatcenia)

https: //www.ore.edu.pl/wp-content /uploads/ksztalcenie _zawodowe/zawody2-
3/cd/technik_rachunkowosci_431103.pdf

zrodlo:

Rozporzadzenie Ministra Edukacji Narodowej z dnia 13 marca 2017 r. w sprawie klasyfikaciji
zawodow szkolnictwa zawodowego

http: //dziennikustaw.gov.pl /du /2017/622 /1

Rozporzadzenie Ministra Edukacji Narodowej z dnia 31 marca 2017 r. w sprawie podstawy
programowej ksztalcenia w zawodach

http: //dziennikustaw.gov.pl /DU /2017/860/2



W obszarze zawodowym II. Administracyjno-ustugowym, w grupie zawodow (10)
ekonomiczno-administracyjne, w branzy (17) ekonomia i rachunkowos¢ zakwalifikowane
zostaly 3 odrebne zawody:

1. technik ustug pocztowych i finansowych 421108,
2. technik ekonomista 331403,
3. technik rachunkowosci 431103.

Dla zawodow technik ekonomista 331403 oraz technik rachunkowosci 431103 wystepuje
wspolna kwalifikacja - AU.36.

Tabela 1. Wzajemne powiazania kwalifikacji w branzy ekonomia i rachunkowos¢

Symbol Zawod Element
Kwalifikacja ym w ktorym , Y
zawodu , wspolne
wystepuje
) , . Technik
AU.36 | Prowadzenie rachunkowosci | 431103 , . | OMZPKZ(AU.m)
rachunkowosci
Technik
331403 % PKZ(AU.m)
ekonomista
Rozli i dzer Technik
AUGs | | orlcranie wynagroczen 431103 O OMZPKZ(AU.m)
i danin publicznych rachunkowosci
Planowanie i prowadzenie Technik
AU.35 , , . . 331403 , OMZPKZ(AU.m)
dziatalnoSci w organizaciji ekonomista
Swiadczenie ust
wiadczenie ustug Technik ustug
pocztowych, finansowych ,
AU.66 | | ) , ) 421108 pocztowych OMZPKZ(AU.))
i kurierskich oraz w zakresie .
i finansowych
obrotu towarowego
Wyk ie zadan
4 do.n};wanlekza Zn - veh Technik ustug
rozdzielczo-ekspedycyjnyc
AU.67 PEAyEYIY 421108 | pocztowych OMZPKZ(AU.j)

w ustugach pocztowych .
fi h
i kurierskich 1 Inansowyc

Jak mozna zauwazy¢ w zamieszczonej powyzej tabeli 1, oprocz powigzan w ramach
kwalifikacji, wystepuje silne powigzanie wspolnymi PKZ(AU.m) i PKZ(AU.j), ktore wystepuja
w zawodach tej grupy.

S to umiejetnosci reprezentatywne dla zawodow z tego obszaru, czy branzy. Umiejetnosci
te sa kluczowe dla tych zawodow,

stanowig podstawe do realizacji ksztalcenia w powiazaniu z kwalifikacjg AU.36.; AU.65;
AU.35; AU.66, AU.67.



PKZ(AU.m) Umiejetnosci stanowigce podbudowe do ksztalcenia w zawodach: technik
spedytor, technik logistyk, technik ekonomista, technik rachunkowosci, technik
administracji, technik handlowiec, technik ksiegarstwa

Uczen:

1. postuguje si¢ pojeciami z zakresu mikroekonomii i makroekonomii;
. korzysta z programéw komputerowych w pracy biurowe;j;

. przygotowuje standardowe formy korespondencii stuzbowej;

. wykonuje prace zwiazane z przygotowaniem spotkan stuzbowych;
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. stosuje przepisy prawa dotyczgce tajemnicy stuzbowej oraz ochrony danych
osobowych;
6. obstuguje sprzet i urzadzenia techniki biurowej;
7. przechowuje dokumenty;
8. dokonuje selekcji danych statystycznych pod katem ich przydatnosci analitycznej
i decyzyjnej;
9. rozréznia rodzaje badan statystycznych oraz okresla ich przydatnosc;
10. gromadzi informacje o badanej zbiorowosci;
11. rozroznia, oblicza i interpretuje podstawowe miary statystyczne;
12. przeprowadza analiz¢ statystyczng badanego zjawiska;
13. opracowuje i prezentuje dane statystyczne i wyniki badan;
14. stosuje programy komputerowe wspomagajace wykonywanie zadan.

PKZ(AU.j) UmiejetnosSci stanowigce podbudowe do ksztalcenia w zawodach: sprzedawca,
technik handlowiec, technik ksiegarstwa, technik ustug pocztowych i finansowych

Uczen:

1. postuguje si¢ terminologig z zakresu towaroznawstwa;

2. klasyfikuje towary wedlug okreslonych kryteriow;

3. przestrzega zasad magazynowania, przechowywania i transportu towarow;

4. przestrzega norm towarowych oraz norm jakosci dotyczacych przechowywania
i konserwaciji towaréow;

. przestrzega zasad odbioru towaréw;

. rozroznia rodzaje opakowan towarow;

. przestrzega zasad pakowania i oznakowania towaréow;

. przestrzega zasad gospodarki opakowaniami;
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. stosuje przepisy prawa dotyczace praw konsumenta;

10. przestrzega procedur postepowania reklamacyjnego;

11. okresla znaczenie marketingu w dzialalnosci reklamowej oraz rozréznia jego elementy;
12. sporzadza dokumenty zwigzane z wykonywang pracg;

13. stosuje programy komputerowe wspomagajace wykonywanie zadan.

AU.36. Prowadzenie rachunkowosci



1.

Dokumentowanie i ewidencjonowanie operacji gospodarczych

Uczen:
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11.
12.
13.
14.
15.
16.
17.
18.
19.

. sporzadza i kontroluje dowody ksiegowe oraz kwalifikuje je do ksiggowania;

. interpretuje zdarzenia gospodarcze dokumentowane dowodami ksiegowymi;

. przestrzega zasad przechowywania dowodow ksiegowych;

. klasyfikuje aktywa i pasywa;

. wycenia aktywa i pasywa w ciggu roku obrotowego i na dzien bilansowy;

. identyfikuje kategorie wynikowe;

. przestrzega zasad i stosuje przepisy prawa dotyczgce prowadzenia rachunkowosci;
. przestrzega zasad funkcjonowania kont ksiegowych;

. otwiera i zamyka ksiegi rachunkowe;

. ewidencjonuje operacje bilansowe i wynikowe na kontach syntetycznych

i analitycznych w ro6znych jednostkach;

rozlicza koszty dzialalnoSci organizacji;

planuje amortyzacje Srodkow trwatych i dokonuje odpisow amortyzacyjnych;
rozroznia i stosuje metody kalkulacji kosztow;

ustala wynik finansowy metodg statystyczng i metoda ksiegowg;

poprawia btedy w dowodach ksiegowych i ksiegach rachunkowych;
sporzadza zestawienie obrotow i sald;

stosuje rozne formy rozliczen pienieznych;

stosuje oprogramowanie finansowo-ksiegowe.

Prowadzenie i rozliczanie inwentaryzacij

Uczen:

1.
2.
3.
4.
5.

rozroznia rodzaje, etapy i zasady inwentaryzacji;
przeprowadza inwentaryzacje réznymi metodami;
ustala i interpretuje roznice inwentaryzacyjne;
rozlicza roznice inwentaryzacyjne;

sporzadza dokumentacje przebiegu inwentaryzaci.

3. Sporzadzanie sprawozdania finansowego i przeprowadzanie analizy finansowej

Uczen:

1. sporzadza jednostkowe sprawozdanie finansowe;

2.
3.
4.

identyfikuje przedmiot, zadania i metody analizy finansowej;
dobiera i interpretuje wskazniki analizy finansowej;
oblicza wskazniki analizy finansowej;

5. ocenia sytuacje majatkowa i finansowa organizacii.

AU.65. Rozliczanie wynagrodzen i danin publicznych



1. Rozliczanie wynagrodzen

Uczen:

1.
. rozroznia i sporzagdza umowy cywilnoprawne;
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11
12
13
14

sporzadza dokumentacje pracownicza;

. oblicza wynagrodzenia pracownikow wedtug roéznych systemow wynagradzania;
. rozroznia elementy sktadowe listy plac;

. sporzadza liste ptac;

. rozlicza wynagrodzenia z tytutu uméw cywilnoprawnych;

. stosuje przepisy prawa dotyczace ubezpieczen spotecznych;

. oblicza sktadki na ubezpieczenia spoteczne;

. ustala uprawnienia do zasitku chorobowego i oblicza jego wysokos¢;

oblicza wysoko$¢ $wiadczen wyplacanych przez ptatnika w imieniu Zaktadu
Ubezpieczen Spotecznych;

stosuje przepisy prawa dotyczgce ubezpieczenia zdrowotnego;

oblicza sktadki na ubezpieczenie zdrowotne;

oblicza wysokoé¢ odpisu na Zaktadowy Fundusz Swiadczen Socjalnych;
stosuje oprogramowanie kadrowo-ptacowe.

2. Rozliczanie podatkéw i innych danin publicznych

Uczen:

1.
. stosuje przepisy prawa podatkowego;

. klasyfikuje podatki;

. rozpoznaje elementy konstrukcji podatkow i optat;
.rozlicza podatek VAT;

.rozlicza podatek akcyzowy;
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8.
9.
10.
11.
12.

postuguje si¢ terminologig z zakresu finanséw publicznych;

.rozlicza podatki dochodowe z uwzglednieniem umow (konwencji) o unikaniu

podwajnego opodatkowania;

przestrzega zasad okreS$lania i rozliczania innych danin publicznych;
prowadzi ewidencje podatkowe;

sporzadza deklaracje podatkowe;

przestrzega zasad przechowywania dokumentacji podatkowej;
stosuje oprogramowanie do sporzadzania rozliczen podatkowych.

3. Sporzadzanie dokumentow dotyczacych rozliczen z Zakladem Ubezpieczen
Spotecznych

Uczen:

1.

sporzadza dokumenty rejestracji ptatnika sktadek i osob ubezpieczonych;



. rozroznia sktadki na ubezpieczenia spoteczne;
. sporzadza dokumenty rozliczeniowe;
. sporzadza dokumentacje bedaca podstawg do wyplaty zasitkow przez Zaktad

Ubezpieczen Spotecznych;

. ustala sktadki na Fundusz Pracy i Fundusz Gwarantowanych Swiadczen

Pracowniczych;

. postuguje sie programem do sporzadzania dokumentow rozliczeniowych z Zaktadem

Ubezpieczen Spotecznych.

AU.35. Planowanie i prowadzenie dzialalno$ci w organizaciji

1.

Organizowanie dzialalnosci gospodarczeji obliczanie podatkow

Uczen:

1.
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11.
12.
13.

14.

stosuje przepisy Kodeksu spotek handlowych, Kodeksu cywilnego, Kodeksu
postepowania administracyjnego oraz przepisy podatkowe w zakresie wykonywanych
zadan;

. okresla zadania przedsiebiorcow, instytucji finansowych, organow administraciji

rzadoweji samorzgdowej;

. rozroznia formy organizacyjno-prawne dzialania przedsi¢biorcow;

. organizuje wspolprace z kontrahentami i innymi podmiotami;

. stosuje strategie marketingowe;

. prowadzi sprawy zwigzane z obrotem materiatami, towarami i wyrobami gotowymi oraz

Srodkami pieni¢znymi;

. sporzadza dokumenty zwigzane z obrotem materiatami, towarami i wyrobami

gotowymi oraz Srodkami pienieznymi;

. stosuje rozne metody kalkulacji cen sprzedazy, w tym rozliczenia z tytutu podatku VAT;
. rozroznia rodzaje zapasow i zasady ich normowania;
10.

oblicza normy zapasow w celu zachowania ciggtosci produkcji i sprzedazy oraz
wskazniki rotacji zapasow;

oblicza podatki bezposrednie i posrednie;

sporzadza ewidencje i deklaracje podatkowe;

korzysta z programow komputerowych wspomagajacych prowadzenie dziatalnosci
gospodarczeji rozliczen podatkowych.

Prowadzenie spraw kadrowo-ptacowych

Uczen:

1.

2.

3.

stosuje przepisy prawa dotyczgce spraw kadrowych, ptacowych,
emerytalno-rentowych,;

prowadzi dokumentacje dotyczaca rekrutacji, zatrudnienia i przebiegu pracy
pracownikow;

sporzadza dokumenty w sprawach emerytalno-rentowych pracownikow;



4.
S.

9.
10.

11.

oblicza wynagrodzenia wedtug roznych systemow ptac i z tytulu réznych umow;
oblicza zaliczki na podatek dochodowy od wynagrodzen wyptacanych osobom
fizycznym;

. sporzadza listy ptac;
. sporzadza deklaracje z tytulu ubezpieczen spotecznych i zdrowotnych;
. sporzadza deklaracje i zeznania podatkowe dotyczace podatku dochodowego od 0sob

fizycznych w zwigzku z wyplacaniem wynagrodzen;

oblicza i interpretuje wskazniki dotyczace zatrudnienia i wynagrodzen,;

korzysta z programow komputerowych do prowadzenia spraw kadrowo-ptacowych,
ubezpieczeniowych i podatkowych.

Sporzadzenie planéw, analiz i sprawozdan

Uczen:
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. rozroznia rodzaje i strukture planow;

. przestrzega zasad i metod planowania;

. sporzadza biznesplan;

.oblicza i interpretuje podstawowe miary oraz wskazniki analizy ekonomicznej;

. rozroznia metody, rodzaje i etapy analizy ekonomicznej;

. przygotowuje informacje o wykonywaniu zadan organizacji niezbedne do analizy

ekonomiczneji sprawozdawczosci;

. sporzadza sprawozdania z wykonania zaplanowanych zadan;
. przygotowuje, w roznych formach, prezentacje materiatow planistycznych

i analitycznych;

. korzysta z programow komputerowych do obliczen, analiz i sprawozdan oraz z systemu

e-statystyki.

AU.66. Planowanie i prowadzenie dziatalnoSci w organizacji

1.

Swiadczenie ustug pocztowych, finansowych i kurierskich oraz w zakresie obrotu
towarowego

Uczen:

1.

5.

stosuje przepisy prawa dotyczace operatoréw pocztowych i przedsiebiorstw
kurierskich;

. postuguje sie cennikami optat za ustugi pocztowe oraz regulaminami $wiadczenia

ustug pocztowych i kurierskich;

. dobiera zakres $wiadczonych ustug pocztowych i kurierskich do potrzeb klienta;
. sporzadza i analizuje dokumenty zwigzane z zawieraniem umow na ustugi pocztowe

i kurierskie;
przyjmuje, dorecza przesyiki, druki bezadresowe, telegramy zgodnie z procedurami;

6. postuguje sie komputerowymi programami uzytkowymi stosowanymi w ustugach

pocztowych,;



7. obstuguje urzadzenia techniczne na stanowisku obstugi klienta.
8. Realizowanie ustug finansowych

Uczen:

1. stosuje przepisy prawa dotyczace ustug finansowych;

2. stosuje rozne formy rozliczen pienieznych;

3. rozpoznaje falszywe srodki ptatnicze i dokumenty tozsamosci oraz przestrzega
procedur postepowania w przypadku stwierdzenia nieprawidtowosci;

4. przyjmuje wplaty i dokonuje wyptat przekazow pienieznych z réznych tytutow;

5. stosuje regulaminy prowadzenia rachunkéw bankowych;

6. przyjmuje wnioski o pozyczke i przeprowadza procedure przyznania pozyczki.

7. Realizowanie obrotu towarowego

Uczen:

1. przestrzega zasad skladania i rozliczania zamowien;

2. sporzadza dokumenty zwigzane z obrotem towarowym;

3. przestrzega zasad przyjmowania i wydawania towarow;

4. stosuje rozne formy promociji i sprzedazy towarow;

5. rozroznia rodzaje, etapy i zasady inwentaryzacji oraz stosuje rézne metody
przeprowadzania inwentaryzacij.

AU.67. Wykonywanie zadan rozdzielczo-ekspedycyjnych w ustugach pocztowych
i kurierskich

1. Opracowywanie przesytek
Uczen:

1) stosuje instrukcje technologiczng operatora dotyczacq opracowywania i nadawania
przesytek;

2) przestrzega zasad dzielenia przesylek pocztowych w systemie automatycznym
i recznym;

3) przestrzega zasad bezpieczenstwa i terminow przebiegu odsylek;
4) sporzadza dokumenty dotyczace opracowywania odsyltek;

5) stosuje przepisy prawa o ochronie informacji niejawnych w zakresie dotyczacym
tajemnicy stuzboweji panstwowe;j;

6) identyfikuje i oblicza wskazniki jakosci swiadczonych ustug pocztowych i kurierskich;



7) dobiera i obsluguje urzadzenia techniczne stosowane przy opracowywaniu przesytek
pocztowych i kurierskich.

2. Ekspediowanie i przewo0z przesytek

Uczen:

1) stosuje instrukcje technologiczng operatora dotyczaca ekspediowania i przewozu;

2) opracowuje harmonogram prac w procesie ekspediowania i przewozu przesyltek;

3) sporzadza i kontroluje dokumentacje dotyczaca ekspediowania i przewozu przesyltek;

4) ekspediuje fadunki pocztowe;

5) opracowuje i stosuje mapy potgczen pocztowych.
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Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowo$¢

Exercise 1

After watching the film, choose the correct answers. Na podstawie filmu wybierz prawidtowe
odpowiedzi.

______________

______________

______________

______________

,,,,,,,,,,,,,,

revenue and expense ledger ’ ‘ about holidays and alimentation ’

strategy of business diversification ’ ‘ by taxation ’

about the quality of materials and services ’ ‘ guest book ’ ‘ a sole proprietorship ’

choose randomly ’ ‘ cooperative bank ’ ‘ ask people who already work with them ’

a shared proprietorship ’ ‘ agricultural records ’ ‘ commercial bank ’

by a marketing strategy ’ ‘ national security strategy ’ ‘ search online for information ’

family ’ ‘ strategy of market penetration ’ ‘ how was their day ’ ‘ equipment records ’

employee records ’ ‘ with some refreshment ’ farmer’s ledger ’ special bank ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 2

After watching the film, choose the missing phrase to make correct questions. Po obejrzeniu
filmu, wybierz brakujacg fraze, by powstaty poprawne pytania.

______________

How L you?

What _I;i_lqgi_g;‘_;taxation _____________ in mind?
What other records keep7
Where{ _____________ appi;:’ 77777777

______________

______________
______________

______________

______________

,,,,,,,,,,,,,,

How find to ] \ can | help ] \ do these strategies are? ] \ How to can | ] \ Do you have ]
you have ] \ have you ] are these strategies? ] \ do I should ] Do you ] \ | will have to ]
How can Ito | | How do find | | do you have | | How to find | | How can 1| | help can' |
do I will have to | | will Ihave to | | should I | | I can help || Haveyou | | Ishould |
these are strategies? ]

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 3

After watching the film, match Polish names with their translations. Po obejrzeniu filmu,

potacz polskie nazwy z ich ttumaczeniami.

special banks

taxation on general principles

employee records

fixed assets records

cooperative bank

equipment records

sole proprietorship

commercial bank

revenue and expense ledger

investment bank

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

ewidencja srodkéw trwatych

bank komercyjny

ewidencja wyposazenia

jednoosobowa dziatalnos¢ gospodarcza

bank inwestycyjny

ewidencja pracownicza

opodatkowanie na zasadach ogdlnych

ksiega przychodow i rozchodéw

bank spotdzielczy

bank specjalny

FORMS OF ECONOMIC ACTIVITY



VOCATIONAL EDUCATION

Learn English

Film dostepny pod adresem /preview/resource/RUwokoLPFzTSu

AU.35.1_animacja_z_lektorem
Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowo$¢
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Exercise 4

After watching the voiced animation, decide if the statement is true or false. Na podstawie
obejrzanej animacji zdecyduj, czy twierdzenie jest prawdziwe, czy nie.

Prawda Fatsz

According to Polish law, economic activity is not O
professional activity.

An entrepreneur is a natural person, a legal person, who is O
performing economic activity on its own behalf.

There are several organisational and legal forms of
economic activity, and they can be divided into three O O
groups.

The group of commercial law companies, regulated by the
provisions of the Code of Commercial Companies, includes O O
professional partnership.

The first group of organisational and legal forms includes O
civil partnerships.

The group of organisational and legal forms of activity
regulated by the Civil Code includes only sole O O
proprietorship.

In other organisational and legal forms a state company is
not present.

Sole proprietorships and civil partnerships are
characterised by the ease of their establishment.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 5

After watching the voiced animation, fill in the gaps in the sentences with correct prepositions.
Use the word bank. Po obejrzeniu animacji z lektorem, uzupetnij luki w zdaniach odpowiednimi
przyimkami. Skorzystaj z banku stow.

We operate accordingé Polish law.

It is based on extractioﬁgl;ir?r;iir;erals deposits.

Are you sure you can carry it {nnm---:::Eiiiﬁ;ﬁﬂorganised and continuous manner?
We are usually performing eccga(;_r_r;i;:__a_ctivity{ _____________ our own behalf.

There are several legal forms econor;;i_;;a_;t_i_\;ity.

These forms can be divided three groups.

Here is the list of companies?eiéil;igt;d _____________ the provisions of the Code of Commercial
Companies.

| think it is ------------- the group of other organisational and legal forms.

This activity;_i_sll_s:;e_w_lly recommended _____________ the beginning of activity.

‘by ‘in ‘to ‘at’ out ‘from’ onHoinnto’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 6

After watching the voiced animation, match Polish names of companies with their
translations. Po obejrzeniu animacji z lektorem, potacz polskie nazwy spotek z ich
ttumaczeniami.

partnerships spotka partnerska
joint-stock company spotka kapitatowa
limited joint-stock partnership spotka osobowa

spo6tka z ograniczong

JimfiEe) ez odpowiedzialnoscia

limited liability company spotka jawna
capital company spotka akcyjna
professional partnership spo6tka komandytowa
registered partnership spotka komandytowo-akcyjna

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

TYPES OF INVENTORY

A: Hi! Once again, thank you for replacing me today.
B: No problem. Tell me a few things so that I do not feel as green as grass.

A: Alright. All you need is if you answer your calls and say I'll be back on Thursday. However,
if you want to learn the most important things, I will describe them in a nutshell.

B: Do it.

A: We need a certain level of inventory to guarantee continuity of production. The right
amount of inventory is the inventory standard.

B: I understand.

A: We differentiate several types of inventory. Current inventory is crucial to guarantee the
right amount of materials between deliveries. Its size is the highest on the delivery day. The


javascript:void(0);
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javascript:void(0);
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minimum inventory is always in stock. It helps us in the event of a delay in deliveries. The
maximum inventory is the sum of the current and minimum inventory. We have also
mentioned the inventory standard. Now I can add that it is the sum of the reserves and half
of the current inventory.

B: Oh, you did actually describe it in a nutshell. By the way, how do you calculate these
inventories?

A: Twill give you an example. To specify the quantitative measure, i.e. the amount of
materials that must be collected at a given time, I multiply the time measure by daily
consumption. This time measure tells you how many days we need to accumulate the
inventory. In turn, the value measure is calculated by multiplying the quantitative measure
by the purchase price of materials. I will tell you more about it one day, maybe you'll decide
to stay in this department. See you!

B: Bye!
Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

CURRENT ASSETS

Nagranie dostepne pod adresem https: //zpe.gov.pl/a/DdN4hh8Dg

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowo$¢

Exercise 8

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 9

After listening to the audio recording, choose the correct adjective or adverb. Po wystuchaniu
nagrania audio, wybierz prawidtowy przymiotnik lub przystéwek.

______________

______________

______________

______________

______________
______________

______________

,,,,,,,,,,,,,,

corrected ’ ‘ tangibly ’ ‘ regulared ’ ‘ effective ’ ‘ financially ’ ‘ perfectly ’ ‘ correctly ’

regularly ’ ‘ possibly ’ ‘ possibility ’ ‘ regular ’ ‘ perfected ’ ‘ finishingly ’ ‘ financial ’

effectly ’ ‘ finishing ’ ‘ effectively ’ ‘ finished ’ ‘ possible ’ ‘ correct ’ ‘ finance ’ ‘ tangiblily ’

tangible

‘ perfect ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 10
Put the conversation in the correct order. Utéz dialog w odpowiedniej kolejnosci.

Client: Good morning, | had an appointment.

Employee: Hmm, there are several documents related to finished products. It is the
product receipt, return to stock, shipping note and sale of finished products - VAT
invoice.

Client: | have the impression that my accountant is making some mistakes. First, | will
ask about current assets. If | understand correctly, these are assets that are in
constant circulation. They can be sold, utilised or otherwise used.

Employee: Exactly. These are, for example, goods, materials and finished products.
We are talking about tangible current assets here. There are also financial current
assets.

Employee: It is possible. (...) | see that you brought the documents. Let's take a look at
them.

Client: Good. And what documents do | need in connection with current assets?

Client: Yes. Maybe they are behind the mistakes | was thinking about.

Employee: Good morning, please sit down. How may | help you?

Employee: It should, but the programs are not perfect. Does your accountant use
them?

Client: | understand. And does using computer programs effectively eliminate all
possible errors in calculations?

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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FREEDOM OF ECONOMIC ACTIVITY

Art. 4.
1. Entrepreneur in the meaning of an Act denotes a natural person, legal person,
and a non-corporate organisational unit which is given legal capacity by a
separate Act - performing economic activity on its own behalf.

