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INTRODUCTION

INTRODUCTION

The BEC Preliminary Testbuilder provides students with
the information and practice they need to pass BEC
Preliminary. It offers teachers and students an
encouraging and accessible way to prepare for the exam
and may be used as part of a business English course or
as a self-access programme for students preparing for the
exam on their own. There are four complete practice tests
that reflect the content and level of the actual
examination. All the tests are of a similar standard and
include the themes, topics and vocabulary specified in the
BEC Preliminary Syllabus. They are accompanied by an
expanded answer key and further practice and guidance
sections.

Expanded Key

The main purpose of the expanded keys is to promote
confidence and understanding of the demands of the
exam. They give students and teachers information about
why a particular answer is correct and, when appropriate,
there are explanations as to why other options or possible
answers are incorrect.

Further Practice and Guidance

Each part of the test is accompanied by one or more
further practice and guidance sections. The aim of these
sections is to give students more information about how to
tackle the particular item types in that part of the test.
There are also graduated exercises to enable them to
improve their test technique as well as their language
skills.

The BEC examination covers the four language skills of
reading, writing, listening and speaking. At Preliminary
level the reading and writing skills are combined in one
question paper.

Reading and Writing (1 hour 30 minutes)
Reading

This test is in seven parts. There is one mark for each
guestion.

Part One

This consists of five short texts, for example,
advertisements, business cards, notices. Each text is
followed by a multiple-choice question. This part tests
your ability to identify or interpret meaning from the
context. See page 8 for further practice and guidance.

Part Two

This consists of a short text followed by five questions.
The text may be the contents of a directory or book, the
plan of an office or a department store, items in a
catalogue, etc. The task is to match each question to an
appropriate part of the text. This part tests vocabulary and
meaning. See page 42 for further practice and guidance.

PartThree

This consists of eight graphs, charts or tables followed by
five statements. Each of the statements refers to one of
the eight items. The task is to match the statement to the
correct item. This part tests your ability to interpret
information presented graphically, and to understand
trends and changes. See page 45 for further practice and
guidance.

Part Four

This consists of a text of 150-200 words followed by
seven multiple-choice questions. Each question is a
statement, and the task is to decide between three
options for each statement: A ‘Right’, B ‘Wrong’ or

C ‘Doesn’t say’ (when there is not enough information in
the text to say). This part tests the ability to identify
incorrect information. See page 14 for further practice and
guidance.

Part Five

This consists of a text of 300—400 words, taken from a
magazine, newspaper, book, etc. The text is followed by
six multiple-choice questions. This part tests the ability to
extract relevant information, to read for gist and detail, to
scan for specific information and to understand the
writer's purpose. See page 80 for further practice and
guidance.

Part Six

This consists of a text of 125—150 words taken from a
magazine article, a leaflet, etc., with fifteen gaps. For each
gap there is a multiple choice from which the correct word
is to be selected. This part tests your knowledge of
grammar and your ability to analyse structural patterns.
See page 82 for further practice and guidance.

Part Seven

This consists of two short texts, for example, a memo and
an advertisement, and a form to be completed using the
information in the texts. The form has five gaps which
should be filled with a word, number or short phrase. This
part tests your ability to extract relevant information and to
complete a form accurately. See page 112 for further
practice and guidance.

Writing

The writing test is in two parts:

Part One

The task is to produce an internal company
communication in the form of a memo, a note, a message
or an email of 30—40 words, based on two or three pieces
of information. The information usually says who the writer
is, who the recipient is, and then gives the purpose of the
written communication. This part tests your ability to
communicate briefly and accurately in writing. See pages
23-24 and 114 for further practice and guidance.
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Part Two

The task is to produce a piece of business
correspondence in the form of a letter, a fax or an email of
about 60—80 words, based on a short text. The text
usually consists of an advertisement, a leaflet or a letter,
often with the writer’s notes showing where more
information or explanation is required by the writer. This
part tests your ability to process information, and then to
structure a piece of writing in a way that is accurate in
both content and language. See pages 56 and 86 for
further practice and guidance.

