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Introduction

The Cambridge Business English Certificate

The Cambridge Business English Certificate (BEC) is an international Business English
examination which offers a language qualification for learners who use, or will need to use,
English for their work. It is available at three levels: Preliminary, Vantage and Higher.

The Cambridge BEC Preliminary Examination

The Cambridge BEC Preliminary examination is made up of three tests.

Reading and Writing (90 minutes)

There are seven reading tasks (e.g. form-filling, multiple-choice) and two writing tasks (e.g. a
memo and letter).You should aim to spend about 30 minutes on the writing part of the test.

Listening (approximately 40 minutes)

There are four listening tasks (e.g. gap-filling, multiple-choice). You will have |0 minutes after the
test to transfer your answers to an Answer Sheet.

Speaking (approximately |2 minutes)

There are three speaking tasks:

* answering the examiner's questions (e.g. about your home town, job)
* giving a short talk about a business topic
* discussing a business scenario with the other candidate(s).

Pass Cambridge BEC Preliminary Practice Tests

This Practice Test book (and CD) aims to provide useful support for students preparing to
take the Cambridge BEC Preliminary examination. It consists of:

* Three complete practice tests. Each practice test includes the Reading, Writing, Listening and
Speaking tests and advice on how to approach each task

* Preparation: two pages before each practice test to enable students to focus on key
Cambridge BEC Preliminary words, phrases and grammar

* Tapescripts: the content of the Listening tests

* Answer key: answers to all the Reading and Listening tests and sample answers for the
Writing test {

* Answer sheets: complete set of sample Cambridgé ESOL answer sheets,

Recommended approach

We recommend you work through the tests in order. Before you start each test, complete the
activities in each Preparation section.You may find it useful to keep a record of useful words,
phrases and grammatical structures you come across.



Practice Test 2

Practice Test 3

Tapescripts

Answer key

-~

Answer sheets

s Cambridge BEC Preliminary Practi

32

58

84

92

9

“Reading

Writing
Listening -

Speaking

Preparation
Reading
Writing
Listening

Speaking

Preparation
Reading
Writing
Listening
Speaking
Test |

Test 2

Test 3

32

34

48




Test 1: Preparation

Grammar

@ \Which preposition do we use with each time phrase? Write on, at,
in or @ (no preposition) next to the ;ollowing words and phrases.

oL 3 o'clock @‘?ext week ftomorrow " Tuesday
#1030 Mthe mommg Mjune ix 2002 om 25 March
Friday afternoon I six weeks' time month
\MIS morning 0k{lunchtlme

YL\ )

@ Put the following nouns into the correct group. Then complete
the table below.

factory computers -bread- competltor Cpasta j‘E ~
Gbuilding gucks Tevent {skills (Pghallenge (zrecipe

'f,y—knowle ,{;ar‘eer ’refreshments Informatlon

W . .
singular‘countable plural countable uncountable

—~ G\ (&
factory b computers {2) bread |*)
| v
a/an | the | this |these | all | each |every

singular countable | v | v / : W | \V/
plural countable x \/
uncountable x Vv ! N

€ Check that you know how the following words are used.Then
find and correct the mistakes in the dialogue below.

some/any  a little /a few already /yet /still

John Have you ever :S@@g%specta Recruitment Agency? We're
looking for a temporary secretary.
Ann Yes,Any\of our temps from Prospecta have been good — but
L/' ‘Aot all. And last time | contacted them, they couldn't find
)\ -\ someone suitable at all. So | contacted a little more agencies.
3\ U I'm Tooking for a PA at the moment, in fact. Lo
“John And have you found a suitable PA already?
Ann Not yet. I'm &%dy waiting for them to find the right person.

LS
5
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Words and phrases

Put the following phrases into the correct groups. Then use some of the phrases
to complete the memo below.

A b 3
this is becalise | apolog?llsé‘for | am sorpf-about /for

| would like to inform you that the reason for thisis | will | promise to
,“JI U V
mformmg apologising ] promising Q ’ explalmng A
Flease note thatj i

|
/ i y
| N4
I \ XA S/ &4/’&

To: All staff | /<1,
From: Sally Baker '

Flease note that tomorrow’s meeting is poz &me}k ’*Ht WS }7'@%%52
Sales Manager is unable to attend. ) reschedule the

meeting as soon as possible L any inconvenience caus
e A""l__—f_~m' p— R m——— ."“n} ~ %

Put the following verbs into the correct groups below.

s - : :
ecrease el off! qli =, (ﬂ ctuate 1! { Increase
‘climb \ dgop, d'er:cylrm? {pick up }\grow ~_gemain stable
+ v e T 7 Al T
. wpaA [_ down & __1 stable = . change direction
rise fall | remam constant | U recover
' ‘ reach a peak

{

Put the following words into the correct groups below. Some words can go in
more than one group.

tevet-off sheht steadily fluetuation considerably

sharply growth significant increase drop recovery
B ‘noun verb ‘ adjective i adverb
fluctuation level off { slight | steadily

| |
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PRACTICE TEST 1: READING

PART ONE
Questions 1 -5

How to approach Reading Test Part One

* In this part of the Reading Test you read five very short texts and choose the
best answer to five multiple-choice questions.