2. Partners in a civil partnership are also considered entrepreneurs in the scope
of their economic activity.

Art 5.
Used in the Act terms denote:

1) an authority granting concession - a public administration body authorised by
the Act to grant, deny granting, change and revoking of concessions;

2) foreign person:

a) a natural person with a place of residence abroad, without a Polish citizenship,
b) a legal person with a registered office abroad
) a non-corporate organisational unit with a registered office abroad

3) a foreign entrepreneur - a foreign person conducting economic activity
abroad;

4) a branch - a separate and organisationally independent part of economic
activity conducted by the entrepreneur outside the registered office or main place
of business;

5) a regulated activity - economic activity requiring meeting special requirements
defined by law.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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No. - ordinal number
UM - unit of measurement

Department - division Costaccount  |Dept. Order number Sequential receipt Item
account Product number
From who Towhom receipt Warehouse receipt
Date number
No.| Product name zm(m;imdm Authorised “:,“Jm e Price Value m ";',::,":g"
forrelease
Total:
Issued Approved  |Released warehouse Received ity d
Valued Ledger - account - position
Date signature

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

UM - unit of measurement

P(GS - Polish Classification of Goods and Services symbol

| B—=—-

= ] |
L i ] |
SELLER BUYER
[
10 |t e 5] M [nnsn] s | s [re | 01 T e
TOTAL
COMMENTS

net | VAT | wake
value | amount | with VAT

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Game



Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/DdN4hh8Dg
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Dictionary

accountant, accountants a'kavn.tant

ksiegowy

Ansoff matrix 'meitriks

macierz Ansoffa

association, associations a sauv.si'el.fan

stowarzyszenie

authority granting concession, authorities granting concession 2:'0pr.a.ti gra:nt kan'sef.an


https://zpe.gov.pl/a/DdN4hh8Dg

organ koncesyjny

banking financial institution, banking financial institutions ‘baen.kin fai'naen.fal in.sti'tfu:.fon

bankowa instytucja finansowa

branch, branches bra:ntf

oddziat

buyer, buyers 'bai.ar

nabywca

capital company, capital companies 'kaep.1.tal 'kam.pa.ni

spotka kapitatowa

central bank 'sen.tral baenk

bank centralny

Civil Code 'siv.al kavd

kodeks cywilny

civil partnership, civil partnerships 'siv.al ‘pa:t.na.fip

spotka cywilna

Code of Commercial Companies kawod av ka'ms:.fal 'kam.pa.ni



kodeks spotek handlowych

commercial bank, commercial banks ka'ms:.fal baenk

bank komercyjny

commercial law company, commercial law companies ka'mas:.fal I3: 'kam.pa.ni

spotka prawa handlowego

commodity and material code, commodity and material codes ka'mnd.a.ti and ma'tia.ri.al
kaod

kod towarowo-materiatowy

community office ka'mju:.na.ti 'nf.is

urzad gminy

continuity of production kon.ti'nju:.a.ti av pra‘dak.fan

ciggtos¢ produkciji

contractor, contractors kan'trak.tar

kontrahent

cooperative bank, cooperative banks kaws'np.ar.a.tiv baenk

bank spotdzielczy



cooperative, cooperatives kau'pp.ar.a.tiv

spotdzielnia

cost account, cost accounts knst a'kasnt

konto kosztow

current assets 'kar.ant 'as.et

aktywa obrotowe

current inventory 'kar.ant ‘in.van.tar.i

zapas biezacy

daily consumption 'del.li kan'samp.fon

zuzycie dzienne

date of payment deit av ‘per.mant

termin ptatnosci

delay in delivery di'ler in di'liv.ar.i

opOznienie dostawy

delivery day di'liv.ar.i dei

dzien dostawy



department account, department accounts di'pa:t.mant a'kavnt

konto wydziatu

diversification dai v3:.sL.fi'kelfan

dywersyfikacja

economic activity iz.ka'nom.ik sek'tiv.a.ti

dziatalnoS¢ gospodarcza

employee records im'ploi ri'ka:d

ewidencja pracownicza

entrepreneur, entrepreneurs pn.tra.pra'ns:r

przedsiebiorca

equipment records 1'’kwip.mant ri'ko:d

ewidencja wyposazenia

existing market, existing markets 1g'zis.tip ‘'ma:.kit

dotychczasowy rynek

existing product, existing products 1g'zis.ti 'prod.aAkt

dotychczasowy produkt



financial current assets fai'naen.fal 'kar.ant 'as.et

finansowe aktywa obrotowe

finished product, finished products 'fin.ift ‘prod.akt

wyroby gotowe

fixed assets records fikst ‘aes.et ri'ko:d

ewidencja srodkow trwatych

foreign entrepreneur, foreign entrepreneurs 'for.an pn.tra.pra'ns:r

przedsiebiorca zagraniczny

foreign person, foreign persons 'for.an 'p3:.san

osoba zagraniczna

foundation, foundations fasn'del.fon

fundacja

goods goudz

towary

inventory standard 'in.van.tar.i 'staen.dad

norma zapasu



investment bank, investment banks in'vest.mant baenk

bank inwestycyjny

invoice number 'In.vais 'nam.bar

faktura numer

joint-stock company, joint-stock companies d3aint-stok 'kam.pa.ni

spotka akcyjna

legal capacity 'li:.gal ka'paes.a.ti

zdolno$¢ prawna

legal person, legal persons 'li:.gal 'p3:.san

osoba prawna

limited joint-stock partnership, limited joint-stock partnerships 'lim.i.tid d32int-stok
'‘pa:t.na.fip

spotka komandytowo-akcyjna

limited liability company, limited liability companies ‘im.i.tid lai.a'bil.a.ti 'kam.pa.ni

spotka z ograniczong odpowiedzialnoscia

limited partnership, limited partnerships 'lim.i.tid ‘pa:t.na.fip

spotka komandytowa



market development ‘'ma:.kit di'vel.ap.mant

rozwoj rynku

market penetration ‘ma:.kit pen.i'trerfon

penetracja rynku

marketing strategy, marketing strategies 'ma:.ki.tin ‘straet.a.d3i

strategia marketingowa

materials ma'tia.ri.al

materiaty

maximum inventory ‘'maek.si.mam 'in.van.tor.i

zapas maksymalny

minimum inventory ‘min..mam 'in.van.tar.i

zapas minimalny

natural person, natural persons 'naetf.ar.al 'p3:.san

osoba fizyczna

net price net prais

cena netto



net value net 'vael.ju:

wartoS$¢ netto

new market, new markets nju: ‘'ma:.kit

nowy rynek

new product, new products nju: ‘prod.akt

nowy produkt

order number '3:.dar 'nam.bar

numer zlecenia

organisational and legal form, organisational and legal forms >:.gan.ai'zelfon.al and 'li:.gal
form

forma organizacyjno-prawna

partnership, partnerships 'pa:t.na.fip

spotka osobowa

payment method, payment methods ‘per.mant ‘'me®6.ad

forma platnosci

place of business, places of business pleis av 'biz.nis



miejsce wykonywania dziatalnosci

product development 'prod.akt di'vel.ap.mant

rozwoj produktu

product receipt, product receipts ‘prod.aAkt ri'si:t

przyjecie wyrobu

professional partnership, professional partnerships pra'fef.an.al ‘pa:t.na.fip

spotka partnerska

guantitative measure 'kwon.ti.ta.tiv ‘me3z.ar

miernik ilosciowy

quantity and value record 'kwon.ta.ti and 'vael.ju: r'ko:d

ewidencja ilosciowo-jakosciowa

registered partnership, registered partnerships ‘'reds.i.stad 'pa:t.na.fip

spotka jawna

regulated activity 'regjulertid sek'tiv.a.ti

dzialalno$¢ regulowana

return to stock ri'ts:n to stok



zwrot zewnetrzny

revenue and expense ledger ‘rev.an.ju: and ik'spens ‘led3.or

ksiega przychodow i rozchodow

sale of finished products sell av 'fin.ift ‘prod.akt

sprzedaz wyrobow gotowych

seller, sellers 'sel.ar

sprzedawca

sequential number, sequential numbers si'’kwen.fal 'nam.bar

numer biezacy

shipping note, shipping notes 'fip.in noot

wydanie zewnetrzne

signature, signatures 'sig.na.tfor

podpis

sole proprietorship saul pra'praiatafip

jednoosobowa dziatalno$¢ gospodarcza

special bank, special banks 'spef.al baenk



bank specjalny

state company, state companies steit 'kam.pa.ni

przedsiebiorstwo panstwowe

tangible current assets 'taen.dza.bal 'kar.ant ‘zes.et

rzeczowe aktywa obrotowe

taxation on general principles taek'sel.fon pn ‘d3zen.ar.al ‘prin.sa.pal

opodatkowanie na zasadach og6lnych

time measure taim 'me3.ar

miernik czasowy

town office taun 'nf.is

urzad miasta

value measure 'veel.ju: ‘'me3.or

miernik wartoSciowy

VAT rate, VAT rates veet reit

stawka VAT

warehouse number, warehouse numbers ‘'wea.hass ‘'nam.bar



numer magazynowy

warehouse, warehouses 'wea.havs

magazyn
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Ekonomia i rachunkowo$¢

Exercise 1

After watching the film, decide, if the statement is true or false. Po obejrzeniu filmu zdecyduj,
czy twierdzenie jest prawdziwe, czy nie.

Prawda Fatsz
The employer learned new things about retirement O O
benefits during the training.
Employers are obliged to complete the ZUS Rp-1E
application for retirement pension if they made O ®
contributions for the employee at the time of the
application.

Such obligation doesn’t apply to the application for an
inability to work pension and a family pension.

The employee is the one who is setting the amount of
benefits.

Someone else is preparing the application for a retirement
or disability pension.

The employer attaches only a questionnaire on
contributory and non-contributory periods, and work O O
certificates from previous employers.

The certificate of employment and the amount of
remuneration is necessary while folding a documentation.

The employer does not mediate in applying for a pension
for people born after December 31, 1948.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Exercise 2

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 3

After watching the film, match Polish terms with their translations. Po obejrzeniu filmu, potacz

polskie terminy z ich ttumaczeniami.

inability to work pension

certificate of employment and the
amount of remuneration

retirement benefits

contributions

performing work in special conditions

employer

work certificates

application for retirement pension

family pension

guestionnaire on contributory and non-
contributory periods

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

HIRING AN EMPLOYEE

wykonywanie pracy w szczegdlnych
warunkach

pracodawca

renta z tytutu niezdolnosci do pracy

sktadka

zaswiadczenie o zatrudnieniu
i wysokosci wynagrodzenia

renta rodzinna

Swiadczenia emerytalne

whniosek o emeryture

Swiadectwo pracy

kwestionariusz o okresach sktadkowych
i niesktadkowych



VOCATIONAL EDUCATION

Learn English

Film dostepny pod adresem /preview/resource/RwTHnKkdz4MGa

AU.35.2_animacja_z_lektorem
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Exercise 4

After watching the voiced animation, choose the correct answer. Na podstawie animacji pt.
“Zatrudnienie pracownika”, wybierz prawidtowa odpowiedz.

______________

______________

______________

______________

..............
______________

..............

allergies ’ ‘ documents related to applying for employment ’ ‘ PIT-11 ’

a payroll record sheet ’ ‘ PIT-4R ’ ‘ documents related to the future job ’ ‘ bonus ’

a payslip ’ ‘ remuneration, tax and social security contributions ’

to apprise employee about overdue payments ’ ‘ employee intention ’

documents related to termination of employment ’ ‘ pension ’

accidents on the way to and from work ’ ‘ tradition ’ ‘ the Employer ’ ‘ PIT-61 ’

a report of accomplished work ’ ‘ to pay for the employee’s flat ’ ‘ the Employee ’

make payments to Social Insurance Institution ’ ‘ accidents in childhood ’

company’s regulations ’ a Social Insurance Institution ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 5

After watching the voiced animation, fill in the gaps in the sentences with correct prepositions.
Use the word bank. Po obejrzeniu animacji z lektorem, uzupetnij zdania odpowiednimi
przyimkami. Skorzystaj z banku stow.

Remember to register every employeei insurance purposes.

Also, remember to sends a social insura;in?;é?;t?:;\;cement{ ————————————— the Social Insurance
Institution.

This card includes, among others, holidays, stand-by duties, absences ------------- work, and
overtime.

A payroll is a document that is not required _____________ law

The employer is obliged to keep the personaliﬁlitieisﬂi’:: __________ the employees.

Keep records of all accidents{ ------------- work.

Also, keep the records of all acadents the way to and from work.

The obligation to submit holiday request _____ writing is usually based on the company's
regulations.

‘of ‘forHon’ ianrom’ byHatho’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 6

Match the Polish terms into pairs with their English translations. Potacz polskie terminy z ich
angielskimi odpowiednikami.

holiday request raport miesieczny
personal files lista ptac
time record card karta wyptacanego wynagrodzenia
employee records deklaracja rozliczeniowa
payroll ewidencja pracownicza
insurance choroba zawodowa
social insurance statement akta osobowe
monthly reports karta ewidencji czasu pracy
payslip ubezpieczenie
occupational disease whniosek urlopowy

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

CALCULATING REMUNERATION

A: Hi, did you see today’s e-mail from the boss?
B: No, what was it about?

A: About a computer programme to handle matters related to the calculation of
remuneration, taxes and insurance premiums.

B: I did not see the message but I heard only good things about the programme. Do we have
any manual for it?

A: Yes, we were given the explanations for the whole calculator, look:

CONTRACT OF EMPLOYMENT


javascript:void(0);

Social insurance contributions are calculated as follows and are deducted from gross
remuneration:

- pension contribution: 9.76%
- disability insurance contribution: 1.5%
- sickness insurance contribution: 2.45%

Example: If the gross remuneration is PLN 3500, then the sum of social insurance
contribution is calculated as follows:

9.76% * 3500 +1.5% * 3500 + 2.45% * 3500 = 341.6 + 52.5 + 85.75 = 479.85
Calculating health insurance contribution

Basis for the calculation of the health insurance contribution: 3500 - 479.85 = 3020.15
Health insurance contribution in its entirety: 3020.15 * 9% = 271.81

Deductible health insurance contribution:

3020.15 * 7.75% = 234.1

Advance personal income tax payment

Gross remuneration: 3500

Social insurance: 479.85

Tax deductible cost: 111.25 (amount for a local employee)

Tax base: 3500 - 479.85 - 111.25 = 2908.9 (round to the nearest whole PLN: 2909)
Calculating the tax

(in the example it has been assumed that the tax rate is 18%)

Tax due: 2909 * 18% = 523.62

Tax deducted by tax exempt amount:

523.62 - 46.33 =477.29

Deductible health insurance contribution: 234.1

Advance personal income tax payment: 523.62 - 234.1 = 289.52 (rounded: 290)

Net remuneration
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Gross remuneration: 3500

Social insurance: 479.85

Health insurance contribution: 271.81
Advance tax payment: 290

Net remuneration: 3500 - 479.85 - 271.81 - 290 = 2458.34
Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

CONTRACT OF MANDATE, CONTRACT OF
SPECIFIC WORK

Nagranie dostepne pod adresem https://zpe.gov.pl/a/D1Cy0YDTe

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 8

Listen to the audio recording and complete the sentences with correct words or phrases. Use
the word bank. Wystuchaj nagrania audio i uzupetnij zdania odpowiednimi stowami lub
frazami. Skorzystaj z banku stéw.

,,,,,,,,,,,,,,

______________

______________

‘ contributions ’ ‘ gross remuneration ’ ‘ net remuneration ’ ‘ with the transfer of copyright ’

contract of specific work ’ ‘ deduction ’ ‘ tax office ’

‘ contract of employment

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 9

After listening to the audio recording, choose the correct article. If no article is necessary,
choose “-”. Po wystuchaniu nagrania audio, wybierz prawidtowy rodzajnik. Gdy nie potrzeba

“«n

zadnego rodzajnika, wybierz “-".

Would you help me calculatei remuneration for our new employee?

lam bit surprised, yc7>7uﬁliwiz;\;/itiaﬂrecently calculated a lot of remunerations.

Is this”|:7)7eﬂrisiciaiﬁisubject to social insurance contributions?

It's _____________ bit dif'ferent_ here

We aretalklng about the contract of specific work with transfer of copyright.
We multiply it by 18%, which gives us _____________ tax due andwepay it to the tax office.
You deduct it from gross remuneration andyou have? _____________ net remuneration.
Thanks! You helped me ot.

[the ]2 ][the ] [the] [the | [a][the ] [the] [-}[=](a][-] (=] (][] [)[]
(e ] (2] (2] [ () [the]

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




Exercise 10

On the basis of audio match the Polish terms with their English translations. Na podstawie
audio potacz polskie terminy z ich angielskimi odpowiednikami.

sickness insurance contribution sktadka emerytalna
contract of employment wynagrodzenie brutto
tax deductible costs sktadka rentowa
gross remuneration przeniesienie praw autorskich
pension contribution sktadka chorobowa
disability insurance contribution umowa o prace
contract of mandate umowa zlecenie
transfer of copyright koszt uzyskania przychodu
tax office wynagrodzenie netto
net remuneration urzad skarbowy

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

REGULATION



REGULATION

Chapter 1
Documentation on taking up work by the employee

Section 1. 1. The employer may require the applicant to submit the following
documents:

1) completed personal questionnaire for the person applying for employment;

2) work certificates from previous jobs or other documents confirming periods of
employment, covering work periods falling within the calendar year in which the
employee applies for employment;

3) documents confirming professional qualifications required to perform the job
offered;

4) middle school leaving certificate - in the case of the person applying for
employment for the purpose of vocational training;

5) a medical certificate stating that there are no contraindications to work in
a given position;

6) other documents, if the obligation to submit them results from separate
provisions.

Section 2. 1. The employer draws up a contract of employment at least in two

identical copies, one of which is given to the employee and the other is included
in his personal files.

2. The provision of para. 1 shall apply accordingly to the written confirmation by

the employer of the type of employment contract concluded with the employee

and the terms of this contract. This confirmation is served to the employee with a

written confirmation of receipt.

3. Atemplate of the employment contract is attached as Annex 2 to the
Regulation.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Pictures

IDENTIFICATION DATA TO BE ENTERED IN THE WAREHOUSE
AND SALES PROGRAMME

Full name

Abbreviated name
REGON number

Registry

Address
Voivodeship

Main bank account

ing of d
Gaps in numbering
Payment cards

'Warehouse parameters:

The way of issuing the goods:
di ition of goods:

Assign symbols
to contractors and goods:

The name, surname
and password of the boss:

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



SUPPLEMENTARY DATA

Tax office

Account number - PIT
Bank

Legal form

Type of economic activity

Load initial data

Year of starting work

Month of the first

Benefits paid by

The day of ing social i
rate for accident i

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

CONTRIBUTIONS
Type of contribution pension | disability | sickness health | accident

Guaranteed Employee
Benefits Fund
C [ employee 9.76% 1.5% 2.45% 9% = ® =
financed by I employer 9.76% 6.5% - - 1.80% 0.10%

Labour Fund

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Game



Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/DICy0YDTe

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.


https://zpe.gov.pl/a/D1Cy0YDTe
https://zpe.gov.pl/a/D1Cy0YDTe

Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/DICy0YDTe

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Dictionary

abbreviated name a'bri:.vi.el.tid neim

nazwa skrocona

accident at work, accidents at work 'ak.si.dant at w3:k

wypadek przy pracy

accident insurance 'ak.si.dant in'fo:.rans

ubezpieczenie wypadkowe


https://zpe.gov.pl/a/D1Cy0YDTe

accident insurance contribution, accident insurance contributions 'zek.si.dant in'f>:.rons
kon.tri'bju:.fon

sktadka wypadkowa

account number, accounts numbers a'kasnt 'nam.bar

numer konta

advance personal income tax payment ad'va:ns 'p3:.san.al 'in.kam taks '‘per.mant

zaliczka na podatek dochodowy

application for retirement pension aep.li'kel.fan far ri'taia.mant ‘pen.fan

wniosek o emeryture

benefit, benefits 'ben.i.fit

zasitki

certificate of employment and the amount of remuneration sa'tif.1.kat av im'ploi.mant and da
3'mauvnt av ri mju:.nar'erfon

zaSwiadczenie o zatrudnieniu i wysokosci wynagrodzenia

contract of employment 'kpn.traekt av im'ploi.mant

umowa o prace

contract of mandate 'kon.traekt av ‘maen.deit

umowa zlecenie



contract of specific work with the transfer of copyright 'kon.traekt av spa'sif.ik w3:k wié da
traens'f3:r av 'kop.i.rait

umowa o dzieto z przeniesieniem praw autorskich

contract of specific work without transferring copyrights 'kon.traekt av spa’sif.ik w3:k wi'daut
traens'f3:r 'kop.i.rait

umowa o dzieto bez przeniesienia praw autorskich

contractor, contractors kan'trak.tar

kontrahent

contraindications to work kon.trs in.di'’kelfan to wa:k

przeciwwskazania do pracy

contribution, contributions kon.tri'bju:.fon

skladka

copy, copies 'kop.i

egzemplarz

deduct di'dakt

odliczaé



disability insurance contribution dis.a'bil.a.ti in'f>:.rans kon.tri'bju:.fen

sktadka rentowa

employee records im'plu.iz ri'ka:d

ewidencja pracownicza

employee, employees im'plot.i:

pisemne potwierdzenie odbioru

employer, employers im'plai.ar

pracodawca

family pension 'feem.sl.i ‘pen.fon

renta rodzinna

full name fol neim

nazwa petna

gross remuneration grass rimju:.nar'er.fan

wynagrodzenie brutto

health insurance hel® in'f>:.rons

ubezpieczenie zdrowotne



health insurance contribution hel® in'f>:.rans kon.tri'bju:.fon

sktadka zdrowotna

holiday request 'hol.a.dei n'kwest

wniosek urlopowy

identification data a1 den.ti.fi'’kelfon ‘delta

dane identyfikacyjne

inability to work pension in.a'bil.a.ti ts w3:k ‘pen.fon

renta z tytutu niezdolnosci do pracy

income tax 'in.kam taeks

podatek dochodowy

insurance In'f>:.rans

ubezpieczenie

issuing the goods 'if.u: da gudz

wydawanie towaru

legal form, legal forms 'liz.gal form

forma prawna



main bank account mein baenk a'kasnt

podstawowy rachunek bankowy

medical certificate, medical certificates ‘'med.1.kal sa'tif.1.kat

orzeczenie lekarskie

monthly report, monthly reports 'man.6li ri'pa:t

raport miesieczny

net remuneration net ri mju:.nar’'erfon

wynagrodzenie netto

numbering of documents 'nambarin av 'dok.ja.mant

numeracja dokumentow

occupational disease, occupational diseases nk.ja'pelfon.al di'zi:z

choroba zawodowa

payment card, payment cards ‘per.mant ka:d

karta ptatnicza

payroll 'per.ravl

lista ptac



payroll record sheet 'perrasl r'ka:d fi:t

karta przychodow

payslip, payslips ‘pel.slip

karta wyplacanego wynagrodzenia

pension contribution ‘pen.fan kon.tri'bju:.fan

sktadka emerytalna

performing work in special conditions pa'fa:m w3:k in 'spef.al kan'dif-anz

wykonywanie pracy w szczego6lnych warunkach

personal files 'p3:.san.al fail

akta osobowe

personal questionnaire, personal questionnaires 'p3:.san.al kwes.tfa'near

kwestionariusz osobowy

professional qualifications pra‘fef.an.al kwnol.i.fi'kel.fon

kwalifikacje zawodowe

questionnaire on contributory and non-contributory periods kwes.tfa'near on kan'trib.ja.tar.i
and ,non -kan'trib.js.tar.i ‘pia.ri.ad

kwestionariusz o okresach sktadkowych i niesktadkowych



retirement benefits ri'taia.mant 'ben.1.fit

Swiadczenia emerytalne

sickness insurance contribution 'sik.nas in'fa:.rans kon.tri'bju:.fon

sktadka chorobowa

social insurance 'sau.fal In'[>:.rons

ubezpieczenie spoteczne

social insurance statement 'saw.fal In'[>:.rons 'steit.mant

deklaracja rozliczeniowa

tax base taks beis

podstawa opodatkowania

tax deductible cost taks di'dak.ta.bal kpst

koszt uzyskania przychodu

tax due taeks d3u:

podatek nalezny

tax exempt amount taeks 1g'zempt 1g'zempt

kwota wolna od podatku



tax office taeks 'nf.1s

urzad skarbowy

time record card, time record cards taim ri'ko:d ka:d

karta ewidencji czasu pracy

vocational training vau'kel.fon.al 'trei.nin

przygotowanie zawodowe

work certificate, work certificates w3s:k sa'tif.1.kat

Swiadectwo pracy
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Exercise 1

After watching the film, decide, if the sentences are true or false. Na podstawie filmu
“Biznesplan”, zdecyduj, czy stwierdzenie jest prawdziwe czy nie.

Prawda Fatsz

One of the most important features about the business O O
plan is that the content is concise and clear.

The intern will start the business plan from the title page.
A good abstract won't attract investors' attention.

The intern will write the business plan from the point of
view of potential clients.

In order to write about the market and competition there
is no need to thoroughly examine the market.

O | O 0|0
O | O 0|0

While examining the market, the competition and their
products, customer and purchasing potential description
has to be thoroughly checked.

O
O

The intern believes that examining the market is the most
boring part of writing a business plan.

At the end there's only the organisational form of the
company and financial plans left.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 2

After watching the film, choose the correct verbs to fill in the gaps in the sentences. Po
obejrzeniu filmu, wybierz prawidtowe czasowniki uzupetniajace luki w zdaniach.

______________

,,,,,,,,,,,,,,

The content concise and clear.

I will downthe business plan version number.
Also, attention to the abstract.

A gooc-l-;l;)-s-;'-e;;:t will investors' attention.

______________

,,,,,,,,,,,,,,

takeHhasHpayHattracteriteHdoestoHMathaveHameocus’

have ’ ‘ note ’ ‘ going ’ ‘ doing ’ ‘ is ’ ‘ grab ’ ‘ g0 ’ ‘ do ’ ‘ Could ’ ‘ Would ’ ‘ number ’

being

Py |

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




Exercise 3

After watching the film, match Polish terms with their English translations. Po obejrzeniu
filmu, potacz polskie terminy z ich angielskimi odpowiednikami.

competition potencjalny klient
business plan biznesplan
market streszczenie
confidentiality clause spis tresci
purchasing potential rynek
abstract strona tytutowa
potential client potencjat nabywczy
financial plans klauzula poufnosci
title page plan finansowy
table of contents konkurencja

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 4

After watching the animation, decide, if the sentences are true or false. Na podstawie animacji
zdecyduj, czy twierdzenie jest prawdziwe czy nie.

TRUE
The first principle of planning is
purposefulness.
Planning is an effective tool
EALSE when it’s used by at least one

manager at any level of

management.

Planning periods should be
adapted to the business.

The essence of planning can be
expressed through five main
principles.

The idea of control is to correct
deviations from the plan.

Planning is a process that aims at
determining the tactics of action.

A plan is effective when it is
obtained with a minimum of
undesirable consequences and
when the results outweigh the
costs.

The correct plan foresees which
activities lead to achieving
a particular goal.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 5

After watching the voiced animation, match the verbs with prepositions to form correct
phrasal verbs.

run out at
strategy by
apply on
based to
deviate for
express from
used of
aim through

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 6
After watching the voiced animation, match Polish terms with their translations. Po obejrzeniu
animacji z lektorem, potacz polskie terminy z ich ttumaczeniami.
balance sheet method metoda wskaznikow statystycznych
planning metoda analizy ekonomicznej
method of economic analysis metoda bilansowa
planning control kontrola planowania
method of statistical indicators kompetentnos¢
demand popyt
correcting deviations from the plan celowosé
competency korygowanie odchylen od planu
planning periods okres planistyczny
purposefulness planowanie
Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

INDICATORS OF ECONOMIC ANALYSIS

A: Hi, how was your vacation?
B: Great. I'll tell you soon.

A: Wait a moment. Did you hear that the boss is asking all employees about their theoretical
knowledge?

B: You are kidding! Why?
A: Someone botched the economic analysisand no one knows who it was.

B: Golly! Alright, let's repeat the most important things quickly. What is the outline of the
economic analysis?


javascript:void(0);

A: The first element is to define the object of the analysis. The second is the selection of
assessment criteria. The third is to choose a measure adequate to the situation. The fourth
is, hmm...

B: It's probably setting a standard of reference. The fifth is to determine acceptable
deviations. Then there is a preliminary hypothesis and a cause and effect analysis.

A: Then just the diagnosis and determination of suggested rationalisation activities. Do you
remember about the division of economic indicators based on measures?

B: Geez. Based on time, we divide the indicators into dynamic, static, periodic, current,
problematic.

A: As for the field of perception, we have partial and synthetic indicators.
B: And because of the field of possible decisions?

A: These are controllable and uncontrollable indicators. In terms of the structure of the
indicator, we distinguish net, gross, qualitative and quantitative indicators.

B: There is also classification in terms of unit. These are conventional, natural and monetary
indicators.

A: And what about deviations?

B: Significant - irrelevant, dependent - independent, advantageous - unfavorable. Golly,
I feel like before the test.

A: Me too.
Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 8

After watching the audio recording, decide, if the sentence is true or false. Na podstawie

nagrania zdecyduj, czy twierdzenie jest prawdziwe, czy nie.

Properly conducted economic analysis is not important.

The economic analysis assesses the state and potential of
a given economic activity.

