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Introduction

The Cambridge BEC exam

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:

Cambridge BEC Advanced
Cambridge BEC Intermediate
Cambridge BEC Preliminary

Cambridge BEC Preliminary is a practical examination that focuses on English
in business-related situations. The major emphasis is on the development of
language skills for work: reading, writing, listening and speaking.

Pass Cambridge BEC Preliminary

The book contains:

¢ Introduction An introductory unit which gives you information
about the examination.

e Core units | 2 double units which cover a wide range of
business-related topics.

® Exam focus units  Six units which prepare you directly for the

examination.
® Activity sheets Pairwork activities and games at the back of the book.
e Self-study A section in every core unit to provide consolidation

of coursework and examination practice. In order to
prepare for the examination effectively, it is
important also to spend study time outside your
lessons.

® Answer key Answers to Self-study.
e Essential vocabulary A list of the key vocabulary in each unit.
® Tapescripts The content of the cassette.

e Irregular verb list  Alist of common irregular verbs.
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Language development in Pass Cambridge BEC Preliminary

® Grammar

Grammar is systematically reviewed throughout the book. However, the
review is brief: look out for the Don’t forget! sections in each unit. If you

need to work on basic structures, you may need to supplement the material
in this book.

If you are not sure of basic verb forms, look at the lrregular verb list at the
back of the book.

Functions

The book reviews and provides practice to activate basic functional language
such as phrases for making requests, asking for permission, making
suggestions and arranging an appointment. For Cambridge BEC Preliminary
you also need to be able to express such functions in writing.

Vocabulary

Vocabulary is not tested separately in the examination but is very important.
At the back of the book there is a list called Essential vocabulary, which lists
the key vocabulary for each unit.

You will probably meet words that you do not know in the Reading and
Listening Tests so it is important to have strategies for dealing with difficult
words. Unit 3, the Exam focus: Vocabulary unit, provides ideas on helping
you to guess the meaning of words. It also provides ideas about storing and
building your vocabulary.

The exercises in the Self-study sections recycle vocabulary from the units.

Reading

The book contains a lot of reading practice, using authentic, semi-authentic
and examination-style texts, Do not panic if you do not understand every
word of a text; soretimes you only need to understand the general idea or

one particular part.

However, you need to read very carefulty when answering examination
questions; sometimes the most obvious answer on the first reading is not
correct and you will change your mind if you read the text again.

Listening

Listening is also an important skill for the examination and most units contain
listening activities. You can find the Tapescripts to the cassette at the back of
the book.



® Writing

In the examination you have to write short notes, e-mails and memos and
also letters and longer memos. The examination expects you to pay
attention to the task and the word limit. If you have good spoken English, it
does not necessarily mean that you can write well. To be successful, you
need training and practice.

Speaking

Unit 15 helps you to prepare for the Speaking Test. In addition, there are
speaking activities in every unit.

Examination preparation in Pass Cambridge BEC Preliminary

Introduction

The Introduction presents the content of the examination and focuses on
important examination dates. You will also do a quiz to get to know the
book and start to think about how to study for the examination.

The core units

The core units contain general and examination-style activities. For example,
multiple-choice and matching are both typical examination-style exercises.

Exam focus

Four Exam focus units in the book give you information about how to
succeed in each of the examination tests. They are yellow to help you to
identify them.

Unit 6 Exam focus: Reading Unit 12 Exam focus: Listening
Unit 9 Exam focus: Writing Unit |15  Exam focus: Speaking

Exam practice

The final exercise in the Self-study section of each unit is Exam practice. As
it is yellow, you can see clearly that it is examination practice. The final unit
of the book, Unit 18, provides four pages of examination practice.

ere
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Introduction

Cambridge Business English Certificate
Preliminary

All Cambridge BEC Preliminary candidates receive a statement of
results showing their overall grade (Pass with Merit, Pass, Narrow Fail
or Fail) and their performance in each of the four papers. Look at the
following extract from a sample statement.

Exceptional
Reading
Good Speaking
Listening
Borderline Writing

Weak

Successful candidates also receive a certificate showing their overall
grade. Each paper represents 25% of the total mark.

An overview

The following table gives an overview of the different parts of the
examination, how long they take and what they involve.