* First read each short text for general meaning.

* Then look at the three possible answers and decide which one is correct.

* Make sure you read each text for overall meaning. Do not choose an answer
just because you can see the same words in the text.

Look at questions 1 - 5.

In each question, which sentence is correct?

For each question, mark one letter (A, B or C).

Experienced personal assistant required
for marketing firm. Training in databas ,management provided.
Knowledge of marketing tired.

Call: 345634

Syccessful applicants for the job must have

received database training.
worked as a PA before.
gained a marketing qualification.

Time Destination Train Departure
11.15 Wolverhampton Slight delay

11.17 London Expected at 12.05
11.25 Exeter Due at 11.28

Which sentence describes the situation with the trains?

The train to London is running an hour late.
The train to Wolverhampton will arrive on time.
The train to Exeter is a few minutes behind schedule.

8 Practice Test |: Reading




To let
New offices in former factory building in popular suburb of city.
24-hour entry with security. *3‘,’%
Tel: 76234546 \

Which sentence describes the offices?

They are open all night.

C\%They are in a modern building.
C

They are in the city centre;.

There will be a meeting at 14.00 tomorrow for all staff to discuss

—_—

payment procedures.
Sue Baker

What does Sue Baker plan to do?

speak to employees at 2 pm

i [ discuss arrangements for a meeting
Cl/ inform staff of a salary increase

Sam

Janice called about the delayed sales report and is sorry she missed you.
S0l

Please return her call. oe

Jonathon

What did Janice do?

A 2y She promised to telephone Sam again.
«5\ Bl She apologised for handing in the report late.
CJ] She left a message for Sam to contact her.

N .
6{( IO e .

Practice Test |: Reading



PART TWO
Questions 6 - 10

How to approach Reading Test Part Two

* In this part of the Reading Test you match five people with items in a list.
First read all the information. Note all the possible answers.

Look for overall meaning. Do not choose an answer just because you can see
the same words in the text.

Go back and decide which is the final answer.

Check that you have not used any letter more than once.

f »

e Look at the list below. It shows areas in a factory.
» For questions 6 - 10, choose the area (A — H) each person should go to.
* For each question, mark one letter (A — H).

* Do not use any letter more than once.

FACTORY AREAS

Factory canteen '

Production q‘\

Finance B&%

Delivery yard
Human Resources
Packing area

Training rooms -

I 0O "™ me N w® >

I‘l
Warehouse’ *sz;@; /

—— R,8

ey =

i —————— .&) T —— il e e P
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6 Janet Tomlinson, who currently works for a packaging company, has just arrived for a
job interview. ¢

7 Sue Jones, arl\z%%ig(rm. has come to count the goods stored at the factory.?

8 Jeremy Baker has been called out of a course to deal with a problem with the
assembl line. *

L]
93[\ Y
9 Jo Scott has arranged to meet up-with a colleague for a quick meal before their
shift starts. @ :
/
10 Kevin Smith, a truck driver, has got’ a problem with a customer’s mvome‘Z%

% voX
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PART THREE
Questions 11 - 15

\

‘How to approach Reading Test Part Three

* This part of the Reading Test tests your understanding of the language of graphs
and charts. :

* Read the five sentences about the graphs.

* Then look at all eight graphs. Try to describe each one in your own words. (You
can do this in your own language at first so that you are clear about what is
happening in each graph.)

* Match each sentence with a graph. Note all the possible answers.

* Go back to the sentences for which more than one answer seems possible.
Carefully compare the graphs and decide which is the correct answer.

* Check that you have not used any letter more than once.

* Look at the graphs on the opposite page. They show sales in the first quarter of
the year in 1990 and 2000 across eight companies.

*  Which graph does each sentence (11 - 15) describe?
* For each sentence, mark one letter (A - H).

* Do not use any letter more than once.

11 There was a steady rise ‘in sales in 1990, while in 2000 sales decreased considerably
during the first half of the period before levelling off. ‘

=

12 Sales in 1990 ﬂuc‘&%ﬁed before dropping sharply, whereas in 2000 sales remained
constant throughout the period.‘

13 There was a steady fall in sales during 1990, Wh}lé in 2000 sales dipped slightly
before recovering towards the end of the quarnter. ‘

14 In 1990, the first half of the period saw a significant growth in sales followed by a
sharp drop, while sales in 2000 remained stable.

5. G

15 Sales reached a peak in the middle of the quarter in 1990 before decreasing slightly,
whereas in 2000 sales fluctuated throughout the quarter.

12 Practice Test |: Reading