The quantitative methods refer to non-measurable
features.

Non-measurable features are reduced to measurable
guantities in a conventional manner.

The qualitative methods relate to non-measurable
features.

Basic financial reporting is not a kind of document that
may be useful to carry out the analysis.

To carry out the analysis, you will need, among others, the
balance sheet and the profit and loss statement.

Computer programmes for calculations make doing the
analysis very hard to do.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 9

After listening to the audio recording, fill in the gaps in the sentences with missing words. Use
the word bank. Po wystuchaniu nagrania audio, uzupetnij luki w pytaniach brakujgcymi
stowami. Skorzystaj z banku stow.

______________

of them?

______________

Eanything elsetoit?

rall?

from other areas of the company's operations also important?

much harder to do the analysis?

‘ would it be ’ ‘ would you add ’ ‘ Is that ’ ‘ may be useful ’ ‘ is the documentation ’

‘ could you explain ’ ‘ is a properly conducted economic analysis ’ ‘ are there many ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
Exercise 10

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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CALCULATING INDICATORS

1. Profitability ratios
1) net profitability ratio (%) =

Net result x 100%

Net revenues from sales of products + net revenues from sales of goods
and materials + other operating revenues + financial income

2) operating profitability ratio (%) =

Operating result x 100%

Net revenues from sales of products + et revenues from sales of goods and
materials + other operating revenues

3) profitability ratio of assets (%) =

Net result x 100%
Average assets

2. Liquidity ratios
1) current liquidity ratio =

Current assets - short-term receivables due to deliveries and services, with a
repayment period exceeding 12 months - short-term prepayments and accruals
Short-term liabilities - trade creditors with maturity period over 12 months
+provisions for short-term liabilities

2) fast liquidity ratio =

Current assets - short-term receivables due to deliveries and services,
with a repayment period exceeding 12 months - short-term prepayments
and accruals - provisions
Short-term liabilities - trade creditors with maturity period over 12 months
+ provisions for short-term liabilities

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

3. Performance indicators
1) receivables turnover ratio in days =

Average balance of trade receivables x number of days in the period
Net revenues from sales of products + net revenues from sales of goods
and materials
2) liabilities turnover ratio on days =

Average balance of trade liabilities x number of days in a period

Net revenues from sales of products + net revenues from sales of goods
and materials

4. Debt ratios
1) asset debt ratio (%) =

(Long-term liabilities + short-term liabilities + provisions for liabilities) x 100%

Total assets

2) solvency ratio =

Long-term liabilities + short-term liabilities + provisions for liabilities
Equity

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Pictures



FINANCIAL STATEMENT - ASSETS

Fixed assets

Intangible and legal assets

Costs of completed development works
Goodwill

Other intangible and legal assets

Advances on intangible and legal assets

Tangible fixed assets

Fixed assets

land, including the right of perpetual usufruct of land
buildings, premises, rights to premises and civil engineering works
technical equipment and machines

means of transport

other fixed assets

Fixed assets under construction

Advances for fixed assets under construction

Long-term receivables

From related entities

From other entities in which the entity has equity involvement

From other units

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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PROFIT AND LOSS STATEMENT

Net revenues from sales and equivalent, including:
- from related parties

Net revenues from the sale of products

Change in the balance of products

The cost of goods manufactured for the individual's needs
Net revenues from the sale of goods and materials
Operating expenses

Depreciation

Usage of materials and energy

IForeign Services

Taxes and fees, including:

- excise duty

Salaries

Social security and other benefits

- pension

Other costs by type

The value of sold goods and materials

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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abstract 'aeb.straekt

streszczenie

accounting ledger, accounting ledgers a'kaon.tinp ‘ledz.ar

ksiegi rachunkowe

advance, advances ad'va:ns

zaliczka

asset, assets 'aes.et

aktywa

balance sheet 'bal.ans fi:t

bilans

balance sheet method 'bzel.ans [i:t ‘me6.ad

metoda bilansowa

basic financial reporting 'bel.sik fai'nzen.fal ri'po:tin

podstawowa sprawozdawczo$¢ finansowa

business plan, business plans 'biz.nis plaen

biznesplan



capital reserves 'kaep.1.tal r'z3:v

kapitat zapasowy

competency 'kom.pi.tan.si

kompetentnos¢

competition kom.pa'tif.an

konkurencja

confidentiality clause kon.fi.den.fi'el.a.ti kil>:z

klauzula poufnosci

controllable indicator, controllable indicators kan'traslabal 'in.di.kel.tar

wskazniki sterowne

correcting deviations from the plan ka'rekt di:.vi'er.fan fram &a plaen

korygowanie odchylen od planu

cost of goods manufactured kst av godz maen.ja'faek.tfor

koszt wytworzenia produktow

current asset, current assets 'kar.ant 'as.et

aktywa obrotowe



current indicator, current indicators 'kar.ant 'in.di.kelr.tar

wskazniki biezgce

debt ratio, debt ratios det 'relfi.av

wskazniki zadluzenia

demand di'ma:nd

popyt

depreciation di pri:.fi'el.fon

amortyzacja

development work, development works di'vel.ap.mant w3:k

praca rozwojowa

dynamic indicator, dynamic indicators dai'nsem.ik ‘in.di.ker.tor

wskazniki dynamiczne

economic activity, economic activities i:.ka'nom.ik aek'tiv.a.ti

dziatalno$¢ gospodarcza

economic analysis, economic analyses i:.ka'nom.ik a'nael.a.sis

analiza ekonomiczna



effectiveness in implementation 1'fek-tiv-nas in implimen'teifan

skutecznos$¢ we wdrozeniu

equity 'ek.wu.ti

kapitat wlasny

excise duty ‘ek.saiz 'dzu:.ti

podatek akcyzowy

fair value fear 'veel.ju:

wartos¢ godziwa

financial plan, financial plans fai'naen.fal pleen

plan finansowy

financial year fai'nzen.fal jiar

rok obrotowy

fixed asset, fixed assets fikst 'aes.et

aktywa trwate

goods gudz

towar



gross indicator, gross indicators graus 'in.di.kel.tar

wskazniki brutto

initial capital 1I'nif.al 'kaep.1.tal

kapital podstawowy

intangible asset, intangible assets in'taen.d3a.bal ‘zes.et

warto$¢ niematerialna

investor, investors In'ves.tor

inwestor

land under perpetual usufruct, lands under perpetual usufruct lzend 'An.dar pa'petf.u.al ‘ju:zs
frakt

grunt wieczysty

liability, liabilities lai.a'bil.a.ti

pasywa

liquidity ratio, liquidity ratio li'kwiditi 'rerfi.av

wskazniki ptynnosci

long-term liability, long-term liabilities Ion-t3:m lai.a'bil.a.ti

zobowigzania dlugoterminowe



long-term receivable, long-term receivables Ipn-t3:m ri'sizvabl

nalezno$¢ dlugoterminowa

loss Ins

strata

market, markets ‘'ma:.kit

rynek

materials ma'tia.ri.al

materiat

measurable features ‘me3z.oar.a.bal 'fi..tfor

cechy mierzalne

method of economic analysis ‘'me6.ad av i:.ka'nom.ik a'nael.a.sis

metoda analizy ekonomicznej

method of statistical indicators ‘'me0.ad av sta'tis.ti.kal ‘in.di.ker.tar

metoda wskaznikow statystycznych

method of technical and economic indicators ‘'me6.ad av 'tek.ni.kal and i:.ka'nom.ik
‘In.di.ker.tor



metoda wskaznikow techniczno-ekonomicznych

net indicator, net indicators net 'in.di.kel.tar

wskazniki netto

net revenues net ‘rev.an.ju:

przychody netto

non-measurable features non'me3.ar.a.bal ‘fi:.tfor

cechy niemierzalne

operating expenses 'pp.ar.eit ik'spens

koszty dziatalnoSci operacyjne;j

operating revenues 'pp.ar.eit ‘'rev.an.ju:

przychody operacyjne

organisational form of the company >:.gan.ai'zerfon.al fo:m av 8a 'kam.pa.ni

forma organizacyjna przedsiebiorstwa

own share, own shares aon Jear

udzial wlasny

partial indicator, partial indicators 'pa:.fal ‘in.di.kelr.tor



wskazniki czastkowe

performance indicator, performance indicators pa'fa:.mans 'in.di.kel.tar

wskazniki efektywnosci

periodic indicator, periodic indicators pia.ri'nd.ik 'in.di.kel.tar

wskazniki okresowe

planning plaen

planowanie

planning control plaen kan'traul

kontrola planowania

planning period, planning periods plaen 'pia.ri.ad

okres planistyczny

potential client, potential clients pa'ten.fal 'klai.ant

potencjalny klient

problematic indicator, problematic indicators prob.la'maet.ik ‘in.di.kel.tar

wskazniki problemowe

profit ‘prof.it



zysk

profit and loss statement 'prof.it and Ins 'steit.mant

rachunek zyskow i strat

profitability ratio, profitability ratios profita'biliti ‘rerfi.av

wskazniki zyskownosci

purchasing potential 'p3:tfosin pa'ten.fal

potencjatl nabywczy

purposefulness 'p3:.pas.fal

celowos¢

qualitative indicator, qualitative indicators 'kwnol.i.ta.tiv 'in.di.kelr.tor

wskazniki jakoSciowe

qualitative method, qualitative methods 'kwnbl.i.ta.tiv 'me0.ad

metody jakoSciowe

quantitative indicator, quantitative indicators 'kwopn.ti.ta.tiv 'in.di.kel.tar

wskazniki iloSciowe

quantitative method, quantitative methods 'kwol.1.ta.tiv 'me®6.ad



metody iloSciowe

revaluation reserve ri: vaelju:'eifen ri'za:v

kapitat z aktualizacji wyceny

short-term liability, short-term liabilities f>:t-t3:m lai.a'bil.a.ti

zobowigzania krétkoterminowe

short-term receivable, short-term receivables [>:t-t3:m ri'sizvabl

naleznos¢ krotkoterminowa

social security 'sav.fal si'kjoa.ra.ti

ubezpieczenia spoteczne

solvency 'splvansi

wyptacalnosc¢

static indicator, static indicators 'staet.ik 'in.di.kel.tor

wskazniki statyczne

synthetic indicator, synthetic indicators sin'Oet.ik 'in.di.kel.tar

wskazniki syntetyczne

table of contents 'tel.bal av 'kan-tents



spis tresci

tax return, tax returns taeks ri'ts:n

oswiadczenie podatkowe

title page 'tai.tal peids

strona tytutowa

turnover 't3:n av.ver

rotacja

uncontrollable indicator, uncontrollable indicators Ankan'traslabal 'in.di.kel.tar

wskazniki niesterowne
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Exercise 1

After watching the film, choose the correct answer. Po obejrzeniu wideo pt. “Dowdd
ksiegowy” wybierz prawidtowg odpowiedz.

______________

______________

,,,,,,,,,,,,,,

______________

______________

______________

______________

once a month ’ ‘ backup ’ ‘ template ’ sole proprietorship

are arranged in the right order ’ ‘ receipts ’ ‘ limited liability company ’ ‘ business activity ’

co-opers ledger ’ ‘ boss ’ ‘ co-worker ’ ‘ recipes ’ ‘ revenue and expense ledger ’

time record card ’ ‘ billing periods ’ ‘ are protected from damage and destruction

mother ’ ‘ guest book ’ ‘ phone number to IT specialist ’ ‘ in exceptional situations ’

are on paper ’ ‘ invoices and bills ’ ‘ always ’ ‘ hours ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 2

Match the beginning of a sentence with a correct question tag. Potagcz poczatek zdania
z pasujacym do niego krétkim pytaniem.

Please remember to take all the

will you?
documents, v
You didn’t attend the meeting on ..
isit?
Monday,
It isn't what | expected, don't they?
There are no signatures here, are there?
They meet on Mondays, isn't it?
Everything is fine, did you?
sLet’s get back to the accounting L
didn’t you?
document,
You described its type, shall we?

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 3
Match the Polish terms with their English translations. Potacz polskie terminy z ich angielskimi
odpowiednikami.
bill dzienne zestawienie dowodow
proof of transfer paragon
economic operation operacja gospodarcza
billing period wystawca
receipt okres rozliczeniowy
daily summary of documents faktura korygujaca
credit note potwierdzenie przelewu
accounting document rachunek
issuer dowdd ksiegowy
customs document nota korygujaca
Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 4

After watching the voiced animation decide if the sentence is true or false. Na podstawie
animacji zdecyduj, czy dane zdanie jest prawdziwe, czy fatszywe.

TRUE
The most important elements of
the Accounting Act should be
included in the valuation of
assets and liabilities.

FALSE

Balance is made only at the end
of financial year.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

The determination of the
valuation should be defined in
the accounting policy.

The only source of the
company'’s assets is the equity
provided by the owners.

The valuation of assets and
liabilities is determined by the
accounts.

Assets are resources controlled
by the economic unit with
a reliably determined value.

Balance is not an essential part
of financial statement.

Balance is a statement of assets
and liabilities.




Exercise 5

After watching the voiced animation, choose the correct article. If no article is needed, choose
“-" Po obejrzeniu animacji z lektorem, wybierz prawidtowy rodzajnik. Jesli nie potrzeba

“«n

zadnego rodzajnika, wybierz “-".

,,,,,,,,,,,,,,

______________

______________

______________

,,,,,,,,,,,,,,

(o) () (] [ () (] () 3] () (3] ) () () 3 () ) (e
(] (2] ) (2] 2] (] [

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




Exercise 6

valuation methods

accounting policy

accounts

liabilities

assets

economic benefits

economic unit

integrated accounts

valuation of assets and liabilities

balance

financial year

equity

foreign capital

financial statement

payables

ACCOUNTS

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

After watching the voiced animation, match Polish terms with their translations. Po obejrzeniu
animacji z lektorem, potacz polskie terminy z ich ttumaczeniami.

bilans

polityka rachunkowosci

pasywa

petna rachunkowos$¢

wycena aktywoéw i pasywow

jednostka gospodarcza

aktywa

korzysci ekonomiczne

metody wyceny

kapitat obcy

zobowigzania

ewidencja ksiegowa

rok obrotowy

sprawozdanie finansowe

kapitat wtasny

A: Hi Beata. Could you help me with the account? I'm not sure [ understand everything.


javascript:void(0);

B: Sure. At the beginning I had a problem with it too. Look. It helps us group economic
operations. It presents the status and possible changes in an element of assets, liabilities or
results. Click here and here. Do you see what I'm saying now?

A: Yes, yes. I'm sorry, theoretically I know this, but I'm afraid that I will mess something up in
practice.

B: Don't worry. You can ask for help at any time. What do you remember about accounts?

A: Each account can be created, opened, and have business transactions recorded in it and
it can be closed. There are single, doubleand T-typeaccounts. Each of them consists of
slightly different elements.

B: Hmm, you remember that well. What else will you be dealing with today?

A: Twill open and close ledgers. [ know that the opening is caused by the commencement of
operations, the beginning of each financial year, a change in the legal form, entry into the
register or commencement of liquidation or the initiation of bankruptcy proceedings.

B: And when are we closing them?

A: At the end of the financial year, the end of the entity's activity, changes in the legal form,
various combinations of units or at the balance sheet date for which other regulations are
appropriate.

B: Great! You have good theoretical knowledge. On its basis, we can build practical
knowledge without problems.
Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

ECONOMIC OPERATIONS

Nagranie dostepne pod adresem https://zpe.gov.pl/a/DFAOjuNTG

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 8
Decide if the sentence is true or false. Zdecyduj, czy podane zdanie jest prawdziwe, czy nie.

Prawda Fatsz

O O

According to Nowak, opening a new business by young
people is a good idea.

Many people don’t know what economic operation is.

Economic operations are events with a direct impact on
the business of the entity.

Economic operations doesn’t have influence on assets and
liabilities.
Balance operations directly affect the balance sheet

components.

Nominal operations cause the consumption of economic
factors.

Control accounts operate in accordance with the double-
entry rule.

Analytical accounts work on the basis of posting to
general and subsidiary ledgers.

OO |]O]O OO0
OO |]O]O OO0

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Exercise 9

After listening to the audio recording, fill in the gaps in the sentences with correct
prepositions. Use the word bank. Po wystuchaniu nagrania audio, uzupetnij zdania
odpowiednimi przyimkami. Skorzystaj z banku stow.

Today, we have the pleasure to host Professor Andrzej Nowak the studio.
Thank you _____________ the invitation.

| would Iikeititi)ﬁt?;;\ililgt?o you the trend developing in our country.

They operate on the basis ofpostlng ------------- general and subsidiary ledgers.

| do not think they are prepared to tak-;i::::: -------- accounting.

They have a direct impact on the busines_é_{:::::::: _____ the entity.

The former operate in accordance Eﬁmmm_;éﬂtil;;ci:lguble-entry rule.

| hope that this will inspire our Iistea;eié;cic;iliook more cIoserE ------------- accounting.
‘to ‘onHwithHabout ‘at ‘for ‘oinn’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 10
Basing on the audio, match the Polish words and phrases with their English translations. Na
podstawie nagrania potacz polskie stowa i wyrazenia z ich angielskimi odpowiednikami.
osting to general and subsidiar
- 5508 v aktywa
ledgers
control accounts konto analityczne
nominal operations operacja wynikowa
balance operations pasywa
economic operation operacja gospodarcza
liabilities zasada podwadjnego zapisu
assets wynik finansowy
analytical accounts zasada zapisu powtarzanego
financial result konto syntetyczne
double-entry rule operacja bilansowa
Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

ACCOUNTING ACT



Valuation of assets and lial
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ACCOUNTING ACT

Chapter 4

ities and determination of the financial result

rt.28.1. Assets and lial

ities are valuated no fewer than at the balance sheet
date, in the following manner:

fixed assets and intangible and legal assets - based on the purchase price
or manufacture costs, or revalued amount (after updating the valuation of
fixed assets), made less by amortisation or depreciation, as well as
permanent value loss;

real property, and intangible and legal assets - based on the principles
applying to the fixed assets and intangible and legal assets specified in point
1and in art. 31, art. 32 paragraph 1-5, and art. 33 paragraph 1 or based on
market value or otherwise determined fair value;

fixed assets under construction - at the amount of total costs in direct
relation to their purchase or manufacture, made less by the permanent value
loss;

shares in other entities and other than specified in point Ta investments
included in non-current assets (...);

shares in subordinated entities included in non-current assets (...);
short-term investments - based on the market price (value) or based on the
purchase price or market price (value) depending on which price is lower or
based on the amended purchase price (...);

tangible elements of current assets - based on the purchase price or
manufacture costs no higher than the net selling price at the balance sheet
date;

receivables and loans granted - at the amount of required payment,
observing the prudence principle (...);

liabilities - at the amount requiring payment (...);

provisions - at justifiable, reliably calculated amount;

own shares - based on purchase price;

equity excluding own shares, and other assets and liabilities - at nominal
value.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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FINAL BALANCE
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Dictionary

account, accounts 3 'kasnt

rachunek, konto ksiegowe, konto

accounting document, accounting documents a'kawsn.tin 'dok.ja.mant

dowod ksiegowy

accounting ledger a'kavn.tip 'ledz.ar

ksiega rachunkowa

accounting policy a'kaon.tin ‘pol.a.si


https://zpe.gov.pl/a/DFA0juNTG

polityka rachunkowosci

accounts a'kaont

ewidencja ksiegowa

amount, amounts ' maont

kwota

analytical account, analytical accounts zen.a'lit..kal a'kasnt

konto analityczne

asset, assets 'as.et

aktywa

assets 'aes.et

stan aktywow

balance 'bal.ans

bilans

balance sheet date 'bael.ans fi:t deit

dzien bilansowy

balance sheet operation, balance sheet operations 'bzel.ans fi:t pp.ar'erfon



operacja bilansowa

billing period 'bil.ip 'p1a.ri.ad

okres rozliczeniowy

content, contents kan'tent

tresc

control account, control accounts kan'traul @'kasnt

konto syntetyczne

correction invoice, correction invoices ka'rek.fon 'in.vois

faktura korygujgca

correction note, correction notes ka'rek.fon nast

nota korygujaca

cost, costs kpst

koszt

credit 'kred.it

ma

credit balance 'kred.it 'bael.ans



saldo kredytowe

credit turnover 'kred.it 't3:n av.var

obroty kredytowe

current asset, current assets 'kar.ant 'as.et

aktywa obrotowe

customs document, customs documents 'kas-tamz 'dok.ja.mant

dokument celny

daily summary of documents 'del.li ‘'sam.or.i ov 'dok.ja.mant

dzienne zestawienie dowodow

date deit

data

debit 'deb.it

winien

debit balance 'deb.it 'bael.ans

saldo debetowe

debit turnover ‘deb.it 't3:n av.var



obroty debetowe

debit-credit account 'deb.it-'kred.it a'kasnt

konto aktywno-pasywne

decrease di'kri:s

zmniejszenia

double account, double accounts ‘dab.al a'kasnt

konto podwojne

double-entry rule 'dab.al-'en.tri ru:l

zasada podwojnego zapisu

economic benefits i:.ka'nom.ik ‘ben.i.fit

korzysci ekonomiczne

economic operation, economic operations i:.ka'nom.ik pp.ar'erfan

operacja gospodarcza

economic unit, economic units iz.ka'nom.ik ‘jur.nit

jednostka gospodarcza

entry in the register 'en.tri in 82 'reds.1.stor



wpis do rejestru

equity 'ek.wu.ti

kapitat wlasny

final credit balance 'fai.nal 'kred.it 'bael.ans

saldo koncowe kredytowe

final debit balance ‘fai.nal 'deb.it 'bzel.ans

saldo koncowe debetowe

financial result far'naen.fal ri'zalt

wynik finansowy

financial statement, financial statements fai'naen.fal 'steit.mant

sprawozdanie finansowe

financial year, financial years fai'naen.fal jiar

rok obrotowy

fixed asset, fixed assets fikst 'aes.et

srodki trwate

foreign capital 'for.an 'kaep.1.tal



kapital obcy

ID number, ID numbers i1d 'nam.bar

numer dowodu

increase In'kri:s

zwiekszenia

initial credit balance 1'nif.al 'kred.it 'bael.ans

saldo poczatkowe kredytowe

initial debit balance 1'nif.al 'deb.it 'bzel.ans

saldo poczatkowe debetowe

integrated accounts ‘intigreitid a'kasnt

peina rachunkowos¢

issuer, issuers ‘ifuzar

wystawca

ledger 'leds.or

ksiega przychodow i rozchodow

legal form, legal forms 'liz.gal form



forma prawna

liabilities lai.a'bil.a.ti

stan pasywow

liability, liabilities lai.a'bil.a.ti

pasywa

loan, loans laon

pozyczka

market price 'ma:.kit prais

cena rynkowa

nominal operation, nominal operations ‘'nom.1.nal pp.ar'elfon

operacja wynikowa

non-current asset, non-current assets ,non-'k/\r.ant ‘es.et

aktywa trwate

number of the corresponding account, numbers of corresponding accounts ‘'nam.bar av &8s
kor.I'spon.din a'kavnt

numer konta korespondujacego



opening balance 'su.pan.in 'bael.ans

bilans otwarcia

payable, payables 'pel.a.bal

zobowigzania

posting to general and subsidiary ledgers ‘paw.stip to 'dzen.ar.al and sab'sid.i.a.ri ‘led3.ar

zasada zapisu powtarzanego

proof of payment of postal and bank fees pru:f av ‘pel.mant av 'pauv.stal and baenk fi:

dowody optat pocztowych i bankowych

proof of transfer, proofs of transfer pru:f av traens'f3:r

dowody przesunigc

provision, provisions pra'viz.an

rezerwa

purchase price 'p3:.tfos prais

cena nabycia

real property rial ‘prop.a.ti

nieruchomos¢



receipt, receipts ri'si:t ri'sits

paragon

short-term investment, short-term investments [>:t-t3:m in'vest.mant

inwestycja krotkoterminowa

single account, single accounts 'sip.gal a'kavnt

konto pojedyncze

sole proprietorship saul pra‘praatafip

jednoosobowa dziatalno$¢ gospodarcza

symbol, symbols 'sim.bal

symbol

T-account, T-accounts ti-a'kasnt

konto teowe

total account turnover 'taw.tal @'kavnt 't3:n sv.var

razem obroty konta

total turnover 'taw.tal 't3:n av.var

razem obroty



valuation method, valuation methods veel.ju’er.fon ‘'me6.ad

metody wyceny

valuation of assets and liabilities vael.ju’erfon av 'aes.et and lai.a'bil.a.ti

wycena aktywow i pasywow

VAT invoice, VAT invoices vaet 'In.vais

faktura VAT
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Exercise 1
Fill the gaps with the correct words or phrases. Use the word bank. Uzupetnij zdania
odpowiednimi stowami lub wyrazami. Skorzystaj z banku stéw.

______________

______________

‘ the procedures ’ ‘ accountant ’ ‘ inventory committee ’ ‘ inventory teams ’ ‘ surpluses

‘ guantitative data ’ ‘ inventory | | type of shortage ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Exercise 2

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 3

Match the Polish terms with their English translations. Potacz polskie terminy z ich angielskimi
odpowiednikami.

physical inventory nadwyzki
type of shortage zespoty spisowe
quantitative data ksiegi rachunkowe
inventory areas komisja inwentaryzacyjna
accounting books rodzaj niedoboru
inventory teams dane iloSciowe
surpluses arkusze spisowe
identification of resources identyfikacja zasobéw
inventory sheets spis z natury
inventory committee rejony spisowe

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

STAGES OF INVENTORY PLANNING
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Exercise 4

After watching the voiced animation, decide, if the sentence is true or false. Na podstawie
animacji zdecyduj, czy stwierdzenie jest prawdziwe, czy nie.

Prawda Fatsz

Effective inventory is based on a good planning of one of O O
its stages.

The date of the inventory is connected only with the end
of the financial year.

Inventory needs to be carried out a day before putting the
entity into liquidation.

In case of the monetary assets, the last day of the financial
year is the inventory date.

There are four main types of methods of inventory.

Some tasks belong to accountants and the board; together
they prepare, among others, the inventory sheets.

Some companies are characterised by a complicated
production process.

O] OOl O] OO
O] OOl O] OO

In companies with extensive structure, a training for
employees before the inventory process is also of great
importance.

O
O

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 5

After watching the voiced animation, decide, if the given sentence should be written in the
active or passive voice and choose the correct verb form. Po obejrzeniu animacji z lektorem,
zdecyduj, czy dane zdanie powinno by¢ zapisane w stronie czynnej czy biernej i wybierz
prawidtowg forme czasownika.

______________

______________

..............

,,,,,,,,,,,,,,

______________

______________

be included ’ are need ‘ carries out ‘ is connecting ’ ‘ be base ’ ‘ is belonged ‘ base ’

need ’ ‘ be selected ’ ‘ belongs ’ ‘ be carried out ’ ‘ characterised ’ ‘ belong ’ ‘ are needed ’

is connected ’ ‘ selects ’ ‘ is based ’ ‘ carry out ’ ‘ included ’ ‘ connect ’

arecharacterised’ select ‘include

characterise ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 6
Match words and phrases with their English translations. Potacz stowa i wyrazy zich
angielskimi odpowiednikami.

physical inventory rok obrotowy
liabilities spis z natury
balance sheet date stan likwidacji
financial year termin
liquidation state sprawozdanie finansowe
fixed assets aktywa pieniezne
monetary assets srodki trwate
assets dzien bilansowy
financial statement pasywa
date aktywa

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

INVENTORY DOCUMENTATION

Dear Sir or Madam,

The end of the financial year is approaching. Therefore, we need to conduct an inventory.
I am sending you, in short points, what steps we should take into account when preparing
for it.