Listening (40 minutes)

The listening test for BEC Preliminary consists of a series
of recorded extracts and a written question paper. All the
instructions are on the recording and on the question
paper. The test is in four parts and lasts about 30 minutes
altogether. Each section is played twice. In the exam itself
there is an extra ten minutes to transfer the answers on to
a special computer-marked answer sheet. There is one
mark for each question.

Part One

This consists of eight short conversations or monologues
(when one person is speaking). Each recording is played
twice. There are eight multiple-choice guestions with three
choices or ‘options’. These options may be pictures,
graphs, charts or short sentences or phrases. This part
tests your ability to understand facts such as a name, a
time or a place. See pages 28—-29 and 119 for further
practice and guidance.

Part Two

This consists of a short conversation between two people
or a monologue. The recording will last about one and a
half minutes. On the question paper there is a form, a
table, a chart or a set of notes with seven gaps. The task is
to fill in the missing information which may be a date, a
price, a percentage or figures. This part tests your ability
to listen out for factual information. See page 61 for further
practice and guidance.

PartThree

This consists of a recording of one person speaking.
Usually they are giving a speech or a talk about
something. On the question paper there is a set of notes
with seven gaps. The task is to fill in the missing
information with one or two words. This part tests your
ability to listen out for specific details. See page 63 for
further practice and guidance.

Part Four

This consists of a longer listening text which may be an
interview or discussion between two or more speakers.
The recording lasts for about three minutes and it is
played twice. On the question paper there are eight
multiple-choice questions. This tests your ability to pick
out specific details and to show a general understanding
(or the gist) of the interview or discussion, including any
opinions the speakers may express. See page 93 for
further practice and guidance.

Speaking (12 minutes)

The speaking test is taken in pairs and, occasionally, with
three candidates. There are two examiners. One of them
(the interlocutor) will speak to you and lead you through
the tasks. The other examiner just listens.

The test is in three parts:

Part One

In this part the interlocutor talks to each of you in turn and
asks general questions about where you live and work or
what you are studying or what you do in your spare time.
The questions will be slightly different for each of you and
you will not always be asked them in the same order. This
part of the test lasts about two minutes.

This part tests how well you can talk about yourself and
whether you can give information about your home, your
job and your studies. The examiners will also expect you
to know how to agree and disagree about things and to
say what things you prefer. See page 35 for further
practice and guidance.

Part Two

In this part you will be asked to speak for about one
minute on a business topic. This is called a ‘mini-
presentation’. You will be able to choose from two topics.
Each topic is written on a card with three points about it.
You can talk about some or all of these points. Once you
have chosen your topic, you have one minute to prepare.
You need to speak for at least 45 seconds.

After each of you has finished speaking, the interlocutor
will ask the other candidate(s) a question about what you
have been talking about. This part of the test lasts for
about five minutes. This tests how well you present some
basic ideas and how you structure what you are going to
say. See page 67 for further practice and guidance.

Part Three

In this part the interlocutor introduces a situation for you to
discuss. There are pictures or short notes to help you. You
are asked to discuss the situation together. You have
about two minutes to do this and then the interlocutor will
ask you more questions about it. This tests how well you
talk together, in particular, how you express opinions and
agree and disagree with each other. See pages 97 and
126 for further practice and guidance.
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PART ONE TEST ONE

PART ONE
Questions 1-5

TEST ONE

READING AND WRITING 1 hour 30 minutes

o Look at questions 1-5.

e In each question,

which sentence is correct?

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

Example:

Susan’s arriving at 8.45pm tomorrow. Can you collect her from the station?

Susan arrives at

A quarter to eight tomorrow morning.
B  quarter to nine tomorrow evening.
C quarter to nine tomorrow morning.

The correct answer is B, so mark your answer sheet like this:

0lA B C

] wa

For all personal calls except emergencies, please use pay phone in Reception.