Test Length Contents
| Reading & Writing 90 minutes Reading: 7 parts
Writing: 2 parts
(e-mail, memo or note,
formal letter)
2 Listening 40 minutes 4 parts

Approx. | 2 mins of listening
material played twice plus
time to transfer answers

3 Speaking |2 minutes 3 parts (personal
information, short talk and
collaborative task)

2 examiners and 2 or 3
candidates



Important Cambridge BEC Preliminary dates

Your teacher will give you some important dates at the start of your course.
Write these dates in the boxes below.

Cambridge BEC Preliminary examination

Your teacher will give you the dates of the written papers but can only give you the
date of the Speaking Test after your entry has been confirmed by Cambridge.

e PAPER | Reading & Writing Test

e PAPER 2 Listening Test

e Speaking Test (to be confirmed) Between and

Entry date

This is the date by which the examination centre must receive your exam entry.
e Entries must be confirmed by

Grades and certificates

Cambridge sends out results approximately seven weeks after the examination.
Successful candidates receive their certificates about four weeks after that.

e Results should be available by

introductions

@ Introduce yourself to the people in your class. Find out the following information from
them.

NAME crrrrrrereeerenaeneeeneinns

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

COMPANY oo

aee Position
Position = oo : ;

. ing Cambridge §
Why is he/she doing Cambridge | WY ' he/she doing

NamMe o | AME
Company  ......ocooooicviiviee, Company oo
Position Position .

Why is he/she doing Cambridge }
21 2 oy ST !

Introduction




Introduction

Cambridge Business English Certificate
Preliminary

All Cambridge BEC Preliminary candidates receive a statement of
results showing their overall grade (Pass with Merit, Pass, Narrow Fail
or Fail) and their performance in each of the four papers. Look at the
following extract from a sample statement.

Exceptional
Reading

Good Speaking
Listening
Borderline Writing

Weak

Successful candidates also receive a certificate showing their overall
grade. Each paper represents 25% of the total mark.
An overview

The following table gives an overview of the different parts of the
examination, how long they take and what they involve.

Test Length Contents
I Reading & Writing 90 minutes Reading: 7 parts
Writing: 2 parts

(e-mail, memo or note,
formal letter)

2 Listening 40 minutes 4 parts
Approx. | 2 mins of listening
material played twice plus
time to transfer answers

3 Speaking |2 minutes 3 parts (personal
information, short talk and
collaborative task)

2 examiners and 2 or 3
candidates



Introduction
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Company
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.

i |
m 3
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@ Now find someone in your class who ...

e has already taken an English examination.

knows someone who has a Cambridge BEC Preliminary certificate.
uses English regularly at work.

has been to the UK or USA on business.

has an English-speaking colleague.

reads the same newspaper/ magazine as you.

has the same interests as you.

Studying for Cambridge BEC Preliminary

@ Work in pairs. Look at the diagram below and complete it with ideas for studying for
Cambridge BEC Preliminary.

r_<
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LEE

-4

. Ré‘ﬁ

43
®
AM pR!

Q
“d’\
<)

42y, STUDYING FOR
~ CAMBRIDGE
BEC PRELL ML NARY

97
U
Q O | DY TIME
2 3 / x
< iy J
& \ =
& by

Introduction



@ Work in pairs. How useful are the following?

useless  useful very useful
Using a bilingual dictionary
Using an English-English dictionary
Having the teacher correct all my mistakes
Doing pairwork with other students
Keeping vocabulary in a list
Writing new words on cards
Listening to a lot of cassettes

o N oy AW —

Reading tapescripts

9 Recording myself to check pronunciation
|0 Doing a lot of grammar practice

| | Doing a lot of examination practice

|2 Reading through class notes regularly

|3 Reading for pleasure

gooOooocoooooodo
goCco0o0oooopoop
o000 0co0doop

|4 Keeping a learner diary

Quiz: Pass Cambridge BEC Preliminary

@ Where would you find the following in this book? Write the unit or page numbers.

Terms and conditions of employment

A picture of a very famous car

Information about the companies on this page

A game where you have o get to work before 9am

Information about the use of the present perfect

|
2
3
4
5 Advice on how to write memos
6
7 Alist of irregular verbs

8

Information about hotels in Prague
9 A crossword
10 A job advertisement
|| An article about drug development
12 Useful tips for each of the Cambridge BEC Preliminary tests

)

'\k o QW
Fust€»

Great Eastern

Introduction