In the attachment, you will find the following documents:

order to conduct the inventory, inventory instruction, and inventory sheets. That means
that the first stage has just been completed.

Inventory documentation should include:

1. STAGE I


javascript:void(0);
javascript:void(0);

- inventory plan and schedule,
- inventory instruction,
- internal order from the entity director on conducting an inventory.
1. STAGE II:
- the course of physical inventory,
- verification report of assets and liabilities,
- balance confirmation, including: receivables, payables, bank loans, loans, monetary assets.
- inventory protocols
- valuation reports of impaired inventory included in the inventory sheet,
- statement from the financially liable people,7
- inventory committee report,
- etc.
1. STAGE III:
- verification reports of inventory variances, their listing and explanation,
- cash desk reconciliation protocol,
- physical inventory and shortage compensations, and surpluses summary report,
- orders of posting inventory variances.

[ am inviting all persons indicated in the attachment to a meeting tomorrow regarding the
inventory.

Yours faithfully

MK
Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

PHYSICAL INVENTORY

Nagranie dostepne pod adresem https: //zpe.gov.pl/a/DpzUbOyyb
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Exercise 8

After listening to the audio recording, fill in the gaps with correct words or phrases. Use the
word bank. Na podstawie nagrania uzupetnij zdania odpowiednimi wyrazami lub frazami.
Skorzystaj z banku stow.

______________

______________

The sheets contain information about the name, Eand storage quantity.
They want to make an inventory following thei from the system, not the stocking
arrangement.

Because of no specific methodological principles in physical inventory, there could be

______________

______________

______________

‘ implement ’ ‘ committee ’ ‘ sheets ’ ‘ consensus ’ ‘ irregularities ’ ‘ assortment lists

‘ index ‘ surpluses ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 9

After watching the voiced animation, choose the correct verb form. Po obejrzeniu animacji
z lektorem, wybierz prawidtowa forme czasownika.

______________

______________

,,,,,,,,,,,,,,

______________

that they could make mistakes here?

______________
______________

| some solutions during the meeting?

______________

Eanything else?

,,,,,,,,,,,,,,

| with you?

Need you ’ ‘ Do you mean ’ ‘ You need ’ ‘ Have you ’ ‘ Do you ’ ‘ Are there data ’

Should go | ’ ‘ There are data ’ ‘ kew you ’ ‘ did you know ’ ‘ Are data there ’

Do you need ’ ‘ Do you have ’ ‘ You could suggest ’ ‘ Mean you ’ ‘ Should | go ’

are the irregularities ’ ‘ Could you suggest ’ ‘ Mean do you ’ ‘ | should go ’

Suggest could you ’ ‘ irregularities are the ’ ‘ the irregularities are ’ ‘ did you knew ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Exercise 10

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

ORDER TO CARRY OUT THE INVENTORY



FIXED ASSETS REGISTER

First and last name Adress
Ta
().
‘Symbol of
Ordinal | Purchase | Date of Name of the D’(,ssm‘m Depreciation | Improvement | Updated
number | date admission | fixed asset | jopoq” | Intialvalue | rate value inital value
foruse Fliss

Depreciation charge

charge of their making
Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
Pictures

PHYSICAL INVENTORY SHEET NO. .............

Name or number of the inventory field

Subject of the inventory
Person financially liable

Inventory team composition:
(frstname, last name)

physical inventory as for
the inventory began on at (hour)

Index or

Position | _ielcl ool Component name

PHYSICAL

INVENTORY SHEET

Inventory ended on position

Signatures of members of the inventory team:

Other people present during inventory:
(st name. st name)

the inventory ended on = at (hour)
_ Quantity | Unit price Value
Unitof | determined Comnnts
measure | during o .
inventor o | o
Together Together

Signature of a person financially
liable and their possible comments/reservations:

Valuated:

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




FIXED ASSETS

REGISTER

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

PARTICIPANTS OF

INVENTORY WORKS

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Game

FIXED ASSETS REGISTER

First and last name Address

Tax Identification Number AR
o SRR T

- Date of ‘Name Symbol of ;
s ~admission  ofthefixed  Classification
o e foruse asset  ofFixedAssets  VaUe

‘of liquidation

Main inventory activities

Establishment of an inventory committee Director

Establishment of an continuous inventory department Chairman of the Board

Issuing the necessary intemal regulations Company owner

Preparing the inventory work schedule Chief accountant

Determining the inventory areas Chairman of the inventory committee

ing the inventory teams and indicating the inspectors  Director of the continuous inventory department

Preparing an instruction for inventory teams. ) ) )
"and conducting a training Director of the continuous inventory department
[ Director of entities included

Preparing assets for the inventory e imstony wardouse peveow

Collecting statements from financially liable people Inventory teams

Inventory of tangible and monetary assets Inventory teams

Checking the correctness of inventory works Inventory inspectors
Chairman of the inventory committee,

Determining the inventory variances
director of the continuous inventory department

and the causes of their occurrence

Evaluation of the variances and putting forward ’
motions on how to reconcile them Chlefaccountont

Verifying the balances of assets and liabilities )
regarding the methods of their reconciliation Chief accountant

Comparison of book inventory of assets [ .
Bt the peage datusionts Accounting departments
Giving opinions on motions concerning Eanal i
culpable shortages of assets -£0a) counsel
Giving opinions on motions regarding ’
reconciliation formally and using accounting procedures Chief accountant

Approval of motions Director, President, Company owner

Putting inventory variances in books and their recon Chief accountant, Accounting departments

?,:"goz‘;:,'r‘:y"':“[fs:‘l'f‘sex kil Director, Chairman of the board, Company owner




Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/DpzUbOyyb

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Dictionary

account, accounts 3 'kasnt

rachunek, konto ksiegowe, konto

accounting document, accounting documents a'kawsn.tin 'dok.ja.mant

dowod ksiegowy

accounting ledger a'kavn.tip 'ledz.ar

ksiega rachunkowa

accounting policy a'kaun.tin ‘pol.a.si


https://zpe.gov.pl/a/DpzUb0yyb

polityka rachunkowosci

accounts a'kaont

ewidencja ksiegowa

amount, amounts ' maont

kwota

analytical account, analytical accounts zen.a'lit..kal a'kasnt

konto analityczne

asset, assets 'as.et

aktywa

assets 'aes.et

stan aktywow

balance 'bal.ans

bilans

balance sheet date 'bael.ans fi:t deit

dzien bilansowy

balance sheet operation, balance sheet operations 'bzel.ans fi:t pp.ar'erfon



operacja bilansowa

billing period 'bil.ip 'p1a.ri.ad

okres rozliczeniowy

content, contents kan'tent

tresc

control account, control accounts kan'traul @'kasnt

konto syntetyczne

correction invoice, correction invoices ka'rek.fon 'in.vois

faktura korygujaca

correction note, correction notes ka'rek.fon nast

nota korygujaca

cost, costs kpst

koszt

credit 'kred.it

ma

credit balance 'kred.it 'bael.ans



saldo kredytowe

credit turnover 'kred.it 't3:n as.var

obroty kredytowe

current asset, current assets 'kar.ant 'as.et

aktywa obrotowe

customs document, customs documents 'kas-tamz 'dok.ja.mant

dokument celny

daily summary of documents 'del.li ‘'sam.or.i ov 'dok.ja.mant

dzienne zestawienie dowodow

date deit

data

debit 'deb.it

winien

debit balance 'deb.it 'bael.ans

saldo debetowe

debit turnover ‘deb.it 't3:n av.var



obroty debetowe

debit-credit account 'deb.it-'kred.it a'kasnt

konto aktywno-pasywne

decrease di'kri:s

zmniejszenia

double account, double accounts ‘dab.al a'kasnt

konto podwojne

double-entry rule 'dab.al-'en.tri ru:l

zasada podwojnego zapisu

economic benefits i:.ka'nom.ik ‘ben.1.fit

korzysci ekonomiczne

economic operation, economic operations i:.ka'nom.ik pp.ar‘erfan

operacja gospodarcza

economic unit, economic units iz.ka'nom.ik ‘jur.nit

jednostka gospodarcza

entry in the register 'en.tri in 82 'reds.1.stor



wpis do rejestru

equity 'ek.wu.ti

kapitat wlasny

final credit balance 'fai.nal 'kred.it 'bael.ans

saldo koncowe kredytowe

final debit balance ‘fai.nal 'deb.it 'bzel.ans

saldo koncowe debetowe

financial result far'nzen.fal ri'zalt

wynik finansowy

financial statement, financial statements fai'naen.fal 'steit.mant

sprawozdanie finansowe

financial year, financial years fai'naen.fal jiar

rok obrotowy

fixed asset, fixed assets fikst 'aes.et

srodki trwate

foreign capital 'for.an 'kaep.1.tal



kapitat obcy

ID number, ID numbers i1d 'nam.bar

numer dowodu

increase In'kri:s

zwiekszenia

initial credit balance 1'nif.al 'kred.it 'bael.ans

saldo poczatkowe kredytowe

initial debit balance 1'nif.al 'deb.it 'bzel.ans

saldo poczatkowe debetowe

integrated accounts ‘intigreitid a'kasnt

peina rachunkowos¢

issuer, issuers ‘ifuzar

wystawca

ledger 'leds.or

ksiega przychodow i rozchodow

legal form, legal forms 'liz.gal form



forma prawna

liabilities lai.a'bil.a.ti

stan pasywow

liability, liabilities lai.a'bil.a.ti

pasywa

loan, loans laon

pozyczka

market price 'ma:.kit prais

cena rynkowa

nominal operation, nominal operations ‘'nom.1.nal pp.ar'elfon

operacja wynikowa

non-current asset, non-current assets ,non-'k/\r.ant ‘®s.et

aktywa trwate

number of the corresponding account, numbers of corresponding accounts ‘'nam.bar av &8s
kor.I'spon.din a'kavnt

numer konta korespondujacego



opening balance 'sau.pan.in 'bael.ans

bilans otwarcia

payable, payables 'pel.a.bal

zobowigzania

posting to general and subsidiary ledgers 'pav.stin to 'dzen.ar.al and sab'sid.i.a.ri 'led3.or

zasada zapisu powtarzanego

proof of payment of postal and bank fees pru:f av ‘pel.mant av 'pauv.stal and baenk fi:

dowody optat pocztowych i bankowych

proof of transfer, proofs of transfer pru:f av traens'f3:r

dowody przesunigc

provision, provisions pra'viz.an

rezerwa

purchase price 'p3:.tfos prais

cena nabycia

real property rial 'prop.a.ti

nieruchomos¢



receipt, receipts ri'si:t ri'sits

paragon

short-term investment, short-term investments [>:t-t3:m in'vest.mant

inwestycja krotkoterminowa

single account, single accounts 'sin.gal a'kavnt

konto pojedyncze

sole proprietorship saul pra‘praatafip

jednoosobowa dziatalno$¢ gospodarcza

symbol, symbols 'sim.bal

symbol

T-account, T-accounts ti-a'kasnt

konto teowe

total account turnover 'taw.tal 8'kavnt 't3:n av.var

razem obroty konta

total turnover 'taw.tal 't3:n av.var

razem obroty



valuation method, valuation methods veel.ju’er.fon ‘'me6.ad

metody wyceny

valuation of assets and liabilities vael.ju’erfon av 'aes.et and lai.a'bil.a.ti

wycena aktywow i pasywow

VAT invoice, VAT invoices vaet 'In.vais

faktura VAT
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Ekonomia i rachunkowos$¢

Exercise 1

After watching the film, decide, if the sentences are true or false. Na podstawie obejrzanego
wideo zdecyduj, czy twierdzenia sg prawdziwe czy nie.

Prawda Fatsz
Financial analysis is a part of the economic analysis. O O

The object of financial analysis is the economic activity of
the enterprise.

The enterprise does not engage its resources to conduct
its business activity.

The subject of the analysis consists of two, bigger
elements.

One of the elements is a financial condition, and the
second one are the financial results.

General methods focus on the study of complex
phenomena and financial processes.

Detailed methods include a comparison method and
a causal research method.

Ol 00000
ONNONNONNORNORNG®

Inductive and deductive methods are examples of detailed
methods.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
Exercise 2

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 3

After watching the film, match Polish terms with their translations. Po obejrzeniu filmu,
potacz polskie terminy z ich ttumaczeniami.

general methods metoda badan przyczynowych
comparison method metoda indukcyjna
inductive method metoda porédwnan
economic analysis metoda dedukcyjna
financial results metody szczegdtowe
financial condition stan finansowy
detailed methods analiza ekonomiczna
financial analysis metody ogdlne
causal research method analiza finansowa
deductive method wyniki finansowe

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

FINANCIAL ANALYSIS INDICATORS
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Learn English
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Exercise 4

After watching the voiced animation, choose the correct answer. Na podstawie animacji
wybierz prawidtowa odpowiedz.

..............

activity indicators ’ ‘ debt ratio ’ ‘ invoices ’ ‘ liquidity ratios ’ ‘ profit and loss statement ’

the total debt ratio ’ ‘ employment contract ’ ‘ sales revenues ’ ‘ the debt ratio ’

return on sales ’ ‘ the assets ’ ‘ activity indicators ‘ time sheet ’ ‘ return on sales ’

net profit ’ ‘ public opinion ’ ‘ profitability indices ‘ the receivables turnover rate ’

earnings per share ’ ‘ debt ratio ’ ‘ liquidity ratio ’ market value indicators ’ ‘ debt ratios ’

market data concerning the company ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 5

After watching the voiced animation, fill in the gaps in the sentences with missing
prepositions. Use the word bank. Po obejrzeniu animacji z lektorem, uzupetnij zdania
brakujacymi przyimkami. Skorzystaj z banku stéw.

The indicator analysis is drawn up Ethe basis of market data.

| need to see the financial statemen%gé'::::::: ------ the company.

We can distinguish the current quuidit_y;_r_;_a_t:i_(_)_iz -------------- this group.

We calculate it ------------- dividing current asse-t-.;,-l-:;;/“cll-rrent liabilities.

Please, indicate therate ------------- which the company processes its resources and liabilities.
It is all processed cash

Debt ratios speak E’:__::::::\E the company's debt.

What is the amoun_’;;f_;r_c_)_ﬁt received ------------- the expenditure incurred by the enterprise?
‘ of ‘ into ’ on ‘ from ’ by [|at || in ’ ‘ about ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 6

Match the Polish words and phrases with their English translations. Potacz polskie stowa

i wyrazenia z ich angielskimi odpowiednikami.

current liquidity ratio

liquidity ratio

cash flow statement

total debt ratio

indicator analysis

debt ratio

market value indicator

profit and loss statement

wskaznik biezacej ptynnosci
wskaznik ogdlnego zadtuzenia
wskaznik aktywnosci
analiza wskaznikowa
wskaznik ptynnosci
wskaznik wartosci rynkowej
wskaznik rotacji naleznosci

rachunek przeptywoéw pienieznych

receivables turnover rate wskaznik zadtuzenia

activity indicator rachunek zyskoéw i strat

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

ANALYSIS OF FINANCIAL SITUATION

A: Hey, did you see the latest email from the boss?
B: No, did something happen?

A:1do not think he really believes in us ... The message's subject is ,Financial situation
indicators”. The content of the message is divided into three indicators.

B: Are you kidding?
A: No, look:

1. equity to total capital ratio = equity/total capital


javascript:void(0);
javascript:void(0);
javascript:void(0);

Talks about the level of self-financing of the company. The high score indicates the
company's independence from foreign capital and financial stability.

1. share ratio of foreign capital to total capital = foreign capital /total capital
Talks about big the debt and the financial risk are.

1. liabilities ratio = equity/liabilities and provisions for liabilities
Talks about the scale of company’s self-financing.
B: Oh boy... What should we do?

A: Ithink it would be best if we got to work.

Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

ASSET ANALYSIS

Nagranie dostepne pod adresem https: //zpe.gov.pl/a/D4Krga9ksS

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 8

After listening to the audio recording, decide, what was the mistake made by the accounting
office worker. Po wystuchaniu nagrania audio, wskaz na czym polegat btagd pracownicy biura
rachunkowego.

(] The employee has used gross revenues instead of net revenues in her calculations.

The employee has noted in the documents that the client’s company had stopped
existing.

O

The employee has omitted the fixed assets to current assets ratio.

The employee has entered the data of another company.

The employee multiplied by 50%, not by 100% as she should have.

The employee hasn'’t properly saved the documents.

O o 0O o O

The employee has forgotten to check the tangible assets ratio.

(] The employee has forgotten to calculate the tangible assets productivity ratio.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 9

After listening to the audio, choose the correct article. If no article is needed, choose “-”. Po
wystuchaniu nagrania, wybierz prawidtowy rodzajnik. Jesli nie potrzeba zadnego rodzajnika,

wybierz “-.

| would like to talk to ------------- Mrs. Kowalska.

It is according to 777777777 your calculations.

My company shou_l_c_jnf;;\_/;stopped existing ------------- long time ago.
Could you show me{ ------------- documents | |ssued7

| see that it is about{ ------------------------- financial situation analysis.

This is about dlfferent indicator!

Everything see"r;{;’;_c;_l-)-e in ------------- order here as well.

| entered ------------- data of another company.

(2] (the] [ (2] () [#he ][] [2) [the ][] [the] (2] [-] [tne] [the] 2]
[the] [ (2] {the] (][] (2] =]

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




Exercise 10

After listening to the audio recording, match the Polish words and phrases with their
translations. Na podstawie nagrania, potacz polskie stowa i zwroty z ich ttumaczeniami.

current assets to total assets ratio

tangible assets

productivity ratio

sales

financial situation analysis

fixed assets to current assets ratio

total assets

tangible assets ratio

net revenues

asset productivity ratio

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

wskaznik majatku trwatego

sprzedaz

wskaznik produktywnosci aktywoéw

przychody netto

analiza sytuacji majagtkowej

wskaznik udziatu majatku obrotowego
w aktywach catkowitych

wskaznik unieruchomienia majatku

aktywa ogdétem

wskaznik produktywnosci majatku
trwatego

aktywa catkowite

ANNUAL FINANCIAL STATEMENT



ANNUAL FINANCIAL STATEMENT
FROM FINANCIAL RESULT AND OTHER
COMPREHENSIVE INCOME

Note Vear 2018 Year 2017

Revenue from sales

Cost of sales

Gross profit (loss) from sales
Cost of goods sold

General administrative expenses

Other operating revenues
Other operating expenses

Profit (loss) from operating activity
Financial revenues

Financial costs

Profit from valuation of financiel assets
ata fair price through financial result

Gross profit (loss)
Income tax

Net profit (loss)

Other comprehensive income

Effects of the valuation of
available-for-sale financial assets

Hedge accounting

Actuarial gains and losses

Income tax on other comprehensive
come

‘Total income together

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Pictures

cash
flow
account

BALANCE

cash
liabilities
profit and loss
statement

-
-
i
[&]
za
< -
Z
L

assets equity
revenues
profit

closing |
balance E2PELSSS

T net profit

in a given
period

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



short-terp,
. liabiljtjgg
status at a certain moment
in time is a record of past
events
long-term,
assets = liabilities + equity debt

fixed equity = assets - liabilities

assets

BALANCE

€quity

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

BALANCE

CURRENT

ASSETS LIABILITIES

non-tangible and legal
assets, e.g. software,
information system

(2]
[
L
(%]
]
<
o
L
x
L

ASSETS 2l
long-term receivables,
e.g. loans

.
.

long-term prepayments,

long-term investments, 2
l e.g. deferred income tax

e.g. shares, stock

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Dictionary

activity indicator sk 'tiv.a.ti 'in.di.ker.tor

wskaznik aktywnosci

asset productivity ratio ‘zes.et prod.Ak'tiv.a.ti ‘reLfi.av

wskaznik produktywnosci aktywow

asset, assets 'as.et

aktywa, majatek


https://zpe.gov.pl/a/D4Krga9kS

balance 'bael.ans

bilans

cash flow account kaf flos o'kauvnt

rachunek przeplywow pienieznych

cause research method ka:z ri's3:tf 'me®6.ad

metoda badan przyczynowych

closing balance 'klow.zin 'bael.ans

saldo zamknig¢cia

comparison method kam'paer.i.son ‘'me0.ad

metoda poréwnan

cost of sales kpnst av sellz

koszt wlasny

cost, costs kpst

koszty

current asset, current assets 'kar.ant 'ses.et

aktywa obrotowe



current assets to total assets ratio 'kar.ant 'aes.et to 'tov.tal ‘ses.et 'revfi.ov

wskaznik udzialu majatku obrotowego w aktywach catkowitych

current liquidity ratio 'kar.ant li'kwiditi ‘rel.fi.oo

wskaznik biezacej ptynnosci

debt det

zadluzenie

debt ratio det 'relfi.ov

wskaznik zadtuzenia

deductive method di'dak.tiv 'me6.ad

metoda dedukcyjna

detailed method, detailed methods 'di:.teild ‘'me®.ad

metody szczegotowe

earnings per share '3:.nipz par fear

wskaznik zyskownosci na jedng akcje

economic activity iz.ka'nom.ik aek'tiv.a.ti

dziatalnos¢ gospodarcza



economic analysis, economic analyses i:.ka'nom.ik a'nael.a.sis

analiza ekonomiczna

enterprise, enterprises 'en.ta.praiz

przedsigbiorstwo

equity 'ek.wu.ti

kapitat wlasny

financial analysis, financial analyses fai'naen.fal a'nzel.a.sis

analiza finansowa

financial asset, financial assets fai'naen.fal ‘aes.et

aktywa finansowe

financial condition fai'nzen.fal kan'dif.an

stan finansowy

financial result, financial results fai'naen.fal ri'zalt

wyniki finansowe

financial situation analysis, financial situation analyses fai'naen.fal sitf.u'erfon a'nzel.a.sis

analiza sytuacji majatkowej



financial situation indicator, financial situation indicators fai'naen.fal sitf.u‘erfon ‘in.di.kel.tor

wskaznik sytuacji finansowe;j

financial stability fai'naen.fal sta'bil.o.ti

stabilno$¢ finansowa

financial statement, financial statements fai'nzen.fal 'steit.mant

sprawozdanie finansowe

fixed asset, fixed assets fikst 'as.et

aktywa trwate

fixed assets to current assets ratio fikst ‘ses.et to 'kar.ant ‘zes.et ‘relfi.ov

wskaznik unieruchomienia majatku

foreign capital ‘for.an 'kaep.1.tal

kapitat obcy

general method, general methods 'dzen.ar.al ‘'me®6.ad

metody ogolne

income tax 'in.kam taeks

podatek dochodowy



indicator analysis, indicator analyses 'in.di.kel.tar a'nael.a.sis

analiza wskaznikowa

inductive method in'dak.tiv ‘'me6.ad

metoda indukcyjna

liabilities ratio lai.a'bil.a.ti ‘reLfi.at

wskaznik struktury pasywow

liability, liabilities lai.a'bil.a.ti

zobowigzania

liquidity ratio i'kwiditi 'rel.fi.ov

wskaznik ptynnosci

long-term debt Ion'ts:m det

zadluzenia dlugoterminowe

loss, losses Ips

strata

market value indicator, market value indicators ‘'ma:.kit 'vael.ju: 'in.di.kertar



wskaznik wartosci rynkowej

net income net 'in.kam

przychody netto

opening balance 'ss.pan.in 'bael.ans

saldo otwarcia

operating activity, operating activities 'pp.ar.eit sk tiv.a.ti

dziatalnos¢ operacyjna

operating expense, operating expenses 'pp.ar.eit 1k'spens

koszty operacyjne

operating revenue, operating revenues 'pp.ar.eit ‘rev.an.ju:

przychody operacyjne

Profit and Loss Statement 'prof.it and Ips 'steit.mant

rachunek zyskow i strat

profit, profits 'prof.it

zysk

profitability index, profitability indices profita'biliti ‘in.deks



wskaznik rentownosci

provisions for liabilities pra‘'viz.an far lai.a'bil.a.ti

rezerwy na zobowiazania

receivables turnover rate ri'si:vablz 't3:n sv.var reit

wskaznik rotacji naleznosci

return on sales ri't3:n pn sellz

wskaznik rentownosci sprzedazy

revenue, revenues 'rev.an.ju:

przychody

sale, sales sell

sprzedaz

self-financing self'fai.naen.sin

samofinansowanie

share rate fear reit

wskaznik udziatu

short-term liability, short-term liabilities fo>:t't3:m laia'bil.a.ti



zobowigzania krotkoterminowe

tangible assets productivity ratio ‘tzen.d3s.bal ‘zes.et prod.aAk'tiv.a.ti ‘relfi.ov

wskaznik produktywnosci majatku trwatego

tangible assets ratio 'taen.d3a.bal ‘as.et 'relfi.ov

wskaznik majatku trwatego

total assets 'touv.tal ‘aes.et

aktywa catkowite, aktywa ogotem

total capital 'taw.tal 'kaep.I.tal

kapitat catkowity

total debt ratio 'tav.tal det 'relfi.ov

wskaznik ogolnego zadtuzenia
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Exercise 1

After watching the film, decide, if the sentence is true or false. Na podstawie obejrzanego
filmu, zdecyduj czy stwierdzenie jest prawdziwe, czy nie.

Prawda Fatsz

The pension insurance contribution is the highest
contribution.

8% net salary is allocated on the disability insurance.

The value of accident insurance doesn’t depend on the
employment establishment.

The contribution for the Labour Fund is as high as the
sickness insurance premium.

Contribution on the Labour Fund is paid for by the
employer.

Contribution for the sickness insurance is financed by the
employee.

The employee pays contribution to the Guaranteed
Employee Benefits Fund.

For calculating contributions there are used computers
with modern HR and payroll software.

OO OO OO0
OO ]O]O OO0

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 2

After watching the film, fill in the gaps in the sentences with correct verbs. Use the word bank.
Po obejrzeniu filmu, uzupetnij luki w zdaniach odpowiednimi czasownikami. Skorzystaj z banku
stéw.

No, pleasei in

| would Ilketo a little more about the contributions paid to Social Insurance
Institution.

What exactly is it _____________ for?

And what if | man accident?

The value of a;c_ic_j_t_a_r;;c_insurance{ _____________ on the employment establishment.

Let's not _____________ about the othieirialir?é?eﬂcontributions.

The sickmﬁe?s?;i;{;l;ance contribution is by the employee.

You cannot backon health,

| would not Wantto up any more of your time.

‘ come ’ intended ’ ‘ financed ’ ‘ learn ’ ‘ get ’ ‘ forget ’

‘ depends ’ ‘ cut ’ ‘ take

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 3

After watching the film, match Polish words and phrases with their translations. Po obejrzeniu
filmu, potacz polskie stowa i frazy z ich ttumaczeniami.

sickness insurance ubezpieczenie zdrowotne
disability insurance ubezpieczenie wypadkowe
health insurance ubezpieczenie emerytalne
Social Insurance Institution ubezpieczenie rentowe
Labour Fund Zaktad Ubezpieczen Spotecznych
insolvent ubezpieczenie chorobowe
pension insurance Fundusz Pracy
Guaranteed Employee Benefits Fund niewyptacalny
gross salary wynagrodzenie brutto

Fundusz Gwarantowanych Swiadczen

accident insurance .
Pracowniczych

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 4

After watching the voiced animation, choose the correct answer. Na podstawie animacji
z lektorem, wybierz prawidtowa odpowiedz.

