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BEC P 5155 i0B A
(BEC Vantage Writing Test Format)

General description of format:
The paper consists of two business related writing tasks in response to stimuli provided
and for a given purpose and target reader.

STRUCTURE | |

2ithE PART 1 | PART 2
An internal company Either a piece of business
communication: a note, correspondence, a report or a proposal.
message, memo oremail. | The range of functions in the task
The range of functions in may include explaining, apologising,
the task may include giving | reassuring, complaining, describing,
instructions, explaining a summarising, recommending or
development, asking for persuading.
TASK TYPE | comments, requesting Correspondence: e.g. explaining,
AND FOCUS | information, agreeing to apologising, reassuring, complaining.
EHEN requests. Report: e.g. describing, summarising.

S8R S—H/ASREREE: 4. | Proposal: e.g. describing, summarising,
HE. ESRNATFEH, recommending, persuading.
ZEFESNERAEELAHIE | E—HEFEEH. —HEFRSIHFE
2 IRBAHRER, ERER, | WH.

ZRAM, ERIERE, ZESEANERTRE. ER. BE.
BiF. A, #\iE. BEmiK.
BHEEHR. L@, EiK. . ik
BEIRE . thmiEd . HiE.

BEEWP.: bR, #E. BiL. ik,

Candidates are required Candidates are required to produce a
to produce an internal piece of business correspondence, short
communication based on report or proposal, based on a rubric and
FORMAT a rubric only (plus layout of | input text(s).
K output text type). ZERBEAERERBANGRXAS—HE
ZERBEMERE—HL | FEE. —HERBRESIZUB.
SARMBE ( BiEH XK
KENHR ) -
NO. OF One compulsory task. 40-50 | One compulsory task. 120—140 words.
TASKS AND | words. — A E . KEH 120-140 PN E1E,
LENGTH |~ pywmBE. KEX
EXMER 40-50 814
FHER °
Ti;\;:g 15 minutes 30 minutes
Marks

il 10 20




5 XI5 BEC Bk

BEC " 85151 i AR

(Official Sample Test of BEC Vantage Writing Test)

PART ONE

* You are a regional sales manager for an international company. You have been asked to
go to a meeting at your company’s head office. You cannot go, so somebody else will go in
your place. 3
« Write an email to Erica Young, who is organising the meeting:
= apologizing for not being able to go to the meeting
* explaining why you cannot go
» saying who will go.

» Write 40 — 50 words.

» Write on the opposite page.




PART TWO

* You work in the Customer Services Department of a mail-order company. You have been
asked to prepare a short report for your line manager about complaints.

« Look at the information below, on which you have already made some handwritten notes.

* Then, using all your handwritten notes, write your report.

*Write 120-140 words.

« Write on the separate answer paper provided.

Customer complaints (2006)
600
500
400
300
200
100

computer system
breakdown

improved

Number received

order system
introduced

fewer in March

Reasons for complaints (Jan-March)

\ *Incorrect order delivered -16%
*Time taken to deliver -56%
*Product quality unsatisfactory -28%

explain plans ;

say what is being done
about this

fo improve delivery
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(Assessment Criteria)
ASSESSMENT SCALES FOR WRITING

Examiners mark tasks using assessment scales that consist of four subscales: Content,
Communicative Achievement, Organisation, and Language:

1. Content focuses on how well the candidate has fulfilled the task, in other words, if
they have done what they were asked to do.

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

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

4. 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:

Business Vantage Writing Examiners use the following assessment scales:

Communicative

Achisvement Organisation | Language
All content is Uses the Text is well- Uses a range
relevant to the task. |conventions of the |organised and of vocabulary,
Target reader is fully |communicative task |coherent, using a including less
informed. effectively to hold variety of cohesive |common lexis,
the target reader's |devices and appropriately.
attention and organisational Uses a range of
5 communicate patterns to generally |simple and complex
straightforward and |good effect. grammatical forms
complex ideas, as with control and
appropriate. flexibility.
Occasional errors
may be present
but do not impede
communication.
4 Performance shares features of Bands 3 and 5.




Minor irrelevances
and/or omissions
may be present.
Target reader is, on
the whole, 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.

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 in generally
appropriate ways
to communicate
straightforward

| ideas.

Text is connected
and coherent,
using basic linking
words and a limited
number of cohesive

-

devices.

Uses everyday
vocabulary generally
appropriately,

while occasionally
overusing certain
lexis.

Uses simple
grammatical forms
with a good degree
of control.

While errors

are noticeable,
meaning can still be
determined.

Content is totally
irrelevant.
Target reader is not
informed.

Performance below Band 1.
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Writing Test Assessment Sheet

Are all the points in the rubric adequately
covered?

Is the answer the correct length?

Is it easy to follow the writer’s ideas?

Are the writer’s main points adequately
supported?

Is the layout clear and appropriate?
(paragraphs, headings, bullets, etc.)

ORGANIZATION

Is the answer free of redundancy and
repetition?

Are the sentences of an appropriate length?

Are linking words and phrases used clearly
and naturally?

K

Is there a range of vocabulary and grammar
structure?

Is the language generally accurate?

Is the formality and tone appropriate and
consistent?

(o]
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