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BEC & G51E %X

General description of format:

(BEC Higher Writing Test Format)

The paper consists of two business related writing tasks in response to stimuli provided

and for a given purpose and target reader.

STRUCTURE

FidNE

A short report. Describing

A report, proposal or piece of business
correspondence.

Report: describing, summarising.
Correspondence: e.g. explaining,

TASK TYPE . apologising, reassuring, complaining.
or comparing figures from o o
AND FOCUS Proposal: describing, summarising,
=gt Moy | graphs, charts or tables. . v
LM S H R . R recommending, persuading.
X o MRRE R B | s pEsRs. BERNER—HEEE
» BEERRMEOMT. | =
mERE. Wik, B,
BEER: L@, ER. B, Hif
Candidates are required | Candidates are required to produce a
to produce a report based | report, proposal or piece of business
FORMAT on a rubric and graphic corrclaspondence based on a rubric and
PEIBA input. possibly supplemented by a brief input text.
- EERBAEMER, & ZEBRBERER (ANSAWEOHER
TEXREREHAN, B#E— | B@A), E—0EFSHkE. §5BWBH
BEsERRE. —HESER,
it 1 | task. | One task ch f th ibl
TASKS AND compulsory task. ne task chosen from three possible
LENGTH 120~140 words. options. 200~250 words.
2R H R — BB, FHER  MEAREEEFEE—NMESEH. FH
f o 73 120~140 813, E3K 7 200~250 N E1E,
Bk
TIMING S 45, i
minutes minutes
JH
MARKS - 5
yigi:l

001



XI5 BEC &4
5@ S1Ef (10 X)
BEC 5258 i bl

(Official Sample Test of BEC Higher Writing Test)

PART ONE

Question 1
» The bar chart below shows the cost of buying three different photocopiers, the cost of a
warranty on each machine, and their expected running costs for the first two years.
+ Using the information from the chart, write a short report comparing the costs for the three
machines.
» Write 120~140 words on Page 3.

PHOTOCOPIER COSTS

$1,200
$1,000
$800
$600
$400
$200
$0

Carda KD Sebu

[JPurchase price |l Warranty [[] Running costs

Expected total costs for initial 2-year period: Carda - $1,900
KD - $1,800
Sebu - $1,800

002



PART TWO

Questions 2 ~ 4

« Write an answer to one of the questions 2 ~ 4 in this part.
Write 200~250 words on Pages 5 and 6.
Write the question number in the box at the top of Page 5.

Question 2
* Your manager is keen to introduce new practices into your company. He has asked you
to write a report which includes details of two practices from another company which you
would suggest adopting in your own company.
» Write the report for your manager, including the following information:
« what you admire about the other company
» which two of its practices you would adopt
» why your company would benefit from them.

Question 3
* Your company has employed an outside consultant to organise an exhibition of your
products to be held next month. His work is unsatisfactory, and your boss has now decided
that you should take over full responsibility instead. Your boss has asked you to write to the
consultant to explain why he has been replaced.
+ Write the letter to the consultant:
« giving two reasons why he has been replaced
« telling him he will be paid for this work
« asking him to brief you on the current situation.

Question 4
+ Your company has decided to conduct an investigation into the possibility of increasing the
number of ways in which technology is used throughout the organisation. You have been
asked to write a proposal concerning the use of technology in your department for the
Managing Director.
+ Write your proposal, including the following information:
* a brief outline of the current uses of technology in your department
* a description of what technological improvements could be made
* an explanation of the benefits these changes might bring
* recommendations for the kind of training that would be necessary.

003



"@ilﬂﬁ BEC &%
Stk (10 X

BEC 5 2k S AEVE 53 bailE
(Assessment Criteria)

ASSESSMENT SCALES FOR WRITING

Examiners mark tasks using Assessment Scales that were developed with explicit
reference to the CEFR (Common European Framework of Reference for Languages)
Table. The scales, which are used across the spectrum of Cambridge ESOL’'s General
and Business English Writing tests, consist of four subscales: Content, Communicative

Achievement, Organisation, and Language:

Content focuses on how well the candidate has fulfilled the task, in other words, if they have

done what they were asked to do.

Communicative Achievement focuses on how appropriate the writing is for the task and
whether the candidate has used the appropriate register.

Organisation focuses on the way the candidate puts together the piece of writing, in other
words, if it is logical and ordered.

Language focuses on vocabulary and grammar. This includes the range of language as well
as how accurate it is.

Responses are marked on each subscale from 0 to 5.

When marking the tasks, examiners take into account length of responses and varieties of

English:

« Guidelines on length are provided for each task; responses which are too short may
not have an adequate range of language and may not provide all the information that is
required, while responses which are too long may contain irrelevant content and have
a negative effect on the reader. These may affect candidates’ marks on the relevant
subscales.

« Candidates are expected to use a particular variety of English with some degree of
consistency in areas such as spelling, and not, for example, switch from using a British
spelling of a word to an American spelling of the same word.

004



Business Higher Writing Examiners use the following assessment scales:

Content

All content is
relevant to the

task.

: Target reader is

fully informed.

communicate | ,
‘ ' using a variety of

Communicative
Achievement

Uses the
conventions of the
communicative
task with sufficient
flexibility to

complex ideas in

an effective way,
holding the target
reader's attention |
with ease, fulfilling |
all communicative
purposes. w

Organisation

Text is a well-
organised,
coherent whole,

cohesive devices
and organisational
patterns with
flexibility.

Language

Uses a range
of vocabulary,
including less
common lexis,
effectively and
precisely.

Uses a wide
range of simple
and complex
grammatical forms
with full control,
flexibility and
sophistication.

Errors, if present, ‘
are related to less
common words
and structures, or
occur as slips.

Performance shares features of Bands 3 and

5.

|

Minor irrelevances
and/or omissions

may be present.
Target reader is,
on the whole,
informed.

. complex ideas, as

. straightforward and

Uses the
conventions of the

communicative
task effectively ‘

Text is well-
organised and
coherent, using a

' variety of cohesive

to hold the target
reader’s attention
and communicate

appropriate.

devices and
organisational
patterns to
generally good
effect.

 flexibility.

Uses a range

of vocabulary,
including less
common lexis,
appropriately.
Uses a range

of simple

and complex
grammatical forms
with control and

Occasional errors
may be present
but do not impede
communication.
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Performance shares features of Bands 1 and 3.

Irrelevances and
misinterpretation
of task may be
present.

Target reader

is minimally
informed.

Uses the
conventions of the
communicative
task to hold the
target reader's
attention and
communicate
straightforward
ideas.

Text is generally
well-organised
and coherent,
using a variety of
linking words and

cohesive devices.

Uses a range

of everyday
vocabulary
appropriately,

with occasional
inappropriate use
of less common
lexis.

Uses a range

of simple and
some complex
grammatical forms
with a good degree
of control.

Errors do

not impede

communication.

Content is totally
irrelevant.

Target reader is
not informed.

Performance below Band 1.
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