______________

Keeping employee documentation is an obligation of the::

______________

______________

______________
______________

______________

they are not kept at all ’ ‘ 50 years from the date of its creation ’ ‘ the personal folder ’

personal documentation ’ ‘ occupational diseases of employer ’ ‘ records ’

only in paper form ’ ‘ 50 years from the first day of work ’ ‘ payroll documentation ’

employer ’ ‘ 50 years from the last day of work ’ ‘ electronic files ’

in both electronic and paper forms ’ ‘ 50 years from the date of end the cooperation ’

20 years from the last day of work ’ ‘ the use of own clothing ’ ‘ salary documentation ’

20 years from the date of its creation ’ ‘ only in electronic form ’ ‘ employee ’

work after hours ’ ‘ holidays ’ ‘ personal files ’ ‘ co-workers ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 5

After watching the voiced animation, choose the correct verb form. Po obejrzeniu animacji
z lektorem, wybierz prawidtowa forme czasownika.

Keeping employee documentation one of the employer's obligations.
Employee documentation ofpersonal and payroll documentation.

This ﬁleg ————————————— of the paldsalary

Personalitiiic;c;riﬁieintationi‘ ------------- personal files, records, files, and lists defined by law.
Personal files ------------- coIIectedby the employer.

These docume-n-’;-s-ij:::: -------- related to applying for a job.

The employer shouldalso keeping a time record card.

Wage documentation aIso stored.

‘beHisHareHareHspokesHbeHisHspeaksHareHareHisHisHbeHbe’

‘ consist ’ ‘ are ‘ consists

‘consisting ’ ‘ are ’ ‘ is ’ ‘ be ’ ‘ is ’ ‘ been ’ ‘ speak’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Exercise 6

Match the Polish terms with their English translations. Potacz polskie terminy z ich angielskimi
odpowiednikami.

time record card teczka personalna

personal documentation choroba zawodowa

personal folder

employee documentation

register of accidents at work

occupational diseases

special conditions

payroll documentation

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

dokumentacja osobowa

dokumentacja ptacowa

karta ewidencji czasu pracy

szczegblne warunki

rejestr wypadkéw przy pracy

dokumentacja pracownicza



SICKNESS BENEFIT

A: Hi Bartek. How are you feeling?

B: Hey Adam, it's a little better. The time on sick leave really helped me. And how are you
feeling?

A: Hospital stay is a bad idea for the summer. [ would rather travel.
B: Tunderstand. It's good that the salary is the same as if [ was at work.
A: What are you talking about?

B: Well, the payment for the time when [ was on sick leave is equal to the standard one. Is it
not like that in your case?

A: The problem is that it is not.

B: Wait, we'll definitely find something about it on the internet. Hmm ... The amount of
sickness benefit depends on several factors. You get 100% when we're talking about an
accident on the way to or from work, an accident at work, occupational disease and when
the cause of incapacity to work happens during pregnancy. Ah, there is something else
about research, for example, bone marrow donor. You get 80% of salary when inability to
work is related to illness. You get a 70% payment if you are in hospital. Gosh...

A: Eh, it's a pity that it was not an accident on the way to work. With these 100% you can see
that contributions for health insurance, sickness insurance or accident insurance are not
going to waste.

Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 8

After listening to the audio recording, decide, which of the following sentences are true, and
which are false. Po wystuchaniu nagrania audio, zdecyduj, ktére z ponizszych wypowiedzi sg
prawdziwe, a ktore fatszywe.

Prawda Fatsz

The boss noticed that the employers make no mistakes in O O
their work with payrolls.

The name of the employer cannot be omitted.

You don't need to remember about the period covered by
the payroll.

Social Insurance Institution contributions and tax are
settled on the salary payout date.

The employees never forget about the signatures of people
who write the payroll.

Elements of remuneration, settlements related to tax and
contributions can be given in general outline.

The contribution rate must be in line with the regulations.

OO0 O] O] O 0|0
oo O] O] O 0|0

You round the amount of tax given to the tax office.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 9

After listening to the audio recording, choose the correct article. If no article is needed, choose
“-". Po wystuchaniu nagrania audio, wybierz prawidtowy rodzajnik. Gdy nie potrzeba

“wn

rodzajnika, wybierz “-’.

,,,,,,,,,,,,,,

______________

______________

______________

,,,,,,,,,,,,,,

(o) (2] () (] (=) (][4 (o) (o) () (3] () (o) (2 ) (2] )
] ] (e (] [he] e}

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
Exercise 10

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

NOTICE



(employer identification/stamp of the workplace)
NOTICE OF TERMINATION AMENDING THE CONTRACT OF EMPLOYMENT

Dear Sir/Madam,

(employee
1.1 am giving you a notice of termination of contract of employment, concluded in
on in the part concerning
a
b
c
d
With re{ention of ........... notice period. The period of notice expires on
2. After the period of the notice, i.e. on ... | propose new working
conditions:
a
b
c
d

3. The working conditions contained in the contract of employment of .
not mentioned in this notice, do not change.
4. The reason for terminating the terms of the employment contract is

5. Failure to submit a statement on the non-acceptance of new working conditions by
, that is up to the middle of the period of notice, is tantamount to consen-

ting to the proposed change in the terms and conditions of the employment contract

6. The refusal to accept new work conditions is tantamount to terminating the employ-

ment relationship with the retention of notice period, that is on

7. You have the right to appeal against termination of the employment contract to the
fabor court within 7 days from the delivery of this letter

(confirmation of receipt from the employee) (employer signature)

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Pictures

EMPLOYER'S DATA
PAYROLLNO. ...

month: year:

First and last name of the employee:
payout date:

Prepared:

Approved:

‘Components of remuneration for working time

Deductions from income

Health insurance

The basi forthe alclation | Salary for the time . - Due payment
Base salary of sodal security ontributions | ofincapacitytowork | 10t/ income Allowable Pension Sldmess Thetaxbase | ™ o ncometax Deducted Taxdeducted | forincome tax TRy
expenses insurance insurance
1 2 3 4 5 6 7 8 9 10 n 12 13 14 15 16

I confirm the receipt of remuneration in the amount:

Date and employee's signature:

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




112 3[4|5/6|7|8|9]10]11/12|13|1415|16|17 |18 19|20 21|22|23|24 25|26 27|28 |29 3031 Summary

Total working time,
including:

a) |on Sundays and holidays

b) |at night

 |in overtime 50%

d) |in overtime 100%

e) |innon-working days

Duties

Vacations

Other benefits

2
3
4 |lliness
5
6

Excused absences

a) |paid

b) |unpaid

7 |U d absences

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Type of contribution Rate Covered by employee Covered by employer
for pension insurance 19.52% 9.76% 9.76%

for disability insurance 8.00% 1.50% 6.50%

for sickness insurance 2.45% 2.45% -

for accident insurance 1.67% - 1.67%

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Dictionary

accident at work 'aek.si.dant at wa:k

wypadek przy pracy

accident insurance 'ak.si.dant in'fo:.rons

ubezpieczenie wypadkowe

accident on the way to or from work 'zek.si.dant pn da wei to ar from w3:k

wypadek w drodze do lub z pracy

allowable expenses a'las.a.bal ik'spens


https://zpe.gov.pl/a/D1D78pehT

koszt uzyskania przychodu

appeal a'pi:l

odwotywac sie

contract of employment 'kon.traekt av im'plaoi.mant

umowa o prace

deduct di'dakt

odliczaé

disability insurance dis.a'bil.a.ti In'f>:.rans

ubezpieczenie rentowe

duty, duties 'd3u:.ti

dyzur

employee documentation im'ploi: dok.js.men'terfon

dokumentacja pracownicza

employee, employees im'ploL.i:

pracownik

employer, employers im'ploi.ar



pracodawca

employment establishment im'ploi.mant 1'staeb.lif.mant

zakltad pracy

excused absence, excused absences ik'skju:z ‘aeb.sans

nieobecnos¢ usprawiedliwiona

file, files fail

kartoteka

gross salary graus 'sal.or.i

wynagrodzenie brutto

Guaranteed Employee Benefits Fund gaeran'tizd im'ploii: ‘ben.i.fit fand

Fundusz Gwarantowanych Swiadczen Pracowniczych

health insurance hel® in'f>:.rans

ubezpieczenie zdrowotne

HR and payroll software and 'pel.raul 'snft.wear

oprogramowanie kadrowo-placowe

incapacity to work n.ka'paes.a.ti to w3k



niezdolno$¢ do pracy

insolvent in'snl.vant

niewyptacalny

Labour Fund 'ler.bar fand

Fundusz Pracy

list, lists list

wykaz

non-working day ,non -'w3:.kin del

dzien wolny od pracy

notice 'nauv.tis

wypowiedzenie

occupational disease, occupational diseases nk.ja'pelfon.al di'zi:z

choroba zawodowa

overtime 'av.va.taim

godziny nadliczbowe

payroll 'per.ravl



lista ptac

payroll documentation ‘perrasl dok.js.men'telfon

dokumentacja ptacowa

pension insurance ‘pen.fan In'fo:.rans

ubezpieczenie emerytalne

period of notice 'pia.ri.ad av 'nauv.tis

okres wypowiedzenia

personal documentation ‘p3:.san.al dok.jo.men'telr.fon

dokumentacja osobowa

personal file, personal files 'p3:.san.al fail

akta osobowe

personal folder, personal folders 'p3:.san.al 'faul.dar

teczka personalna

rate reit

stopa procentowa



record card for the allocation of clothing and work footwear ri'ka:d ka:d far 8 zel-a'kelfon
av 'klow.d81p and w3k ‘fot.wear

karta ewidencji przydzialu odziezy i obuwia roboczego

record of persons working in special conditions ri'ka:d av 'p3:.san ‘w3:.kin in 'spef.al kan
‘dif-anz

ewidencja osob pracujacych w szczegolnych warunkach

records ri'ko:d

ewidencija

register of accidents at work 'reds.i1.star av '&k.si.dont at w3:k

rejestr wypadkow przy pracy

register, registers 'redsz.1.stor

rejestr

salary 'sael.or.i

wynagrodzenie

sick leave sik li:v

zwolnienie lekarskie

sickness benefit 'sik.nas 'ben.1.fit

zasilek chorobowy



sickness insurance 'sik.nas in'f>:.rans

ubezpieczenie chorobowe

signature, signatures 'sig.na.tfor

podpis

Social Insurance Institution 'saw.fal In'fo:.rans In.sti'tfu:.fon

Zaktad Ubezpieczen Spotecznych

tax base taeks beis

podstawa opodatkowania

tax office taeks 'nf.is

urzad skarbowy

tax relief, tax reliefs teeks ri'li:f

ulga podatkowa

tax, taxes taeks

podatek

time record card, time record cards taim ri'ka:d ka:d

karta ewidencji czasu pracy



total worked time 'taw.tal w3:k taim

czas przepracowany ogotem

unexcused absence, unexcused absences 'eb.sans

nieobecnos$¢ nieusprawiedliwiona

vacation, vacations ver'kelr.fon

urlop

working conditions 'w3:.kin kan'dif-anz

warunki pracy
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Exercise 1

After watching the film, decide, if the sentences are true or false. Na podstawie obejrzanego
wideo zdecyduj, czy twierdzenia s prawdziwe, czy nie.

Prawda Fatsz

Quarterly settlement is settling VAT every month.

O
O

The settlement according to general principles is never
used.

Declaration contains, among others, the sum of the value
of the sold goods and services.

Declaration is sent to the tax office.
Excise tax is the tax on alcohol only.
Excise tax is a source of income for the state budget.
There is no difference between input and output tax.

Products such as alcohol or cigarettes are produced in
a tax warehouse.

O |O000 O O
O |00 O O

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Exercise 2

After watching the film, fill in the gaps in the sentences with correct prepositions. Use the
word bank. Po obejrzeniu filmu, uzupetnij luki w zdaniach odpowiednimi przyimkami.
Skorzystaj z banku stow.

Will you find a momenti me?

We use the settlement accordlng general principles.

| calculate it when | sum thevalue of the sold goods and services.
| write these and other da_’gix:::: _______ the declaration.

| received |t ------------- the taxﬁc;gfiti:ié:”

| also calculaé?tgéaiifference input and output tax

Please, remember? _____________ th_e_ _e_:;(_:_i;s_é_tax.

tsthetax| lalcohol.

‘in ‘up ‘fromeetween’ forHaboutHonHto’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 3

Match the Polish terms with their English translations
odpowiednikami.

settlement according to general
principles

declaration

excise tax

guarterly settlement

tax warehouse

input tax

state budget

output tax

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

CLASSIFICATION OF TAXES

. Potacz polskie terminy z ich angielskimi

podatek nalezny

podatek naliczony

sktad podatkowy

budzet panstwa

rozliczenie kwartalne

podatek akcyzowy

deklaracja

rozliczenie na zasadach ogélnych

VOCATIONAL EDUCATION

Learn English
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Exercise 4

After watching the voiced animation, fill the gaps with the correct words and phrases. Use the
word bank. Po obejrzeniu animacji z lektorem, uzupetnij zdania odpowiednimi wyrazami lub
frazami. Skorzystaj z banku stéw.

______________

______________

..............

______________

Thei contributes to the state budget.

______________

‘ taxpayer ’ property tax ’ ‘ direct ’ tax rates ’ ‘ revenue tax ’ ‘ tax act ‘ indirect tax

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 5

After watching the voiced animation, choose the correct adjective or adverb. Po obejrzeniu
animacji z lektorem, wybierz prawidtowy przymiotnik lub przystéwek.

______________

We classify taxes depending on criteria.
We can distinguish revenue tax whose subject is income from a activity.
The fourth element of this group is  tax.

______________

______________

______________
______________

______________

specified.

Indirect ’ ‘ certainly ’ ‘ specified ’ ‘ certainlinlgy ’ ‘ consume ’ ‘ consuming ’ ‘ individual ’

localy ’ specific ’ ‘ give ’ ‘ Indirected ’ ‘ certain ’ ‘ individuum ’ ‘ giving ’ ‘ full ’ ‘ local ’

fulled ’ Indirectly ’ locally ’ ‘ given ’ ‘ individually ’ specifically ’ ‘ consumption ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




Exercise 6
Match the Polish terms with their English translations. Potacz polskie terminy z ich angielskimi
odpowiednikami.

indirect tax podatek procentowy
consumption tax podatek majgtkowy
percentage tax podatek proporcjonalny
specific tax podatek samorzadowy
valorem duty podatek kwotowy
direct tax podatek przychodowy
revenue tax podatek bezposredni
state tax podatek posredni
local tax podatek konsumpcyjny
property tax podatek panstwowy

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

DOCUMENT STORAGE

Dear All,

Please read this email. I would like to remind you about the most important rules regarding
the storage of accounting records.

We hold permanently the approved annual financial statements.Account ledgers and
employee payroll records or equivalent are kept for 5 years. We keep accounting documents
of proceeds from retail sales until the date of approval of the financial statements for a given
financial year, not shorter than until the date of settlement of persons entrusted with the
components of assets covered by retail sale. Accounting documents regarding fixed assets
under construction, loans, commercial contracts, claims pursued in civil proceedings or
subject to criminal or tax proceedings are kept for 5 years from the beginning of the year
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following the financial year in which operations, transactions, proceedings were finally
completed, repaid, settled or expired. Documents that relate to the warranty and
complaints are stored by us for 1 year after the end of the warranty period or settlement of
the complaint. In contrast, inventory documents and other accounting documents and
statements, for which the obligation to prepare results from the Act, are kept for 5 years.

Once again [ would like to kindly ask you to read this email.
Regards,

Marek Kowalski
Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

MECHANISM OF VAT CALCULATION

Nagranie dostepne pod adresem https: //zpe.gov.pl /a/D4Ed3haPS

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowo$¢

Exercise 8

Fill the gaps with correct words and phrases. Use the word bank. Uzupetnij zdania
odpowiednimi wyrazami lub frazami. Skorzystaj z banku stéw.

Every adds the VAT rate to the net price.
The is paid while buying goods and materials for business
The is added to the net price of products.

______________

‘ business entity ’ ‘ gross price ’ ‘ taxpayer ’ ‘ input tax ’ ‘ output tax ’ ‘ refund ’ ‘ margin ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 9

After listening to the audio recording, choose the words to fill in the gaps in the sentences. Po
wystuchaniu nagrania audio, wybierz prawidtowe stowa uzupetniajace luki w zdaniach.

..............

,,,,,,,,,,,,,,

______________

______________

______________

______________

,,,,,,,,,,,,,,

your ’ ‘ you ’ ‘ you're ’ ‘ you ’ ‘ you're ’ ‘ your ’ ‘ Their ’ ‘ Their are ’ ‘ your ’ ‘ Their ’

They're ’ ‘ yours ’ ‘ your ’ ‘ you ’ ‘ your ’ ‘ There are ’ ‘ you're ’ ‘ They're ’ ‘ They are ’

There | | you're

you ’

There ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Exercise 10

youTe’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

TAX ORDINANCE ACT



TAX ORDINANCE ACT
Art. 3.
Whenever the Act mentions:

1) tax acts - we understand they are acts on taxes, fees and non-tax dues to the State
budget determining the subject, object of taxation, the arising of tax obligation, tax base,
tax rates and regulating the rights and obligations of tax authorities, taxpayers, tax remit-
ters, and tax collectors, and their legal successors and third persons;

2) regulation of tax law - we understand that they are regulations of tax Acts, provisions
of agreements on avoidance of double taxation ratified by the Republic of Poland, and
ratified by the Republic of Poland other international agreements regarding tax issues, as
well as provisions of executive acts issued on the basis of tax laws;

3) taxes - it also means:

a) advances on taxes,
b) tax installments, if the tax law provides for payment of tax in installments,
c) fees and non-tax budgetary dues;

4) tax books - it shall be understood as accounting books, tax revenue and expense
ledger, records and registers for which taxpayers, tax remitters or collectors are obliged
to keep for tax purposes on the basis of separate regulations;

5) it also means lists, and which
taxpayers, tax remitters and collectors are required to submit under the provisions
of tax law;

6) tax reliefs - shall be as tax { i or reduc-
tions provided for in the tax law, the application of which reduces the tax base or the
amount of tax, with the exception of reducing the output tax by the amount of input tax,
as defined by the provisions on tax on goods and services, and other deductions that are
part of the construction of this tax (...).

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Pictures

INVOICE NUMBER...

‘The name of the goods/service

Unit
‘of measurement

VAT amount

Gross amount

Product 1

Product 2

Product 3

Product 4

Product 5

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




VAT rate Goods Services

23.00% Tax prime rate Tax prime rate

8.00% sugar, coffee, citruses, cookies, canned food | communal services, transport services,
and preserves, fodder, fertilisers, cotton, supply of housing facilities as part of a
needles, hygiene products, fire-fighting social housing program
equipment

5.00% milk, meat, fish, groats, vegetables, cereals, | services related to agriculture,
crispbread, animal fats, books, maps, music | forestry, fishing
notes

0.00% export, intra-Community supply international transport services, computer
of goods supplies for schools, some training services

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

D. SETTLEMENT OF THE INPUT TAX

D.1. TRANSFERS

Tax for deduction in PLN

The amount of surplus from the previous declaration 42.
Amount from item "Amount to be transferred for the next accounting period” from the previous declaration or resulting from the decision.
D.2. PURCHASE OF GOODS AND SERVICES AND INPUT TAX WITH REGARD TO CORRECTION
Net valuein PLN Tax charged in PLN
Purchase of goods and services included in the taxpayer's fixed assets | 43. 44,
Purchase of other goods and services 45. 46.
D.3. THE CALCULATED TAX - FOR DEDUCTION IN PLN
Correction of input tax on purchase of fixed assets 47.
Correction of input tax on other acquisitions 48.
Correction of input tax referred to in art. 89b par. 1 of the Act 49.
Correction of input tax referred to in art. 89b par. 4 of the Act 50.
Total amount of tax calculated for deduction 51.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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account ledger, account ledgers a'kavnt 'ledz.ar

ksiega rachunkowa

accounting document, accounting documents a'kawsn.tin 'dok.ja.mant

dowod ksiegowy

accounting period o 'kaun.tin ‘p1a.ri.ad

okres rozliczeniowy

add aed
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dolicza¢

advances on taxes ad'va:ns pn taeks

zaliczka na podatek

amount of surplus @'maovnt av 's3:.plas

kwota nadwyzki

amount per unit of product a'mawnt par ‘ju:.nit av 'prod.akt

kwota na jednostke wyrobu

annual financial statements 'sen.ju.al fai'naen.fal 'steit.mant

roczne sprawozdanie finansowe

asset, assets 'as.et

aktywa

business entity, business entities 'biz.nis ‘en.t1.ti

przedsiebiorca

consumption tax kan'samp.fon taeks

podatek konsumpcyjny

declaration, declarations dek.la'rel.fan



deklaracja

deduct di'dakt

odliczac

direct tax, direct taxes dai'rekt taeks

podatek bezposredni

discount 'dis.kasnt

rabat

double taxation 'dab.al taek'selr.fon

podwojne opodatkowanie

employee payroll record, employee payroll records im'plu.i: ‘per.rasl ri'ka:d

karta wynagrodzen pracownikow

excise tax 'ek.saiz taeks

podatek akcyzowy

expire 1k'spalor

przedawniac

export 1k'spa:t



eksport

financial year, financial years fai'naen.fal jior

rok obrotowy

fixed asset, fixed assets fikst 'aes.et

srodki trwate

goods goudz

towar

gross amount grass @' mavnt

kwota brutto

gross price graus prais

cena brutto

income tax 'in.kam taeks

podatek dochodowy

indirect tax, indirect taxes in.dai'rekt taeks

podatek posredni

input tax 'in.pot taeks



podatek naliczony

inventory document, inventory documents ‘in.van.tar.i ‘'dok.ja.mant

dokument inwentaryzacyjny

invoice number 'In.vais 'nam.bar

faktura numer

local tax 'law.kal taeks

podatek samorzadowy

margin ‘'ma:.d3in

marza

net amount net a'maunt

kwota netto

net price net prais

cena netto

object of taxation 'nb.dzikt av taek'sel.fon

przedmiot opodatkowania

output tax ‘ast.pot taeks



podatek nalezny

percentage of the maximum retail price pa'sen.tid3 av 85 'maek.si.mam 'ri:.teil prais

procent maksymalnej ceny detalicznej

percentage of the product price pa'sen.tid3 av da 'prod.Akt prais

procent ceny wyrobu

percentage tax pa'sen.tid3 taeks

podatek procentowy

prime rate praim reit

stawka podstawowa

property tax 'prop.a.ti taeks

podatek majgtkowy

quarterly settlement 'kwoa:.tal.i 'set.al.mant

rozliczenie kwartalne

revenue and expense ledger 'rev.an.ju: and ik'spens ‘led3z.ar

ksiega przychodow i rozchodow

revenue tax 'rev.an.ju: taeks



podatek przychodowy

service 's3:..vis

ustuga

settlement according to general principles ‘set.al.mant a'ka:.din tu: ‘d3en.ar.al 'prin.sa.pal

rozliczenie na zasadach ogoélnych

specific tax spa'sif.ik taeks

podatek kwotowy

state budget steit 'badz.it

budzet panstwa

state tax steit taeks

podatek panstwowy

supply sa'plai

dostawa

tax act taeks aekt

ustawa podatkowa

tax base taeks beis



podstawa opodatkowania

tax office taeks 'pf.is

urzad skarbowy

tax rate taeks reit

stawka podatkowa

tax relief, tax reliefs taeks ri'li:f

ulga podatkowa

tax warehouse taks 'wea.havs

sktad podatkowy

taxpayer, taxpayers 'taeks pel.ar

podatnik

valorem duty va'la:rem 'd3u:.ti

podatek proporcjonalny

VAT viiel'ti:

podatek VAT

VAT amount vi:.el'ti: 'maont



kwota VAT

VAT rate vi:.er'ti: reit

stawka VAT

warranty ‘'wor.an.ti

rekojmia
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STARTING A BUSINESS

[ VOCATIONAL EDUCATION

Learn English

Film dostepny pod adresem /preview/resource/RwURY5QcgBA3R
AU.65.3_film_v1

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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file:///preview/resource/R1Vj41iabpBGd
file:///preview/resource/RydG7YDeXF7R1

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowo$¢

Exercise 1

After watching the film, decide, if the sentence is true or false. Na podstawie wideo zdecyduj,
czy twierdzenie jest prawdziwe czy nie.

TRUE
Thanks to the exemption at the
start you have to pay only the
social insurance.

FALSE With the registration of

activities, a tax identification
number and REGON number are
obtained.

Contributions to the Social
Security Institution are reduced
only for the first month.

Registration in the Central
Registration and Information on
Business is needed to get
exemption.

The sickness insurance is
obligatory.

The client decided to start a civil
partnership.

Exemption at the start can be
used if there was no running
business before.

The payer takes care of all the
documents.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 2

After watching the film, choose the correct verb form. Po obejrzeniu filmu, wybierz
prawidtowa forme czasownika.

______________

You would Eto talk about starting a business, right?

Did you about the form of activity?

| was about a civil partnership.

I will however, on a sole proprietorship.

I knOV\_/_;c_r;;t“;/_(;u have not? ------------- any business before.

This you to take-a-l-c-l;/-;r;:c;ge of the exemption at the start.
And shouIdI care of other documents?

[ think I'll on it

,,,,,,,,,,,,,,

taken ’ ‘ run ’ ‘ decide ’ ‘ decided ’ ‘ thinking ’ ‘ decide ’ ‘ entitles ’ ‘ entitling ’ ‘ decided ’

running ’ ‘ liked ’ ‘ thought ’ ‘ entitle ’ ‘ took ’ ‘ liking ’ ‘ take ’ ‘ think ’ ‘ ran ’ ‘ deciding ’

deciding ] \ like

‘ thought ’ ‘ think

\ thinking ]

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 3

Match the Polish words with their English translations. Potacz polskie terminy z ich angielskimi
odpowiednikami.

civil partnership spotka cywilna

Central Registration and Information on ) )
ubezpieczenie spoteczne

Business
health insurance ubezpieczenie chorobowe
pension insurance ptatnik
sole proprietorship ulga na start
accident insurance ubezpieczenie zdrowotne

Centralna Ewidencja i Informacja

exemption at the start . , . .
P o Dziatalnosci Gospodarczej

sickness insurance ubezpieczenie emerytalne
social insurance ubezpieczenie wypadkowe
payer jednoosobowa dziatalnos¢ gospodarcza

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

ALLOWANCES



VOCATIONAL EDUCATION

Learn English

Film dostepny pod adresem /preview/resource/RwkF8IAZpITOG

AU.65.3_animacja_z_lektorem
Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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file:///preview/resource/RwkF81AZpITOG

Exercise 4

Decide if the sentence is true or false. Zdecyduj, czy twierdzenie jest prawdziwe czy nie.

Any person paying contributions to sickness insurance
may benefit from sickness allowance.

The allowance assessment basis is a certificate with
information of renumeration or income.

The insured doesn’t have the right to sick pay.

The sick pay applies only if the incapacity for work
occurred before the title to sickness or accident insurance
lapses.

The patient has the right to apply for a rehabilitation
benefit after the benefit period.

The child care allowance is available for taking care of
children.

An employee with reduced work ability may receive
a compensation benefit.

To get a compensation benefit the certificate from the
contribution payer must be submitted.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 5

After watching the voiced animation, fill in the gaps in the sentences with correct prepositions.
Use the word bank. Po obejrzeniu animacji z lektorem, uzupetnij luki w zdaniach odpowiednimi
przyimkami. Skorzystaj z banku stow.