A Staff may use office phones in case of emergency.

B Emergency calls must be made on the payphone.

C Reception deals with emergency calis.

2 Photocopiers Pages per minute input tray Copy time (first copy)
AL-1045 12 250 sheets 9.6 seconds
D135 14 150 sheets 10.5 seconds
DI55X 19 400 sheets 8.4 seconds

Which is the fastest photocopier?

A AL-1045
B D135
C Di55X




TEST ONE READING PART ONE

‘ Dalmain Shippig Co

Re our phone conversation: if your company doesn’t deliver within seven
days, we shall get the goods from a different supplier.

This means that Dalmain Shipping Co must

A getthe goods from another company.
B  phone to confirm when the goods will be delivered.

C  deliver the goods on time or lose the order.

4 Diary for Ms Caroline Carter

Mon 10 Flight Lisboa-Rio, iransfer to hotel Mon 17 Visit to port facilities
Tues 11 Meelting with Sr Ribeiro Tu.es' 18 Mee ing with Sr i?.;bé;ra ..................
Wed 12 Faclory visits Wed 19 Flight Rio-Lisboa '

Sun 16 Free day

Excluding travel, on how many days is Caroline working?

A 5
B 6
C 8
. To Debbie
From Arturo
Time 0920 am
Re Phone call from Bob Pariridge

My Pariridge is held up in heavy iraffic, can’t make the 10.30 meeting. Can
you reschedule to 11307 Please phone him on his mobile #0870 455 967.

P

o A, o I -
M N

Bob Partridge wants to

A phone Debbie on his mobile.
B  change the time of the meeting.
C  speak to Arturo.

Before you check your answers, go to page 8.



8 TEST ONE READING PART ONE FURTHER PRACTICE AND GUIDANCE

EXAM INFORMATION
In Part One of the reading test there are always five short texts to read. The text may be:

* anotice, label or short text giving information
an instruction, a warning, etc

all or part of a diagram or table

an advertisement

a business card

a timetable

pages of a diary

part or all of a fax, email, phone message.

For each text, there is a question with three choices or ‘options’. Only one of the options is correct. This part
of the test is designed to see how carefully you read so that you can match the facts in the text to one of the
three options.

A DETAILED STUDY
1 Read questions 1-5 on pages 6—7and decide which of the categories above each text belongs to.

A & W =

2 Read the texts again and answer these questions by writing T (for true) or F (for false) in the table.

True | False
Question 1
1 An emergency may be something personal.
2 There is a payphone in Reception.
Question 2
3 D135 is the fastest machine.
4 These machines can copy between 12 and 19 pages a minute.
Question 3
5 This email is about sending goods to Dalmain in good time.
6 The writer has decided to get the goods from another supplier.
Question 4
7 Caroline is going to Rio on business.
8 Caroline will travel from Amanha back to Rio by car.
Question 5
9 Arturo needs to speak to Debbie.
10 Mr Partridge phoned from his car.

Now check your answers to these questions and then look back at your answers to Part One of the
reading test.



TEST ONE READING PART TWO 9

PART TWO
Questions 6-10

e Look at the items below. This is a page from a catalogue of office supplies.
e For questions 6—10 on the next page, decide which item (A—-H) would suit each member of staff.
e Foreach question, mark the correct letter (A—H).

e Do not use any letter more than once.

A CLEANING FLUID

B SECURE CASH BOX

E VOICE-ACTIVATED F BACK
POCKET MEMO CUSHIOI\SI g

G RINGBINDERS

H DATA-DISC
STORAGE WALLET




10

READING PART TWO

TEST ONE

10

Yunhua is collecting money and needs somewhere safe to put it.

Lee gets a lot of pain through sitting too long at his computer.

Pauline and Mary are complaining that they can’t breathe because of the dust in the office.

Michel has spilt coffee all over his desk.

Stephen needs a way of keeping all our CDRoms safe.