,,,,,,,,,,,,,,

______________

______________

______________

‘ from ‘ of ’ ‘ for

(on

‘ after

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Exercise 6

‘withHinHto’

Match the Polish terms with their English translations. Potacz polskie terminy z ich angielskimi
odpowiednikami.

sickness allowance zasitek chorobowy
rehabilitation benefit niezdolnos$¢ do pracy
sickness insurance podstawa wymiaru zasitku
child care allowance Swiadczenie rehabilitacyjne
compensation benefit tytut do ubezpieczenia
sick pay Swiadczenia chorobowe
incapacity for work ubezpieczenie chorobowe
allowance assessment basis zasitek opiekunczy
title to the insurance zasitek wyréwnawczy

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



SOCIAL INSURANCE FOR FARMERS

A: Michal, could you help me?
B: Sure, what do you need?

A: I remember that we had such a useful list of the amounts of social insurance
contributions for farmers. Could you send them to me?

B: Sure, I think I have it on my desktop. Pension and disability, accident, sickness and
maternity insurance... Yes, this is the file. I'm sending it.

A: Great. I remember that the basic monthly contribution has the same value regardless of
the size of the farm. On the other hand, the amount of the additional monthly contribution
changes.

B: Yes, this applies to both farmers who run only agricultural farms as well as those who run
also non-agricultural business.

A: Could you also send me the the current rates of adolescent workers remuneration?
Together with a list on how much pays the payer and how much the insured.

B: Of course.

A: Thank you very much!
Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

SETTLEMENT DOCUMENTS

Nagranie dostepne pod adresem https: //zpe.gov.pl/a/D1DJnx2jM

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 8
Fill in the gaps with the correct words and phrases. Use the word bank. Uzupetnij zdania
odpowiednimi stowami lub wyrazami. Skorzystaj z banku stéw.

..............

Thei ;talks about contributions and benefits paid this month.
ZUS RCA is a personal monthly report on due contributions and paid
In Monika’s company, ZUS RCA is used to settle social and contributions.

______________

..............

______________

settlement declaration ’ ‘ contributions ’ ‘ settlement documents

Guaranteed Employee Benefits Fund ’ ‘ benefits ’ ‘ contribution assessment basis

social insurance

‘ health insurance

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 9

After listening to the audio recording, fill in the gaps in the sentences, to form correct
questions. Po wystuchaniu nagrania audio, uzupetnij luki w zdaniach, by powstaty prawidtowe
pytania.

Ea minute?
How help you?
What g;cge?&(;cuments _____________ ?
And working V\;i';h“';i_s:_settlement software?
What ____ .

| any other questions?

,,,,,,,,,,,,,,

' this software?

,,,,,,,,,,,,,,

‘now?

Do you have got ’ ‘ Cangol ’ ‘ You have ever used ’ ‘ | can go ’ ‘ do have you ’

Have you used ever ’ ‘ Canlgo ’ ‘ do the two contributions ’ ‘ do you have ’ ‘ have you ’

how do you find ’ ‘ Have you ’ ‘ the two contributions are ’ ‘ how find you ‘ Do you got ’

can | ’ ‘ Have you ever used ’ ‘ how do find you ’ ‘ Have you ’ ‘ are the two contributions ’

| can E] ‘ Have you got ’ ‘ Do you have ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




Exercise 10

Match the Polish terms with their English translations. Potacz polskie terminy z ich angielskimi

odpowiednikami.

social insurance
personal report
health insurance

contribution

benefits

settlement document

Guaranteed Employee Benefits Fund

Labour Fund
settlement declaration

contribution assessment basis

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

MATERNITY BENEFIT

Fundusz Pracy
imienny raport
podstawa wymiaru sktadki
sktadka

Fundusz Gwarantowanych Swiadczen
Pracowniczych

ubezpieczenie zdrowotne

deklaracja rozliczeniowa

ubezpieczenie spoteczne
dokument rozliczeniowy

Swiadczenia



MATERNITY BENEFIT

The document presents excerpts from the Regulation of the Minister of Labour and Social
Policy dated 2 April 2012 on the determination of evidence constituting the basis for
granting and paying social security benefits in case of illness and maternity.

9. The evidence constituting the basis for granting and paying maternity benefit for the
period determined by the provisions of the Labour Law as the period of maternity leave
is:

1) a medical certificate issued on regular form stating the expected date of delivery -
for the period before delivery;

2) a short copy of the child's birth certificate o a copy thereof certified by the benefit
payer for the compliance with the original - for the period after childbirth

10. 1. The evidence being the basis for granting and payment of maternity benefit for
childbirth during a stay abroad is:

1) a certificate from a foreign medical institution or foreign doctor specifying the
expected date of delivery and meeting the conditions set out in section 5 point 1 -
for the period before delivery;

2) an abridged copy of the birth certificate of the child or a child's foreign birth
certificate or a copy thereof confirmed by the benefit payer for the compliance
with the original - for the period after childbirth.

2. The provision of section 6 shall apply accordingly. (...)

2. If the sickness insurance ceased as a result of termination of employment in violation
of the law, the evidence being the basis for granting and paying of the maternity benefit
for the period after the termination of this insurance is:

1) a medical certificate issued on regular form stating pregnancy during employment;

2) final court decision on termination of employment in violation of the law;

3) an abridged copy of the child's birth certificate or a copy thereof certified by the
benefit payer for the compliance with the original.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Pictures

Period 1.01.2018-31.12.2018

The lowest contribution assessment basis (PLN) 2665.80

Type of insurance Pe";'t‘;age 1.01.2018 - 31.12.2018 (PLN)

pension 19.52 520.30

disability 8.00 213.26

sickness 2.45 65.31

accident x* x*

x* - the percentage rates of the accident contribution depend
on the occupational hazard category

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



11I. LIST OF DUE CONTRIBUTIONS TO SOCIAL INSURANCE
01. Insurance title code

02. Information on exceeding the annual
contribution assessment basis

INSURANCE PENSION DISABILITY

03. Work time

TREEEEE

ACCIDENT

SICKNESS

CONTRIBUTION

| ] ]

TEEFEEEY EEENREEN

CONTRIBUTION
FINANCED BY: lo

insured

14.

remitter

TEEEEEN

State budget

2

REEEEN |
State Fund 12,

for Rehabilitation | | | | l
of Disabled Persons

i&
‘

2
2:

22
26.

TILIILLd

Church Fund

27. Amount of reduction in the basis for it
of social insurance contributions for paying a contribution
under the employee pension plan

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Details of the insured person

28.Total amount
of contributions

i i
i
e b
P hdd

Type, series and number of the document |
confirming the identity

First name |

Last name |

Street |

City |

Country |

The employee applies for:

|:| sick pay

benefit in the amount
of maternity benefit

I:‘ child care allowance

I:l compensation benefit

I:] maternity benefit

I:‘ rehabilitation benefit

for the period

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Dictionary

abridged copy of the birth certificate a'bridzd 'kop.i av da b3:0 sa'tif.1.kat

skrocony odpis aktu urodzenia

accident insurance 'ak.si.dant in'fo:.rons

ubezpieczenie wypadkowe

additional monthly contribution a'dif.an.al ‘'man.6li kon.tri'bju:.fen

dodatkowa sktadka miesieczna

adolescent workers remuneration ed.a'les.ant 'ws:.kar ri mju:.nar'erfon
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wynagrodzenie mtodocianych

allowance assessment basis a'las.ans a'ses.mant 'bel.sis

podstawa wymiaru zasitku

basic monthly contribution, basic monthly contributions ‘bel.sik ‘man.6li kon.tri'bju:.fon

podstawowa sktadka miesi¢czna

basis for granting 'bel.sis far gra:nt

podstawa przyznania zasitku

basis for paying 'bel.sis far pei

podstawa wyptaty zasitku

benefit period 'ben.1.fit 'pia.ri.ad

czas zasitkowy

benefit, benefits 'ben.i.fit

Swiadczenia

Central Registration and Information on Business 'sen.tral reds.I'strer.fon and in.fa'melfon pn
'biz.nis

Centralna Ewidencja i Informacja o Dziatalnosci Gospodarczej



certificate from the contribution payer sa'tif.1.kat fram &a kon.tri'bju:.fon ‘pel.ar

zaswiadczenie ptatnika sktadek

certificate, certificates sa'tif.1.kat

zaswiadczenie

child care allowance tfaild kear a'las.ans

zasitek opiekunczy

civil partnership, civil partnerships siv.al ‘pa:t.na.fip

spotka cywilna

compensation benefit kom.pen'selfan ‘ben.1.fit

zasilek wyrownawczy

contribution assessment basis kon.tri'bju:.foan a'ses.mant 'bel.sis

podstawa wymiaru sktadki

contribution, contributions kon.tri'bju:.fen

skladka

disability insurance dis.a'bil.a.ti In'f>:.rans

ubezpieczenie rentowe



document confirming the identity, documents confirming the identity ‘dok.js.mant kan'fa:m
&9 al'den.ta.ti

dokument potwierdzajacy tozsamosc

employee pension plan im'ploi: ‘pen.fon plaen

pracowniczy program emerytalny

employment im'ploi.mant

okres zatrudnienia

exemption at the start 1g'zemp-fon at &8s sta:t

ulga na start

Guaranteed Employee Benefits Fund gaeran'tizd im'plo.i: ‘ben.ifit fand

Fundusz Gwarantowanych Swiadczen Pracowniczych

health insurance hel® in'f>:.rans

ubezpieczenie zdrowotne

incapacity for work n.ka'paes.a.ti far wa:k

niezdolno$¢ do pracy

income 'In.kam

przychod



insured in'f>:d

ubezpieczony

Labour Fund 'ler.bar fand

Fundusz Pracy

maternity benefit ma't3:.na.ti 'ben.1.fit

zasilek macierzynski

maternity insurance ma't3:.na.ti in'>:.rans

ubezpieczenie macierzynskie

maternity leave ma't3:.na.ti lirv

urlop macierzynski

non-agricultural business non- zg.ri’kal.tfar.al 'biz.nis

pozarolnicza dziatalnos¢ gospodarcza

occupational hazard category, occupational hazard categories ok.ja'per.fon.al ‘haez.ad
'kaet.a.gri

kategoria ryzyka zawodu

remitter, remitters ri'mita

platnik



pension and disability insurance ‘pen.fan and dis.a'bil.a.ti In'[>:.rans

ubezpieczenie emerytalno-rentowe

pension insurance 'pen.fon in'f>:.rans

ubezpieczenie emerytalne

percentage rate pa'sen.tid3 reit

stawka procentowa

personal report 'p3:.san.al rn'po:t

imienny raport

REGON number 'nam.bar

numer REGON

rehabilitation benefit rizabili'teifon 'ben.1.fit

swiadczenie rehabilitacyjne

settlement declaration, settlement declarations ‘set.al.mant dek.la'relfan

deklaracja rozliczeniowa

settlement document, settlement documents ‘set.al.mant 'dok.js.mant



dokument rozliczeniowy

sick pay sik pel

zasilek chorobowy

sickness allowance 'sik.nas a'las.ans

Swiadczenia chorobowe

sickness insurance 'sik.nas in'f>:.rans

ubezpieczenie chorobowe

social insurance 'sau.fal In'[>:.rons

ubezpieczenie spoteczne

sole proprietorship, sole proprietorships saul pra‘praatafip

jednoosobowa dziatalno$¢ gospodarcza

State budget steit 'badz.it

budzet panstwa

Tax Identification Number tzaeks a1 den.ti.fi'kerfan 'nam.bar

numer NIP

termination of employment t3:.mi'nerfan av im'ploi.mant



rozwigzanie stosunku pracy

title to the insurance 'tai.tal ts 8s in'f>:.rans

tytut do ubezpieczenia

work time w3:k taim

wymiar czasu pracy
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Exercise 1

After watching the film, decide, which of the following sentences are true and which are false.
Po obejrzeniu filmu, zdecyduj, ktére z ponizszych wypowiedzi s prawdziwe, a ktére fatszywe.

Prawda Fatsz
The client would like to file a complaint.
The client filed the complaint through the online form.
The parcel the client posted did not reach the recipient.
The client posted the parcel at a different facility.
The client is a contractual customer.
The parcel was sent about three months ago.
It was a package with a declared value.

The client doesn’t have a proof of sending a registered
parcel with her.

O [O|0|000|0|0
O |O|0|000|0|0

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
Exercise 2

Fill in the gaps in the sentences with correct interrogative pronouns. Use the word bank.
Uzupetnij luki w zdaniach odpowiednimi zaimkami pytajgcymi. Skorzystaj z banku stéw.

______________

Ecan | help you?

______________

' happened?

,,,,,,,,,,,,,,

posted the parcel?

rwas the parcel sent?

______________

i do you want to file a complaint?

______________

did you post the parcel?

______________

| signature is yours?

______________

| signature is this?

,,,,,,,,,,,,,,

‘ When ’ ‘ Where ’ ‘ Why ’ ‘ Which ’ ‘ Whose ’ ‘ Who ’ ‘ What ’ ‘ How ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




Exercise 3

After watching the film, match Polish terms with their translations. Po obejrzeniu filmu, potacz
polskie terminy z ich ttumaczeniami.

compensation klient indywidualny
confirmation of delivery nadawca
complementary service ztozy¢ reklamacje
recipient odszkodowanie
contractual customer odbiorca
claimant formularz reklamacyjny
sender potwierdzenie doreczenia
individual customer ustuga komplementarna
complaint form klient umowny
file a complaint reklamujacy

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 4

After watching the voiced animation, fill in the gaps in the sentences. Use the word bank. Po
obejrzeniu animacji z lektorem, uzupetnij luki w zdaniach. Skorzystaj z banku stow.

______________

______________

..............
______________

,,,,,,,,,,,,,,

‘ standard parcel ’ ‘ speed ’ ‘ insured parcel ’ ‘ expedited parcel ’ ‘ identification number

‘ unregistered parcel ’ registered parcel ’ ‘ dimensions ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
Exercise 5

After watching the voiced animation, complete the sentences with correct prepositions. Use
the word bank. Po obejrzeniu animacji z lektorem, uzupetnij zdania odpowiednimi przyimkami.
Skorzystaj z banku stéw.

______________

______________

‘ in as

‘forHon

‘of

\ within

at ’ ‘ from’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 6

expedited letter

standard letter

cash on delivery parcel

unregistered parcel

value

registered parcel

registered letter

letter

cash on delivery parcel with declared

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Match the Polish words and phrases with their English translations. Potacz polskie stowa
i wyrazy z ich angielskimi odpowiednikami.

przesytka listowa ekonomiczna

przesytka listowa priorytetowa

przesytka pobraniowa

przesytka pobraniowa z zadeklarowang
wartoscia

przesytka listowa polecona

przesytka rejestrowana

przesytka listowa

przesytka nierejestrowana

NEW OFFER IN PACKAGE SERVICES

NEW OFFER - PACKAGE+

From July this year, the price for the new Package+ with the option ,pickup at a collection
point” changes. The offer applies to parcels weighing up to 0.5 kg sent using our electronic

system. The current price is - PLN 8.

NEW WEIGHT RANGES

The weight ranges have also been changed:

- up to 2 kg,
- above 2 kg to 5 kg,

- above 5 kg to 10 kg,


javascript:void(0);
javascript:void(0);
javascript:void(0);

- above 10 kg to 20 kg,

- above 20 kg to 30 kg. *

* offer available at selected points.

WHY IS IT WORTH TO USE THE OFFER?
1. Delivery reliability and speed.

We offer the possibility to select the delivery date. It refers both to day and specific time.
1. Convenience in sending and receiving parcels.

We have an extensive network of sending and receiving points. The nearest facility is easy
to find thanks to our mobile application or through the website.

1. Efficient sending of parcels.

Our electronic system streamlines the parcel management process. It has, among others,
such functionalities as: generation of sending documents, quick preparation of a larger
number of shipments, import of data on shipments from auction sites.

1. Parcel tracking online

At any given moment, you can check the status of your parcel using our LokMap
application.

ADDITIONAL ADVANTAGES OF PACKAGE+

1. transparent price list,

2. guaranteed delivery date- within 2 business days after posting,

3. electronic confirmation of deliveryor return of the parcel- sent to the sender,
4. awide range of additional services,

5. no hidden fees.

You will learn more about our services on our website.

Come and visit us!
Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

INFORMATION ABOUT PAYMENT METHODS
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Nagranie dostepne pod adresem https: //zpe.gov.pl/a/DdBGGF70z

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowos$¢

Exercise 8

After listening to the audio recording, decide, which of the following sentences are true, and
which are false. Po wystuchaniu nagrania audio, zdecyduj, ktére z ponizszych wypowiedzi sa
prawdziwe, a ktore fatszywe.

Prawda Fatsz

The journalist asks about changes in payment methods for
cash on delivery parcels that were introduced the previous O O
year.

The company introduced some inconvenient solutions in
the method of payment.

All the couriers have been equipped with payment
terminals.

It will be possible to pay for a parcel by card.

BLIK payments will be introduced about six months after
other changes.

The rules will be different for individual customers and for
business customers.

Every third person shopping online is choosing the option:
cash on delivery payment.

OO |]O] O 0O O
OO | O] O 0O O

The company isn’t planning to introduce any other changes
to the offered services.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.


https://zpe.gov.pl/a/DdBGGF7Oz

Exercise 9

After listening to the audio recording, choose the correct article. If no article is necessary,
choose “-”. Po wystuchaniu nagrania audio, wybierz odpowiedni rodzajnik. Jesli nie potrzeba

“«n

zadnego rodzajnika, wybierz “-".

,,,,,,,,,,,,,,

______________

______________

,,,,,,,,,,,,,,

() ) () [3) [ () (2 () ) () (3] ) () () )
(][] (2] (2] [e] [ 2

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
Exercise 10

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

POSTAL SERVICES PRICE LIST



POSTAL SERVICES PRICE LIST
Chapter | Unregistered parcels
name of the service ee
STANDARD
including postcard SIZE | SIZE
q |alsosent A B
upto350g 260 | 375
over 35010 1000 g 370 | 475
over 1000g 0 2000 g 630 | 7.30
Chapter Il Registered parcel
Pos. name of the service ee
nsemipl I S SE gy
including sent to poste restante s | et Oat | sz
2 po3sg 520 | 980 680 | 10.00
over 350101000 g 590 1080 720 | 11.00
over 1000 g0 2000 g 850 | 1260 11.00 | 1450
Chapter i alue
Pos. name of the service e
& % 'STANDARD EXPEDITE
letter with a declared value including sent toposte |- <o "L 1
restante W HE | g
® liprossng 1490 1590 1670 17.80
over 35010 1000 1610 17.20 17.90 | 19.10
over 1000 g 10 2000 g 1790 (1930 1990 | 2130
*Leter value with exceed PLN 70.000
Chapter IV Postal parcel
Pos. name of the service fee
including sent to poste restante s Sa it sz
4 [wtoikg 1300 1500 1400 16.00
over 1kgto2kg 1500 1600 1600 17.00
over 2kg to 5kg 1600 1900 1900 20.00
over 5kgto 10 kg | 24.00 | 25.00 25.00 | 26.00
Chapter V Receipt confitmation in domestic raffic
Pos. name of the service fee
Receipt confirmation of a registered parcel | 260
ments:
5| 1) The confirmation of receipt of a registered parcel may be reported only when the
registered parcel is sent, because it is a comprehensive service together with the sending
of the parcel.
2 the sender when posting the parcel.
Chapter VI Return of the parcel i the domestic traffic:
Pos. | name of the service
Retu o a regstered parcel 0 the sender afer the | oot civen registered
delivery parcel sent
exhausted

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Pictures

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



POSTAL PARCEL

HUB

SENDER
Name
Firstandlastname 25900773 3 60000555 6
O expepite

(o]
[ Insurance®

ADDRESSEE
[ Declared value:

Name
In words

Firstand last name

walEnn

Postal code City
Iagree to the performance of the service on

ined on the address label.

I declare that | have received the General Terms
‘and Conditions of Shipment Insurance, valid on
the day of sending

Sender’s signature:

Blue fields - filled by the Post Offi¢ ploy 'mark as Yellow fields - filled by

O
O
O
O
O
©
O
O
O
O

O 0o 0O O o 0o o o o0 O

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Postal telegram

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Game



Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/DdBGGF70z

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/DdBGGF70z

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Dictionary

acceptance ak'sep.tans

przyjecie

additional information a'dif.an.al ,In.fa'mel.fon

dane dodatkowe

additional service, additional services a'dif.an.al 's3:.vis

Swiadczenia dodatkowe

address label, address labels a'dres ‘'lei.bal


https://zpe.gov.pl/a/DdBGGF7Oz

nalepka adresowa

addressee, addressees zed.res'i:

adresat

cash on delivery parcel with a declared value, cash on delivery parcels with declared values
kzef pn di'liv.ar.i 'pa:.sal wid a di'klead 'veel.ju:

przesytka pobraniowa z zadeklarowang wartoscig

cash on delivery parcel, cash on delivery parcels kaf on di'liv.ar.i ‘pa:.sal

przesytka pobraniowa

cash on delivery payment kzef on di'liv.ar.i ‘per.mant

platno$c¢ za pobraniem

claimant, claimants 'kler.mant

reklamujacy

compensation kom.pen'selfon

odszkodowanie

complaint form, complaint forms kam'pleint form

formularz reklamacyjny



complementary service, complementary services kom.pli'men.tar.i 's3:.vis

ustuga komplementarna

confirmation of delivery kon.fa'melfan av di'liv.ar.i

potwierdzenie doreczenia

confirmation of receipt kon.fa'melfan av ri'si:t

potwierdzenie odbioru

contractual customer, contractual customers kan'traek.tfu.sl 'kas.ta.mar

klient umowny

courier, couriers 'kor.i.or

kurier

date stamp deit steemp

odcisk datownika

date stamp of the delivery post office deit staamp av da di'liv.ar.i pavst 'nf.is

datownik placowki oddawczej

day of sending dei av send

dzien nadania



declared value, declared values di'klead 'vael.ju:

zadeklarowana warto$¢

delay in delivery of the parcel di'ler in di'liv.ar.i av 83 'pa:.sal

opoznienie w dor¢czeniu przesytki

delivery di'liv.ar.i

doreczenie

delivery post office, delivery post offices di'liv.ar.i ‘pavst bf.is

placéwka oddawcza

delivery time di'liv.ar.i tam

godziny doreczenia

dimension of the package, dimensions of the package ,dai'men.fon av 83 'paek.id3

wymiar paczki

domestic traffic da'mes.tik 'traef.ik

obrot krajowy

electronic confirmation of delivery el.ek'tron.ik kon.fa'meirfan av di'hv.ar.i

elektroniczne potwierdzenie doreczenia



expedite, expedites 'ek.spa.dait

priorytet

expedited parcel, expedited parcels 'ek.spa.dait ‘pa:.sal

przesytka priorytetowa

fee, fees fi:

oplata

file a complaint fail @ kam'pleint

ztozy¢ reklamacije

filing a complaint 'fil.ip @ kam'pleint

zgloszenie reklamacii

filled by the sender fil bai 8a 'sen.dar

wypetnia nadawca

guaranteed date of delivery av di'liv.ar.i

gwarantowany termin dostarczenia

hub, hubs hab

wezet



incorrect performance of a postal service n.kar'ekt pa'fo:.mans av a ‘pauv.stal 's3i.vis

nienalezyte wykonanie ustugi pocztowe;j

individual customer, individual customers in.di'vid3.u.al 'kas.ta.mar

klient indywidualny

insurance In'f>:.rans

ubezpieczenie

letter with a declared value, letters with declared values 'let.ar s di'klead 'vael.ju:

przesylka listowa z zadeklarowang wartoscig

letter, letters 'let.ar

przesyika listowa

mark as appropriate ma:k az a'praw.pri.ot

zaznacz wilasciwe

non-performance of a postal service non-pa‘fao:.mans av a '‘pav.stal 's3..vis

niewykonanie ustugi pocztowe;j

online form, online forms 'pn.lain fo:m

formularz on-line



package weight '‘paek.id3 weit

waga paczki

package, packages 'paek.id3

paczka

parcel status 'pa:.sal 'stel.toas

status przesytki

parcel tracking 'pa:.sal 'traek.in

sledzenie przesyiki

parcel weighing 'pa:.sal wel

przesytka o masie

parcel with a declared value, parcels with declared values 'pa:.sal wid a di'klead 'veel.ju:

paczka z zadeklarowang wartoScia

pay a fee pel o fi:

uisci¢ oplate

payment card, payment cards '‘per.mant ka:d

karta platnicza



payment method, payment methods '‘pel.mant ‘me6.ad

sposob ptatnosci

payment terminal, payment terminals 'per.mant 't3:.mi.nal

terminal ptatniczy

pickup at a collection point 'pik.Ap at @ ka'lek.fon point

odbior w punkcie

post a parcel paust @ 'pa:.sal

nadac przesyltke

post office employee, post office employees ‘pavst bf.is im'plo.i:

pracownik poczty

post office, post offices ‘pauvst bf.is

urzad pocztowy

postal code, postal codes 'pau.stal kaud

kod pocztowy

postal order amount 'pauv.stal '2:.dar a'maovnt

kwota przekazu



postal parcel, postal parcels '‘paw.stal 'pa:.sal

paczka pocztowa

postal telegram, postal telegrams 'paw.stal 'tel.l.graeem

telegram pocztowy

proof of sending pru:f av send

dowod nadania, polecenie nadania

recipient, recipients ri'sip.i.ant

odbiorca

registered parcel, registered parcels 'reds.i.stad 'pa:.sal

przesytka polecona, przesytka rejestrowana

return to sender ri't3:n to 'sen.dar

zwroci¢ do nadawcy

returning the parcel ri't3:n s 'pa:.sal

zwrot przesytki

sender 'sen.dar

nadawca



sending document, sending documents send 'dok.ja.mant

dokumenty nadawcze

sending number, sending numbers send ‘'nam.bar

numer nadawczy

sending point, sending points send paint

punkt nadania

sent sent

nadano

service performance 's3:.vis pa'fa:.mans

wykonanie ustugi

size, sizes saiz

gabaryt

standard package, standard packages 'stzen.dad 'paek.id3

paczka ekonomiczna

standard parcel, standard parcels 'staen.dad ‘pa:.sal

przesytka ekonomiczna



type of parcel taip av 'pa:.sal

rodzaj przesyiki

unique identification number, unique identification numbers ju:'ni:k ai den.ti.fi'kel.fon
‘nAam.bar

unikalny numer identyfikacyjny

unregistered parcel, unregistered parcels ,An'redzistad ‘pa:.sal

przesytka nierejestrowana

value of the parcel 'vael.ju: av 8 'pa:.sal

wartosc¢ przesyiki

weight range, weight ranges weit reind3

przedzial wagowy
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Exercise 1

After watching the film, choose the correct answer. Po obejrzeniu filmu, wybierz prawidtowa
odpowiedz.

______________

______________

______________

______________

______________

suspended ’ ‘ mortgage loan ’ ‘ opening a personal account ’ ‘ loan for any purpose ’

consolidation loan ’ ‘ three ’ ‘ a personal account ’ ‘ 120 weeks ’

closing a personal account ’ ‘ two ’ ‘ paid off ’ ‘ a credit card ’ by telephone ’

transferred to the third party ’ ‘ 120 months ’ ‘ mortgage loan ‘ loan for any purpose

20 months ’ ‘ consolidation loan ’ ‘ a mortgage loan ’ ‘ orally ’ in electronic form ’ ‘ four ’

granting a loan ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
Exercise 2

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 3

Match the Polish words and phrases with their English translations. Potacz polskie stowa
i zwroty z ich angielskimi odpowiednikami.

consolidation loan wyliczenie
charges saldo
income kredyt hipoteczny
calculation odsetki
interest wptywy
installment wptata
balance kredyt konsolidacyjny
deposit obcigzenia
application whniosek
mortgage loan rata

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 4

After watching the voiced animation, decide, which of the following statements are true, and
which are false. Po obejrzeniu animacji z lektorem, zdecyduj, ktére z ponizszych wypowiedzi sg
prawdziwe, a ktore fatszywe.

Prawda Fatsz
The post implements many different financial services. O O
Money transfer may be ordered only in electronic form.

A postal order is an order to deliver to a recipient a certain
amount of money by post.

A postal order cannot be commissioned to carry out at O O
a postman.

A money express is a financial payment service consisting
in the payment of a certain sum of money in cash, within

a guaranteed time.

O
O

The money express order can be processed already 10
minutes after posting time.

Deposits to a bank account can be carried out only via
deposit received at a post office.

Post office cannot offer its clients any other bank and
financial services.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 5

After watching the voiced animation, complete the sentences with correct prepositions. Use
the word bank. Po obejrzeniu animacji z lektorem, uzupetnij luki w zdaniach odpowiednimi
przyimkami. Skorzystaj z banku stow.

Money transfer may be ordered both electronic and paper form.

A postal order is an order to delivitieiriéx:::—m"; a recipient a certain amount of money.

Make the payment ------------- a post ofﬁce

You can also make thepayment _____________ a website.

It consists in the payment acertaln sum of money in cash, within a guaranteed time
It is paid out at at the addré_s_;i_r_{(;l_i_c_ated _____________ the sender.

The order can be processed already 10 mlnutes ____________ posting time.

Deposits to a bank account can be carried mafew ways.

The payment is forwarded to the account o;‘”tiﬁie;;éc?ipient ------------- the next business day.
‘by ‘through ‘in’ outHafter’ othoHonHat’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 6

After watching the voiced animation, match Polish names with their translations. Po
obejrzeniu animacji z lektorem, potacz polskie terminy z ich ttumaczeniami.

postal order wptata na rachunek bankowy
commission to carry out ekspres pieniezny
money transfer placowka oddawcza
transfer order zlecenie przekazu
delivery post office przekaz pocztowy
post office wptata gotowkowa
cash logistics logistyka gotowki
money express placéwka pocztowa
deposit to a bank account transfer srodkéw pienieznych
cash deposit zlecenie do realizacji

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

MONLEY ORDER - COMPLAINT

Post office employee: Good morning. How can I help you?

Client: Good morning. I wanted to file a complaint. It's about a money order. I tried to do it
via the Internet. Unfortunately, I couldn't do it.

P: What is the reason for the complaint?
C: The order did not reach the recipient on time.

P: It is necessary to write an incorrect performance of the service. Have there been any
delivery attempts?

C: None that I am aware of.
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P: Are you the sender or addressee?

C: The sender.

P: Was the message delivered in time longer than 8 days?
C: Yes.

P: You will need to fill out a complaint form. Here it is. It is quite short. Do you need help
filling it?

C: Yes, please.

P: Let's start from the beginning. Please mark that this is a postal order. Do you have the
posting number?

C:Justa sec. Is it this number?

P: No. It's the number on the bottom right.

C:Iseeit.

P: The date of posting will also be needed.

C: Date of posting? That was three weeks ago ... Is this a problem?

P: No. Complaints may be lodged not earlier than after 14 days from the day following the day
of posting. However, this cannot happen later than within 12 months. Was there a receipt
confirmation?

C: Yes.

P: Please fill in the details of the sender and recipient.

C: Is this all?

P: Please sign it. [ will also need the original proof of posting.
C: In what time can I expect an answer?

P: The answer should be within no more than 30 days from the date of its submission.
Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

LOAN AT BANK POCZTOWY (POSTAL BANK)
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Nagranie dostepne pod adresem https: //zpe.gov.pl/a/D8Y8pG5uT

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 8

After listening to the audio recording, complete the sentences. Use the word bank. Po
wystuchaniu nagrania audio, uzupetnij luki w zdaniach. Skorzystaj z banku stow.

,,,,,,,,,,,,,,

The: ris all the costs you incur in connection with the consumer credit agreement.

______________

The maximum Ethe client can loan is 200,000 PLN.

The C;H_Ig)—é;\_/en 120 months.

The A can be signed at the bank or post office, where you can pick up your money right
awa;; 77777777777

‘ credit rating ’ ‘ loan contract ’ ‘ total cost of the loan ’ ‘ with anyone ’ ‘ commissions

‘ repayment period ’ ‘ cash loan | | amount ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.


https://zpe.gov.pl/a/D8Y8pG5uT

Exercise 9

After listening to the audio recording, choose the correct article. If no article is necessary,
choose “-”. Po wystuchaniu nagrania audio, wybierz prawidtowy rodzajnik. Jesli nie potrzeba

“«n

zadnego rodzajnika, wybierz “-".

I am youré client and | would like to ask you some questions.

What will be ------- repayment period?

How can | applyfor ___________ loan

Sign! | contra_;t“e_\{;/_(_)_ur bank or post office.

Can Itake ---------- cash loan with my wife?

It contains aII ____________________ costs you incur in connection with the consumer credit agreement.
Thank you very;}ﬁ?l;gliﬂ"f?or _____________ interview.

Have niceday,

e () ()[4 ) (o) () () [-) (e o] ) (2] (o) (2] e
(] [3) ][ (e (e o}

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




Exercise 10

After listening to the audio recording, match Polish names with their translations. Po
wystuchaniu nagrania audio, potacz polskie terminy z ich ttumaczeniami.

credit rating

fees

interest

apply for a loan

bank advisor

cash loan

total cost of the loan

commissions

consumer credit

contract

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

POSTAL ORDER

kredyt gotéwkowy

doradca banku

optaty

catkowity koszt kredytu

zdolnos¢ kredytowa

kredyt konsumencki

umowa

whnioskowac o kredyt

odsetki

prowizje



additional services

'sender (first and last name - name)

coupon for the addressee

|:|:| street, house no., flat no., city

postal code city

sender (first and last name - name)

street, house no., flat no.

groszy,
as above

POSTAL o\ postal e iy
e
ADDRESSEE

store carefully
proof of sending a postal order
(receipt)

sender (first and last name - name)

street, house no., flat no.

postal code city

addressee (first name and last name or the name of the institution)

[I:’ - l:]:[l street, house no., flat no., city

first and last name

addressee (first and last name - name)

street, house no., flat no.

e Freete postal code city
posting number round stamp 2 N e 2 2 Charge posﬁbrf
5 signafire of the person 5 5 number

$ accepting the order 1 -

8 8 2

s k] s

= s 3
H Semedtierm H

Note: The elements circled with a bold line are filled in by the sender
with ink, pen, in print, with a typewriter or using a stamp.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Pictures

Cheque no.

Account no.

Amount

Cheque no.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




INTRA-BANKING CLEARANCE CREDIT CARD
TRANSFER TRANSFERS CHEQUE (PAYMENT CARD)

N .
s

——

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

AEEEEEEEEEEEEEEEEEEEEEEE
recipient's name cont.
TTTTT L LT T L]
NI EEEEEEEEEEEN
RN EEEEEEEEEEEENEEEE
fEEEEEEEEEEEEEEEEEEEEEEEEER

charge
signature of the sender D]j]

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

name of the sender

transfer order / cash deposit

Game



Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/D8Y8pG5uT

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/D8Y8pG5uT

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Dictionary

acceptance of the application ak'sep.tans av da ap.li'kel.fon

przyjecie wniosku

account, accounts a'kasnt

rachunek

additional service, additional services a'dif.an.al 's3:.vis

Swiadczenia dodatkowe

addressee, addressees aed.res'i:


https://zpe.gov.pl/a/D8Y8pG5uT

adresat

amount 3'mauvnt

kwota

amount in words a'masnt in w3:d

kwota stownie

amount of installments a'masnt av in'stol-mant

wysokoS$¢ rat

application, applications ,zep.li'’kel.fan

wniosek

apply for a loan a'plai for a lawvn

wnioskowac o kredyt

attempt to deliver, attempts to deliver a'tempt to di'liv.or

proba doreczenia

balance 'bzel.ans

saldo

bank account, bank accounts bzenk a'kausnt



rachunek bankowy

bank advisor, bank advisors baenk (adviser) ad'vai.zar

doradca banku

calculation, calculations kael.kja'ler.fan

wyliczenie

cash deposit, cash deposits kaef di'ppz.it

wplata gotobwkowa

cash loan kaef laon

kredyt gotowkowy

cash logistics kaef la'd3is.tiks

logistyka gotowki

charge, charges tfa:d3

obcigzenia, oplata

cheque in foreign exchange, cheques in foreign exchange tfek in ‘for.an iks'tfeind3

czek w obrocie zagranicznym

clearance cheque, clearance cheques 'klia.rans tfek



czek rozrachunkowy

collection ka'lek.fon

inkaso

commission to carry out ka'mif.an to 'keer.i ast

zlecenie do realizacji

commission, comissions ka'mif.an

prowizje

confirmation of receipt kon.fa'merfon av ri'si:t

potwierdzenie odbioru

consolidation loan kan soli'deifan laon

kredyt konsolidacyjny

consumer credit kan'sju.mar 'kred.it

kredyt konsumencki

contract 'kon.traekt

umowa

coupon for the addressee 'ku:.pon for 83 aed.res'i:



odcinek dla adresata

credit card, credit cards 'kred.it ka:d

karta kredytowa

credit line 'kred.it lain

linia kredytowa

credit rating 'kred.it

zdolno$c¢ kredytowa

currency 'kar.an.si

waluta

date of posting deit av 'pau.stin

data nadania

day of sending dei av send

dzien nadania

delivered in time di'liv.ar in tam

dostarczono w terminie

delivery post office, delivery post offices di'liv.ar.i ‘pavst bf.is



placowka oddawcza

deposit, deposits di'ppz.it

wplata

Direct Debit dairekt ‘deb.it

polecenie zaptaty

disburse a loan dis'b3:s a lavn

uruchomi¢ kredyt

fee, fees fi:

oplata

file a complaint fail @ kam'pleint

ztozy¢ reklamacje

financial service, financial services fai'naen.fal 's3:.vis

ustugi finansowe

grant a loan gra:nt a laon

udzieli¢ kredyt

guaranteed time gaeran'ti:d tam



gwarantowany termin

improper performance of the service im'prop.ar pa'fo:.mans av 8s 's3..vis

nienalezyte wykonanie ustugi

income 'In.kam

wplywy

installment, installments in'stal-mant

rata

interest 'In.trast

odsetki

intra-bank transfer, intra-bank transfers in.tro-baenk traens'fs:r

przekazy wewnatrz bankowe

issuing date 'If.u: deit

data wystawienia

letter of credit, letters of credit 'let.ar av 'kred.it

akredytywa

loan loon



| kredyt

loan amount lasn 2'maont

kwota kredytu

loan period lavn 'pia.ri.ad

okres kredytowania

money express 'mAan.i Ik spres

ekspres pieniezny

money order, money orders ‘'man.i '2:.dar

przekaz pieniezny

money transfer, money transfers 'man.i traens'f3:r

transfer srodkow pienieznych

mortgage ‘'m>:.gid3

kredyt hipoteczny

non-cash settlement, non-cash settlements non-kzef 'set.al.mant

rozliczenia bezgotowkowe

non-revolving non-ri'vol.vin



nieodnawialna

on the basis of pn 82 'bel.sis av

na podstawie

order to pay '2:.dar to pei

polecenie wyptaty

original proof of sending a'rid3.an.al pru:f av send

oryginal dowodu nadania

pay off pel of

splacic

payable within ‘per.a.bal wi'din

platny w ciagu

payment to a bank account ‘per.mant to a baepk a'kavnt

wplata na rachunek bankowy

performance pa'fa:.mans

realizacja

periodic settlement of balances pia.ri'nd.ik ‘set.al.mant av 'bael.ans



okresowe zliczania saldami

personal account, personal accounts 'p3:.san.al @'kavnt

konto osobiste

post office, post offices ‘pavst pf.is

placowka pocztowa

postal agency, postal agencies ‘pauv.stal ‘el.d3zan.si

agencje pocztowe

postal order, postal orders ‘paw.stal '2:.dor

przekaz pocztowy

proof of sending pru:f av send

dowdd nadania

receipt, receipts ri'si:t

pokwitowanie

recipient's name ri'sip.i.ant neim

nazwa odbiorcy

repayment ri'pel.mant



splata

request for a contact ri'kwest far o 'kon.taekt

wniosek o kontakt zwrotny

revolving ri'vol.vin

odnawialna

scheduled settlement, scheduled settlements 'fedju:ld 'set.al.mant

rozliczenia planowe

sender, senders 'sen.dar

nadawca

sender's details 'sen.dar 'di:.teil

dane nadawcy

sending number send 'nam.bar

numer nadania

store carefully sto:r 'kea.fal.i

starannie przechowac

submit sab'mit



ztozy¢

title 'tar.tal

tytutem

total cost of the loan 'taw.tal knst av da lavn

catkowity koszt kredytu

transfer order, transfer orders traens'fa:r '>:.dar

polecenie przelewu

transfer, transfers traens'f3:r

przelew
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Exercise 1

After watching the film, decide, which of the following statements are true, and which are
false. Po obejrzeniu filmu, zdecyduj, ktére z ponizszych twierdzen sg prawdziwe, a ktére
fatszywe.

Prawda Fatsz

A new employee asks a more experienced colleague to help O O
him implement himself to work here.

The new employee doesn’t know much about the
documents, even in theory.

The new employee dealt with documents at his previous
job.

They use a good document service application here.

The GRN document is used when purchasing goods and
with their free of charge acceptance.

The GRN document is issued on the basis of an invoice
only.

The new employee will most definitely never encounter the
Internal goods receipt note.

The goods dispatch documents register the material
turnover in the warehouse.

O]O|]O] O OO O
O]O|]O] O 0O O

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
Exercise 2

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 3

After watching the film, match Polish phrases with their translations. Po obejrzeniu filmu,
potacz polskie frazy z ich ttumaczeniami.

warehouse system zZwroty wewnetrzne

external dispatch przyjecie zewnetrzne

goods in stock rozchdéd wewnetrzny

increase in the quantity obrét materiatowy

goods received note przyjecie wewnetrzne
return of stock

wydanie na zewnatrz

internal dispatch system magazynowy

free of charge acceptance nieodptatne przyjecie

internal goods receipt note zwiekszanie ilosci

material turnover towar na stanie

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

STAGES OF THE SUPPLY PROCESS
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Exercise 4

After watching the voiced animation, arrange the supply process stages in the right order. Po
obejrzeniu animacji z lektorem, uporzadkuj etapy procesu zaopatrzenia w odpowiednigj
kolejnosci.

monitoring the course of the order =
contact with the warehouse =
selection of suppliers, negotiation of the terms of the order =
acceptance of the plan, placing an order =
filing a complaint, detecting irregularities, completed orders s
contact with the shipping department $
determining the assortment and quantity of the ordered goods =

summary of stock reports, decision, internal exchange of goods, ordering procedure =

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 5

After watching the voiced animation, fill in the gaps in the sentences with correct prepositions.
Use the word bank. Po obejrzeniu animacji z lektorem, uzupetnij luki w zdaniach odpowiednimi
przyimkami. Skorzystaj z banku stow.

Supply is onei the essential processes in a company.

Stock control prevents any shortages ------------- it

You can divide the process _____________ stages 77777

It has a potential for carryin;g_,_i;:::: ----- orders of various size.

The next stage is the contact _________________________ the shipping department.

It can be omitted if the shippin_e;;"i_suf;;r_w_dled _____________ the supplier.

At this stage, the person responsible theorders contacts the warehouse manager.
At the next stage a report thecourse order is created with a list of suppliers.

‘ on ’ out ’ by ‘ with | | for | | of | | into ’ ‘ in ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 6
After watching the voiced animation, match Polish phrases with their translations. Po
obejrzeniu animacji z lektorem, potacz polskie frazy z ich ttumaczeniami.
terms of the order zestawienie raportow
report summary kontrola zapaséw
order procedure sposoéb rozliczenia
timeliness of deliveries procedura zamawiania
stock control plan zaméwienia
financial situation sytuacja finansowa
discover irregularities terminowos¢ dostaw
settlement method wymiana towaru
goods exchange warunki zaméwienia
procurement plan wykry¢ niezgodnosci
Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

CORRECTION OF WAREHOUSE DOCUMENTS

HR: Hi. I have a request for you. We are preparing materials for e-learning for new
employees. I would like you to write a part related to the correction of warehouse
documents.

E: I think that someone from the bookkeeping would be better for writing this.
HR: We care about an employee perspective. The material will still be checked.

E: In general, I would start with the types of corrections. A reminder that we distinguish
three such types.

HR: If you want, we can write it down right away.
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E: Alright. So we have three types - quantitative corrections - that is, issued for most
documents. This applies to both warehouse and trade documents. They usually refer to the
reduction of the quantity of goods from the corrected document, i.e. returns. You can also
issue documents that increase the amount of goods. These are so-called positive
adjustment.

HR: As next, we will discuss the value correction?

E: Yes. Write down that it relates to a change in the value of the goods relative to the
document being corrected.

HR: The third point will be the correction of the VAT rate.
E: Exactly. I see that you could write it yourself.
HR: T know a little.

E: Add that the errors in the warehouse documents can be corrected in two ways - through
the corrective document issued by the seller and the correction note. The buyer prepares
it.

HR: Then maybe we will write a little about the corrective note?

E: Hmm. I think it is worth pointing out how it differs from the correcting document. The
corrective note is issued only by the buyer in the case of defects that do not concern the
amounts appearing in the original document.

HR: Maybe we can add a point about what a corrective note cannot apply to?

E: A good idea. There are interesting cases here. Please also note that it requires the
approval of the issuer of the warehouse document it concerns.

HR: Alright. Write down the most common errors appearing on the corrective notes.
Enough for today. Thank you very much.

E: No problem. See you later.

HR: See you.
Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

SELECTION OF THE RIGHT SUPPLIER

Nagranie dostepne pod adresem https: //zpe.gov.pl/a/D55Exm5Vp
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Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowo$¢

Exercise 8

After listening to the audio recording, fill in the gaps in the sentences. Use the word bank. Po
wystuchaniu nagrania audio, uzupetnij luki w zdaniach odpowiednimi stowami. Skorzystaj
z banku stéw.

______________

______________

The company tries to choose criteria that will allow it to minimise thei of making
amistake.

Focusing on time is mainly focusing on whether the supplier or is able to meet urgent
orders.

It is also important to know the extent to which our contractor is willing to ------------- the

______________

______________

situation.

‘ risk ’ ‘ negotiate ’ ‘ complaints ’ ‘ stability ’ ‘ meets deadlines ’ ‘ contractor

‘ suppliers analysis ’ ‘ financial ’

procurement department ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




Exercise 9

After listening to the audio recording, choose the correct article. If no article is necessary,
choose “-”. Po wystuchaniu nagrania audio, wybierz prawidtowy rodzajnik. Jesli nie potrzeba

“«n

zadnego rodzajnika, wybierz “-".

Today we will talk about choosing right contractor.
We havei expert in our studio.
Suppliers analysis based oni past data helps to avoid mistakes and show new

______________

______________

Initially, we mainly focused on time.

______________

%B@BB@BBB@BB@
the | the | the |

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 10

After listening to the audio recording, match Polish words and phrases with their translations.
Po wystuchaniu nagrania audio, potacz polskie terminy z ich ttumaczeniami.

standards wysokos¢ rabatu
amount of rebates dotrzymywac terminéw
financial situation stabilnos¢ ceny
suppliers analysis warunki reklamacji
quality control system negocjowac
conditions of complaint mozliwosci zakupowe
price stability normy
shopping possibilities system kontroli jakosci
negotiate analiza dostawcoéw
meeting deadlines sytuacja finansowa

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

GOODS DISPATCH NOTE



Recipient WZ Curren it number Specimen
External
Goods Warehouse number Date of issue
Dispatch
Mode o B =
of transportation Order Designation Date of shipment :hm"gf lnvolce nimberanddate

NAME OF THE MATERIAL - PRODUCT - PACKAGING Quantity and value records

Picked up

Released Date

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Pictures

DOCUMENTS OF INCREASES
AND DECREASES OF GOODS

GOODS DISPATCH

GOODS RECEIPT
DOCUMENTS

DOCUMENTS

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



[Prace:

[ Date:

ORDER FORM

Customer information:

Customer number: Delivery address
| Company name:
Address: Ordering person:

NIP:
Phone number:

Payment method:

O cash
[ Transfer
O VAT invoice

O Account

Ordered products:

Index ipti Sales | Quantity
unit

Net price | Gross price

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

SHIP FROM:

QUANTITY: MATERIAL HANDLING CODE: KANBAN NUMBER:

PART NUMBER: SECURITY SIGN:

LICENSE PLATE (1J): PRODUCTION DATE:
GROSS WEIGHT:

SUPPLIER MATERIAL NUMBER: DELIVERY NOTE NUMER:

SHORT TEXT:

BATCH NUMBER:

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Game




Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/D55Exm5Vp

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/D55Exm5Vp

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Dictionary

account a'kaont

rachunek

adjustment of stock a'd3Ast.mant av stok

korekta stanow magazynowych

approved a'pru:vd

zatwierdzit

assortment, assortments a's>:t.mant


https://zpe.gov.pl/a/D55Exm5Vp

asortyment

authorised '2:.0ar.aiz

zadysponowana

cash kaef

gotowka

change in value tfeind3 in 'vael.ju:

zmiana wartosci

change of location tfeind3z av las'kel.fon

zmiana lokalizaciji

completed order, completed orders kam'pli:t '>:.dar

zrealizowane zamowienie

conditions of complaint kan'dif-anz av kam'pleint

warunki reklamaciji

contractor, contractors kan'trak.tar

kontrahent

corrected document, corrected documents ka'rekt ‘dok.joa.mant



dokument korygowany

correction ka'rek.fon

korekta

corrective document, corrective documents ka'rek.tiv ‘dok.ja.mant

dokument korygujacy

corrective note, corrective notes ka'rek.tiv nast

nota korygujaca

current number, current numbers 'kar.ant 'nam.bar

numer biezacy

customer information 'kas.ta.mar in.fa'mei.fon

dane klienta

delivery address di'liv.ar.i o'dres

adres dostawy

designation dez.ig'nel.fon

przeznaczenie

discounts 'dis.kavnt



upusty

discover irregularities di'skav.ar 1 reg.ja’'leer.a.ti

wykry¢ niezgodnosci

exchange of goods iks'tfeindz av gudz

wymiana towaru

internal dispatch in't3:.nal di'spaetf

rozchod wewnetrzny

filing a complaint ‘far.lin @ kam'pleint

ztozenie reklamacii

financial situation fai'naen.fal sitf.u'erfon

sytuacja finansowa

free of charge acceptance fri: av tfa:d3z ak'sep.tons

nieodptatne przyjecie

goods dispatch document, goods dispatch documents gudz di'spaetf 'dok.ja.mant

dokumenty rozchodu towarow

goods in stock gudz in stok



towar na stanie

goods receipt document, goods receipt documents gudz ri'si:t ‘dok.jo.mant

dokumenty przychodu towaréw

goods receipt note, goods receipt notes gudz ri'si:t naut

przyjecie zewnetrzne

guarantee, guarantees gaeer.an'ti:

gwarancja

handled by the supplier ‘hzaen.dsal bai da sa'plai.ar

zapewnia dostawca

increasing the quantity in'kri:s da 'kwon.ta.ti

zwiekszanie iloSci

internal goods receipt note, internal goods receipt notes in't3:.nal godz ri'si:t noot

przyjecie wewnetrzne

inventory control 'in.van.tar.i kan'traul

kontrola zapasow

invoice, invoices 'In.vais



| faktura

issued "If.u:

wystawit

keeping the deadlines 'ki:.pin 8 'ded.lain

utrzymanie terminu

location las'kel.fon

lokalizacja

make a decision meik o di'siz.an

podjac¢ decyzje

material name ma'tia.ri.al neim

nazwa materiatu

material turnover ma'tia.ri.al 't3:n av.ver

obrot materialowy

materials dispatch document, materials dispatch documents ma'tia.ri.al di'spaetf 'dok.ja.mant

dokumenty rozchodu materiatow

meet deadlines mi:t ‘ded.lain



dotrzymywac terminow

method of settlement, methods of settlement ‘'me8.ad av 'set.al.mant

sposob rozliczenia

monitoring ‘mon.I.tar

nadzor

negotiate na'gau.fi.eit

negocjowac

order department '52:.dar di'pa:t.mant

dziat zamowien

order form, order forms '2:.dar fo:m

formularz zamowienia

order, orders '2:.dar

zamoOwienie

ordered product, ordered products '2:.dad 'prod.akt

zamoOwione produkty

ordering person '2:darin 'p3:.san



osoba zamawiajaca

ordering procedure '>:darin pra'si:.dzor

procedura zamawiania

payment method, payment methods ‘per.mant ‘'me6.ad

forma platnosci

placing an order 'pleisin an >:.dar

sktadanie zamowienia

positive adjustment 'ppz.a.tiv 9'dzast.mant

korekta na plus

price stability prais sta'bil.a.ti

stabilnos¢ ceny

procurement document, procurement documents pra'kjusa.mant 'dok.ja.mant

dokument zamoéwienia

procurement plan, procurement plans pra'kjsa.mant plaen

plan zamoéwienia

product code, product codes 'prod.akt kaud



kod towaru

purchase of goods 'p3:.tfos av gudz

zakup towaru

quality control system 'kwnl.a.ti kan'traol 'sis.tam

system kontroli jakosci

quantitative correction 'kwon.ti.ta.tiv ka'rek.fon

korekta ilosciowa

quantity and value records 'kwon.ta.ti and 'vael.ju: ri'ko:d

ewidencija ilosciowo - wartosciowa

rebate amount 'riz.beit a'maont

wysoko$¢ rabatu

recipient, recipients ri'sip.i.ant

odbiorca

released ri'lizs

wydana

return of stock ri't3:n av stok



zwrot wewnetrzny

risk, risks risk

ryzyko

shipping at cost of 'fip.ip at knst av

wysyika na koszt

shopping possibilities ‘fop.in pps.a'bil.a.ti

mozliwosci zakupowe

simplified invoice, simplified invoices 'sim.pli.fai ‘in.vois

rachunek uproszczony

standard, standards 'steen.dad

normy

stock stok

stan magazynowy

summary of reports 'sam.ar.i av ri'po:t

zestawienie raportow

supplier analysis sa'plai.ar a'nael.a.sis



analiza dostawcow

supplier, suppliers sa'plar.ar

dostawca

terms of order tarmz av 2:.dar

warunki zamowienia

timely delivery, timely deliveries ‘taim.li di'liv.ar.i

terminowos¢ dostaw

transfer traens'f3:r

przelew, przemieszczanie

value correction 'val.ju: ka'rek.fon

korekta warto$ciowa

VAT rate correction vi:.el'ti: reit ka'rek.fan

korekta stawki VAT

warehouse document, warehouse documents 'wea.hass 'dok.jo.mant

dokumenty magazynowe

warehouse number, warehouse numbers ‘'wea.hass ‘'nam.bar



numer magazynowy

warehouse system ‘wea.havs 'sis.tom

system magazynowy

warehouse transfer ‘'wea.haos traens'f3:r

przesuni¢cie miedzymagazynowe

warehouse transfers ‘'wea.hass treens'f3:r

przesuniecia magazynowe
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PREPARATION OF PARCELS FOR CLEARANCE

[ VOCATIONAL EDUCATION

Learn English

Film dostepny pod adresem /preview/resource/RINykYtssHh3r
AU.67.1_film_v1

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowo$¢

[ VOCATIONAL EDUCATION

Learn English

Film dostepny pod adresem /preview/resource/RWTIrFdIMjIvA
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Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowo$¢

VOCATIONAL EDUCATION

Learn English

Film dostepny pod adresem /preview/resource/RIUilYiEYsGGs
AU.67.1_film_v3

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowos¢

VOCATIONAL EDUCATION

Learn English

Film dostepny pod adresem /preview/resource/R1Vqrnzldg7LL
AU.67.1_film_v4
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Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowo$¢

OJ

0J
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Exercise 1

Choose one sentence that is true about the film. Wybierz jedno zdanie, ktére méwi prawde
o tym, co sie dziato w filmie.

The customs declaration should be put in the bottom left corner.

The less experienced employee wants to know what designations and documents she
should prepare for the parcels that are not subject to customs control.

The declaration of CN 22 and CN 23 should be completed with a general description
of the contents of the parcel in them.

The CN 22 customs declaration is used only with large parcels.

The CN 23 customs declaration is attached to shipments whose declared value does
not exceed SDR.

The customs declaration should be put on the address page.

An address tag cannot be tied to such parcels.

Each parcel must bear the CN 2 customs declaration.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 2

After watching the film, match the beginnings and the ends of short sentences. Po obejrzeniu
filmu, potacz poczatki i konce krotkich zdan.

| was looking course!
Tell me, for you!

Oof up?

Sit to go
Have few questions.
| have down.

What's fun!
| have a please.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 3

After watching the film, match Polish words and phrases with their translations. Po obejrzeniu
filmu, potacz polskie stowa i frazy z ich ttumaczeniami.

clearance deklaracja celna
customs control przytwierdzi¢ w sposoéb trwaty
declared value nadawca
address tag kontrola celna
fix permanently zewnetrzna czes¢ przesytki
preparing parcels zadeklarowana wartos¢
customs declaration choragiewka
outside of the package przygotowanie przesytek
exceptional circumstances wyjatkowe okolicznosci
sender odprawa

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

DOCUMENTS CONCERNING HANDLING MAIL-
PREPARATION OF BUNDLES



VOCATIONAL EDUCATION

Learn English

Film dostepny pod adresem /preview/resource/R1ID685m57mSn

AU.67.1_animacja_z_lektorem
Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowo$¢
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Exercise 4

After watching the voiced animation, decide, which of the following statements are true, and
which are false. Po obejrzeniu animacji z lektorem, zdecyduj, ktére z ponizszych zdan sg
prawdziwe, a ktore fatszywe.

Prawda Fatsz

Handling parcels consists in ordering them based on their
type and category, as well as in grouping them into O O
appropriate sets, so-called bundles.

Parcels that can be put into bundles are divided based on
their colour.

It is least important to arrange the parcels with the address
page facing in the same direction.

Bundles are tagged with cards with the name of the office
of destination or the office sending the parcels.

Unpaid or underpaid parcels are placed in separate
bundles, and the bundle tag is then stamped with letter "T"

O] O] OO
O] O] OO

The thickness of bundles with parcels is also significant.
For bundles with standard parcels maximum thickness is
up to 5 cm after binding.

O
O

It is also worth remembering that the weight of bundles
with parcels should not exceed 15 kg.

O
O

Expedite parcels and letters that bear traces of opening,
tearing, damage, should be sent back to the sender.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
Exercise 5

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 6
After watching the voiced animation, match Polish words and phrases with their translations.
Po obejrzeniu animacji z lektorem, potacz polskie stowa i frazy z ich ttumaczeniami.
address page niedostatecznie optacony
bundles duze koperty
magazines kartki pocztowe
postcards nieoptacony
unpaid strona adresowa
big envelopes wigzanki
standard parcels uktadad
arrange czasopisma
content przesytki standardowe
underpaid zawartosé
Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

THE QUALITY OF PROVIDED SERVICES -
CUSTOMER SATISFACTION

In order to constantly improve the quality of our services as a post operator, we present the
results of marketing research. Its most important goal was to identify the main features
related to the services we provide.

The presented features of customer service quality have been ranked hierarchically.
In the top ten, the most important features for customers are:
- waiting time for service and service time

- number of open counters


javascript:void(0);
javascript:void(0);
javascript:void(0);

- privacy,

- courtesy of the staff,

- staff providing information,

- easy access to the post office

- all-purpose services at the counters

- availability of forms

- service flexibility

At further places, respondents listed such features as less important:
- reliability of machines for selling postage stamps,
- aesthetics of the post office,

- direct contact with staff

- range of services,

- advertising leaflets,

- office opening hours,

- queue organisation,

- staff appearance, decoration,

- customer recognition by employees,

- greetings.

We will soon provide you with a detailed research report.
Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

HANDLING OF STANDARD LETTERS

Nagranie dostepne pod adresem https: //zpe.gov.pl/a/DAdHSK3CE

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i rachunkowo$¢


javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
https://zpe.gov.pl/a/DAdHSK3CE

Exercise 8

After listening to the audio recording, fill in the gaps in the sentences. Use the word bank. Po
wystuchaniu nagrania audio, uzupetnij luki w zdaniach. Skorzystaj z banku stow.

______________

In practice, this consists in preliminaryi into types of pipelines.
We separate out of them excluded from mail transport and items that are not
parcels.

Then we arrange the parcels so that address pages are facing the same direction and perform

the:
At this point, wei Ethem with a date stamp.
We then divide the letters according to thei specified for the post office and the

______________

,,,,,,,,,,,,,,

‘ segregation ’ ‘ degree of detail ’ ‘ stamp ’ ‘ letter bundles ’ ‘ handled ’

‘ inspection of the fees ’ parcels ’ sorting machines ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 9

After listening to the audio recording, choose the correct article. If no article is necessary,
choose “-”. Po wystuchaniu nagrania audio, wybierz prawidtowy rodzajnik. Jesli nie potrzeba

“«n

zadnego rodzajnika, wybierz “-".

,,,,,,,,,,,,,,

______________

______________

______________

,,,,,,,,,,,,,,

[the ] [the ][] [a] [a] (] (2] (-] [the] [the ] [tne ][] [the][-]}[-][-][an]
[the ] [ [the] (2] (-] (2] (=]

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




Exercise 10

After listening to the audio recording, match Polish words and phrases with their translations.
Po wystuchaniu nagrania audio, potacz polskie stowa i frazy z ich ttumaczeniami.

letter bundles przesytki niekodowane
parcels excluded from mail transport kontrola optat
inspection of the fees stopien szczegotowosci
degree of detail maszyny rozdzielcze
type of pipeline wigzanki listowe
standard letters rodzaj strumienia
bulk packages opakowania zbiorcze
sorting post zwykte przesytki listowe
non-coded letters przesytki wytgczone z przewozu
sorting machines stanowisko rozdzielcze

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

MAIL CARD



Mail card.............

clearance date stamp receipt date stamp

Bag Placed loosely into the packaging Railway mail Ba
1 ©
3 o o
Coffer FHs5=2|85s 2 i
Gonial - % EE S22 |R 88 | w together in that postal coin
ontainer > & 32 SE (S loosely
I - S
Other
Number
@ B » » other registered Posting . )
T E R |3 g lw parcels Value or origin Posting number O?gis(g;f::gn Comments
S c £ . n . 5
8% 2 o § intotal |in detail office
1 2. 3 4 5 6 Z 8 9 10 11 12 13

Signature:

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Pictures

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.




Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

N
00-063 Warsaw

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



—
00-063 Warsaw

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

LETTER BUNDLE CARD

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/DAdHSK3CE

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/DAdHSK3CE

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Dictionary

address page, address pages a'dres peid3

strona adresowa

address tag, address tags o'dres taeg

choragiewka

advertising leaflet, advertising leaflets ‘ad.va.tai.zinp 'li:.flat

ulotki reklamowe

air mail ear meil


https://zpe.gov.pl/a/DAdHSK3CE

przesyika lotnicza

annotation, annotations en.a'tel.fon

adnotacja

arrange a'reindsz

ukladac

bag, bags baeg

worek

big envelope, big envelopes big ‘en.va.lotp

duze koperty

bulk packaging balk ‘paek.1.d3in

opakowanie zbiorcze

bundle tag, bundle tags 'ban.dsl taeg

kartka wigzankowa

bundle, bundles 'ban.dal

wigzanki

bundles with a card 'ban.dal wid a ka:d



pakiety z kartg

carrier, carriers 'kaer.i.or

przewoznik

clearance 'klia.rans

odprawa

clearance date stamp 'klia.rans deit steemp

datownik odprawy

COD parcel, COD parcels 'pa:.sal

przesytki pobraniowe

coffer, coffers 'knf.or

kaseta

container, containers kan'ter.nar

pojemnik

content, contents kan'tent

zawartosc¢

counter, counters 'kaon.tar



okienko pocztowe

customs control 'kas-toamz kan'traol

kontrola celna

customs declaration, customs declarations 'kas-toamz dek.la'relr.fon

deklaracja celna

damage 'deem.id3

uszkodzenie

date stamp deit steemp

odcisk datownika

declared value, declared values di'klead 'veel.ju:

zadeklarowana warto$¢

degree of detail di'gri: av 'di:.teil

stopien szczegotowosci

description of the content di'skrip.fon av 83 kan'tent

opis zawartosci

exceptional circumstances ik'sep.fon.al 's3:.kam.sta:ns



wyjatkowe okolicznosci

expedite parcel, expedite parcels 'ek.spa.dait 'pa:.sal

przesytka priorytetowa

fix permanently fiks 'p3:.ma.nant.li

przytwierdzi¢ w sposob trwaty

handle 'haen.dal

opracowywac

inspection of fees in'spek.fon av fi:

kontrola optat

intended for transport in'ten.did far 'traen.spa:t

przeznaczone do przewozu

land and sea mail laend and si: mell

przesyltka ladowo -morska

letter bundle, letter bundles 'let.ar 'ban.dal

wigzanki listowe

letter card, letter cards 'let.ar ka:d



karta listowa

letter registered by name, letters registered by name 'let.ar 'reds.1.stad bai neim

listy polecone rejestrowane imiennie

letter, letters 'let.ar

listy, przesytka listowa

machine for selling postage stamps, machines for selling postage stamps ma'fi:n far 'selin
'‘pauv.stid3 steemp

automat do sprzedazy znaczkoéw pocztowych,

magazine, magazines maeg.a 'zi:n

czasopisma

mail card, mail cards meil ka:d

karta odsytkowa

mailbox, mailboxes 'meil.boks

skrzynka nadawcza

manual ‘'maen.ju.al

system reczny



non-coded letter, non-coded letters non-'kawd.id 'let.ar

przesyiki niekodowane

office of destination, offices of destignation pf.is av des.ti'nelfon

urzad przeznaczenia

office sending mail, offices sending mail 'nf.is send meil

urzad odsytajacy

outside of the package ,aut'said av s 'paek.id3

zewnetrzna czesS¢ przesyiki

parcel excluded from mail transport, parcels excluded from mail transport ‘pa:.sal ik'sklu:d
from meil 'traen.spo:t

przesyliki wylaczone z przewozu

parcel handling 'pa:.sal ‘haend.lin

opracowanie przesytek

parcels sorting 'pa:.sal so:t

podziatl przesytek

place pleis

umiescic



post office, post offices ‘pauvst bf.is

urzad pocztowy

postcard, postcards '‘pavst.ka:d

kartki pocztowe

preparation of parcels prep.ar'elfan av ‘pa:.sal

przygotowanie przesylek

providing information pra'vaid ,in.fa'mel.fon

udzielanie informaciji

put loosely pot 'lu:s.li

wtozono luzem

queue organisation kju: >:.gan.ai’zelfan

organizacja kolejki

railway mail 'reil.wer meil

przesytki dworcowe

range of services reindz av 's3..vis

asortyment ustug



reading the code 'ri:.din &8s kaud

odczytanie kodu

receipt date stamp ri'si:t dert steemp

datownik odbioru

registered mail bundles 'reds.i.stad meil 'ban.dal

rejestrowe wigzanki odsytkowe

registered parcel, registered parcels 'reds.i.stad 'pa:.sal

przesyiki rejestrowane

seal, seals si:l

plomba

segregation seg.ri'gelfon

segregacja

self-adhesive envelope, self-adhesive envelopes selfad'hi:siv ‘en.va.losp

koperta samoprzylepna

sender, senders 'sen.dar

nadawca



serice at the counter 's3:.vis at 83 'kavn.tar

obstuga okienkowa

service flexibility 's3:.vis flek-sa'bili-ti

elastyczno$c¢ obstugi

service time 's3:.vis taim

czas obstugi

shipping packaging 'fip.in 'paek.1.d3in

opakowania wysytkowe

sorting machine compartment, sorting machine compartments sa:t ma'fizn kam'pa:t.mant

przegrodka sortownicy

sorting machine, sorting machines sa:t ma'fizn

maszyny rozdzielcze

sorting post, sorting posts sa:t pawst

stanowisko rozdzielcze

stamp staemp

stemplowac



standard letter, standard letters 'staen.dad 'let.ar

zwykle przesyiki listowe

standard parcel, standard parcels 'staen.dad 'pa:.sal

przesyiki standardowe

strapping machine, strapping machines 'straep.in ma'fizn

wigzarka

tearing tear

naderwanie

type of pipeline, types of pipelines taip av 'paip.lain

rodzaj strumienia

underpaid An-dar'peid

niedostatecznie optacone

unpaid An'peid

nieoplacone

valuable letter, valuable letters 'veel.jo.bal 'let.ar

listy wartosciowe



vignette, vignettes vi'njet

winieta

waiting time weit taim

czas oczekiwania
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Exercise 1

After watching the film, decide, which of the following statements are true, and which are
false. Po obejrzeniu filmu, zdecyduj, ktére z ponizszych wypowiedzi sg prawdziwe, a ktore
fatszywe.

Prawda Fatsz

Each office receiving the parcel doesn’t have to check
place of origin and destination of the bags included in the O O
content of the shipment and entered in the delivery list.

The state of closing and packaging of the bags with a tag
should be checked.

The accuracy of the information on the delivery list must
also be checked.

If we find an irregularity, we send the parcel back to the
sender.

We cannot correct any data on the tag and the delivery
list.

We immediately notify the sending exchange office of the
mistake. We do this with a check notification.

OO ]O|]0O O
O]O]O|]0O 0O

If one or several bags included in the shipment aren't sent,
this fact must be confirmed immediately by all postal
workers.

O
O

These workers make necessary corrections to letter cards O O
or special cards.

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 2

After watching the film, complete the sentences with correct prepositions. Use the word bank.
Po obejrzeniu filmu, uzupetnij zdania odpowiednimi przyimkami. Skorzystaj z banku stéw.

______________

______________

______________
______________

about

‘at

‘ with

by
Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
Exercise 3

‘in ‘on’ forHof’

After watching the film, match Polish terms with their translations. Po obejrzeniu filmu, potacz
polskie terminy z ich ttumaczeniami.

special list wykaz zdawczy
find an irregularity karta listowa
place of origin powiadomienie o sprawdzeniu
tag lista specjalna
content of the shipment stwierdzi¢ nieprawidtowosci
value card miejsce przeznaczenia
check notification karta wartosciowa
registered letter przesytka polecona
letter card choragiewka
delivery list miejsce pochodzenia

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Exercise 4

After watching the voiced animation, complete the sentences. Use the word bank. Po
obejrzeniu animacji z lektorem, uzupetnij luki w zdaniach. Skorzystaj z banku stow.

______________

..............

,,,,,,,,,,,,,,

______________

______________

‘ Checked entries ’ ‘ exchange plan ’ ‘ summary record ’ ‘ Checked ’ ‘ incorrect entries ’

‘ registered letters ’ ‘ designated office ’

in accordance with the regulations ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Exercise 5

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 6

After watching the voiced animation, match Polish terms with their translations. Po obejrzeniu
animacji z lektorem, potacz polskie terminy z ich ttumaczeniami.

checked entries rozchéd
sent przychod
incoming pozycje sprawdzone
summary record kontrola
audit nadestany
delivery documents btedne wpisy
outgoing sumariusz
incorrect entries dokumenty zdawcze

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

DRAWING UP TRIAL NOTES

Preparing trial notes

1. In order to determine the most favourable route and time of handing over of the mail, the
office of origin may send the CN 44 trail note to the office of exchange of that destination.
This note should be included in the shipment and attached to the CN 31 letter bill, where its
presence is marked with a cross in the appropriate field of table 4 (table 3 of the CN 32
letter bill). If a CN 44 form is missing when the mail arrives, the office of destination shall
prepare a duplicate. The trial note duly completed by the office of destination shall be
returned by the quickest route (by air or sea) either to the address provided, or in the
absence of such information to the office which prepared it.

2. In order to determine the most favourable route and time of delivery of consignments in
common transit through any designated operator, the office of origin exchange may send
a CN 44 trial note to the designated operator of destination of these consignments. This
note must be placed in the envelope on which the the designation ,,CN 44” is placed in the
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top right corner on the front. The trial note duly completed by the designated operator of
destination shall be returned by the quickest route (air or sea and land).

3. Whenever the designated operator of the country of destination finds serious delays and
sees the opportunity to drive a faster route, they may make a CN 44 test note and suggest
a more advantageous route for both closed shipments and parcels in common transit
through another designated operator. The designated operator of the country of origin
should carefully consider the offer of the office of destination.

Exercise 7

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

EXPEDITING PARCELS

Nagranie dostepne pod adresem https: //zpe.gov.pl/a/DsChQZpAu

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Ekonomia i Rachunkowos¢
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Exercise 8

After listening to the audio recording, match the beginning of each sentence with its correct
end. Po wystuchaniu nagrania audio, potacz poczatek kazdego ze zdan z pasujagcym do niego

koncem.

The content of the bundle, the quantity
and type of parcels

The addresses vary depending on

The post office is
A blue envelope is used if the shipment

The bundles can be divided into
A pink envelope is used if the shipment
A bundle card is used

We attach a CN 31 letter bill to

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

does not contain parcels with
a declared value.

the type of the bundle.
contains parcels with a declared value.

local, hub, or bundles to foreign
countries.

an extremely complicated mechanism.
almost each mail.
are written on a bundle card.

when forwarding parcels.



Exercise 9

After listening to the audio recording, choose the correct adjective or adverb. Po wystuchaniu

nagrania audio, Wybierz prawidtowy przymiotnik lub przystowek.

______________

lam: that we could meet so soon.

..............
______________

______________

,,,,,,,,,,,,,,

possible ’ ‘ complicating ’ ‘ incomprehension ’ ‘ applicating ’ ‘ domesticated ’ ‘ domestic ’

spiecified ’ ‘ applicable ’ ‘ applicably ’ ‘ specific ’ ‘ gladly ’ ‘ complication

[d)

distincted ’ incomprehensible ’ ‘ distinct ‘ domestical ’ ‘ specifically ’

possibly ’

distinctional ’ ‘ confused ’ ‘ gladed ’ ‘ confusing ’ ‘ confuse ’ ‘ possibility

’ ‘ complicated ’

incomprehensibly ’

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



Exercise 10

After listening to the audio recording, match Polish terms with their translations. Po
wystuchaniu nagrania audio, potacz polskie terminy z ich ttumaczeniami.

bundle to foreign countries kartka wigzankowa
content of the bundle wigzanka do zagranicy
forwarding parcels odsytka masowa
parcels with a declared value wigzanka weztowe

letter bill karta listowa

hub bundle przesytki z zadeklarowang wartoscia
bulk mail wigzanka miejscowe

bundle card obrét krajowy

domestic traffic zawartos$¢ wigzanki
local bundle przekazywanie przesytek

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

REPORT ON IRREGULARITIES



REPORT ON IRREGULARITIES

The protocol on damage, loss or deterioration of the contents
of the parcel should contain the following information:

- the name of the post office where it was written;
- the date and time of writing the protocol;

- details of persons in the presence of whom the protocol is writ
ten (first and last name and if it is the postal employee - profes
sional title);

- parcel details:
- type of parcel,
- parcel number,
- mass,
- the declared value (if applicable),
- date of parcel posting,
- the name of the sender and their address details,
- the name of the addressee and their address details,

- the name of the post office to which the parcel arrived
(including the date and time).

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Pictures

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.



clearance data stamp receipt data stamp

Cargo list............
for.ue.

Bulk packaging Registered parcels

Office Place (office)
of posting | Posting number | of destination | Comments

in detail or origin

with the delivery document without a card

other

letter | containers
letter |containers assettes | pallets
assettes | pallets

Other items
EMS and POCZTEX in

| bulk

3 4

Signature:

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

THE PROTOCOL
on damage, loss or deterioration of the contents of the parcel

he protocol) (first and last name of the person drawn up the protocol)

parcel number (date of parcel posting)

| | I | l I Typeofparcel:D D D
name of the post office in which it was drawn up l I

The name of the sender and their address details The name of the and their address details

date and time of drawing up

oo

The name of the post office to which the parcel arrived (including the date and time)

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Game



Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/DsChQZpAu

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.
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Zasob interaktywny dostepny pod adresem https: //zpe.gov.pl/a/DsChQZpAu

Source: Instytut Technologii Eksploatacji / Funmedia, ccO.

Dictionary

amount of value a'dres 'di:.teil

dane adresowe

audit a'maovnt av 'vael.ju:

kwota wartosci

audit of summary records '>:.dit

kontrola

bulk mail '2:.dit av 'sam.ar.i nn'ko:d


https://zpe.gov.pl/a/DsChQZpAu

kontrola sumariusza

bulk packaging balk meil

odsytka masowa

bundle card, bundle cards balk ‘paek.1.d3in

opakowanie zbiorcze

bundles to foreign countries ‘ban.dal ka:d

kartka wigzankowa

cargo list, cargo lists 'ban.dal to 'for.an 'kan.tri

wigzanki do zagranicy

check notification 'ka:.gau list

wykaz tadunku

checked tfek nauw.tifi'kelfon

powiadomienie o sprawdzeniu

checked entry, checked entries tfekt

sprawdzono

clearance tfekt 'en.tri



pozycje sprawdzone

closed shipments 'klia.rans

odprawa

common transit klaozd 'fip.mant

odsytki zamkniete

consignment, consignments 'kom.an ‘traen.zit

tranzyt otwarty

container, containers kan'sain.mant

przesytka

content of the bundle kan'ter.nar

pojemniki

content of the parcel kan'tent av 82 'ban.dal

zawarto$¢ wigzanki

content of the shipment kan'tent av 33 'pa:.sal

zawartoS¢ przesyiki, zawartos¢ przesytki pocztowej

correct kan'tent av 83 'fip.mant



sktad odsyiki

country of origin ka'rekt

poprawiac

damage 'kan.tri av ‘pr...d3in

kraj pochodzenia

date of posting 'daem.id3

uszkodzenie

date stamp deit av 'pav.stin

date nadania przesyiki

declared value, declared values deit staamp

datownik, odcisk datownika

delivery document, delivery documents di'klead 'vael.ju:

zadeklarowana wartosc¢

delivery list, delivery lists di'liv.ar.i 'dok.js.mant

dokument zdawczy

deterioration di'liv.ar.i list



wykaz zdawczy

domestic traffic di tiaria'reifon

zepsucie

draw up a protocol do'mes.tik ‘traef.ik

obrot krajowy

drawn up dra: Ap @ 'prav.ta.kol

spisa¢ protokot

enter dra:n Ap

sporzadzony

exchange plan, exchange plans ‘en.tar

wprowadzi¢

expedite 1ks'tfeind3z plaen

plan wymiany

Feuille a'avis 'ek.spa.dait

priorytetowa

find irregularities



Feuille a’avis

flow direction faind 1 reg.ja'lzer.a.ti

stwierdzi¢ nieprawidlowosci

forwarding shipments flou dai'rek.fon

kierunek obiegu

hub bundle, hub bundles ‘fa:wadin ‘fip.mant

przekazywanie przesytek

in accordace with the regulations hab 'ban.dsl

wigzanki weztowe

in detail in a'ka:.dans(jesli accordance) wid da reg.ja’lerfon

zgodnie z przepisami

incomings In 'di:.teil

szczegotowo

incorrect entry, incorrect entries 'inkaminz

przychod

letter bill, letter bills in.kar'ekt ‘en.tri



btedne wpisy

letter cassette, letter cassettes 'let.ar bil

karta listowa

local bundle, local bundles 'let.ar ka'set

kaseta listowa

loss 'law.kal 'ban.dal

wigzanki miejscowe

mail Ins

ubytek

mail bag, mail bags meil

odsytka

mail card, mail cards meil baeg

worek odsytkowy

mass melil ka:d

karta odsytkowa

name of the addressee maes



masa

name of the sender neim av 83 ,a&d.res'i:

nazwa adresata

office of destination neim av da 'sen.dar

nazwa nadawcy

office of origin 'nf.Is av des.ti'nel.fan

urzad przeznaczenia

one-person post office, one-person post offices 'pf.is av 'pr.i.d3in

urzad pochodzenia

operator, operators WAn'p3:.san ‘paust bf.is

jednoosobowe urzedy pocztowe

outgoings 'paek.1.d3in

operator

pallet, pallets 'ast gav.inz

rozchod

parcel details 'pael.it



palety

parcel with a declared value, parcels with a declared value 'pa:.sal 'di:.teil

dane dotyczace przesytki

parcels subject to detailed registration 'pa:.sal wid o di'klead'vael.ju:

przesylka z zadeklarowang wartoscia

place a designation 'pa:.sal ‘'saAb.dzekt to 'di:.teil reds.I'streifon

odsytki podlegajace szczegotowej rejestracii

place of destination pleis @ dez.ig'nel.fon

umiesSci¢ oznaczenie

place of origin pleis av des.ti'nelfan

miejsce przeznaczenia

post office employee, post office employees pleis av 'pr..d3in

miejsce pochodzenia

post office, post offices ‘pauvst bf.1s im'ploLi:

pracownik poczty

posting number ‘pavst bf.is



placéwka pocztowa

posting office, posting offices 'paw.stin 'nam.bar

numer nadania

proof of verification ‘pawv.stin bf.is

placéwka nadania

protocol on damage, protocols on damage pru:f av ver-a-fi'keifan

dowod sprawdzenia

protocol, protocols 'praw.ta.kol pn 'daem.id3

protokot uszkodzenia

registered parcel, registered parcels 'prav.ta.kol

protokot

send 'reds.1.stad ‘pa:.sal

przesylka polecona, przesytki rejestrowane

serious delay, serious delays send

nadestany

shipping address 'sia.ri.as di'lel



powazne opoznienie

special list, special lists 'fip.1n a'dres

adres odsyiki

subject to an agreement 'spef.al list

lista specjalna

summary record 'saAb.dzekt ts an a'griz.mant

podlega uzgodnieniu

tag, tags 'sam.ar.i n'ka:d

sumariusz

total taeg

choragiewka

trial note, trial notes 'taw.tal

suma, sumarycznie

type of parcel, types of parcel traial naot

zawiadomienie probne

valuable parcel, valuable parcels taip av 'pa:.sal



rodzaj przesyiki

value 'val.ja.bal ‘pa:.sal

przesytka wartoSciowa

value card, value cards 'vael.ju:

wartosc¢

without a card 'veel.ju: ka:d

karta wartoSciowa

wi'daut a ka:d

bez karty



