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Chapter One

Chapter One

A Brief Introduction to BEC Vantage Writing

BEC Vantage Writing test consists of two parts. The time allowed is 45 min-
utes. The functions/communicative tasks of part one are giving instructions, ex-
plaining developments, asking for comments, requesting information, agreeing to
request. The input is rubric only (plus layout of output text type) . The response
required is internal communication (medium may be note or message or memo or
e-mail) (40 ~50 words) . The register is neutral/informal. The functions/commu-
nicative tasks of part two are made up of three areas. The first is correspondence:
e.g. explaining, apologizing, reassuring, complaining. The second is report: de-
scribing, summarizing. The third one is proposal: describing, summarizing, rec-
ommending, persuading. The input is one or more pieces from: business corre-
spondence (medium may be letter, fax or e-mail), internal communication (medium
may be note, memo or e-mail), notice, advert, graphs, charts, etc. (pus layout if
output is fax or e-mail) . The response required is business correspondence
(medium may be letter, fax or e-mail) or short report or proposal (medium may be
memo or e-mail) (120 ~ 140 words) . The register is neutral/informal. Now let us
have a detailed look at the tasks of the BEC Vantage Writing test.

For BEC Vantage, candidates are required to produce two pieces of writing:

® an internal company communication; this means a piece of communication with a
colleague or colleagues within the company on a business-related matter, and the delivery
medium may be a note, message, memo or e-mail;

® and one of the following;

® a piece of business correspondence; this means correspondence with somebody outside
the company (e. g. a customer or supplier) on a business-related matter, and the delivery
medium may be letter, fax or e-mail.

® a report; this means the presentation of information in relation to a specific issue or
events. The report will contain an introduction, main body of findings and conclusion; it is
possible that the delivery medium may be a memo or an e-mail.

® a proposal; this has a similar format to a report, but unlike the report, the focus of
the proposal is on the future, with the main focus being on recommendations for discussion; it

is possible that the delivery medium may be a memo or an e-mail.

~ Part One

In this part candidates are presented with the context in the task rubric. This

+1-
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F explains the role the candidate must take in order to write a note, message, memo
_.,‘-_::‘:‘7_' or e-mail of around 40 to 50 words using a written prompt. It also identifies who the
' message is to be written to. The prompt is included in the instructions, in the form of
bullet points clearly stating the pieces of information that must be incorporated into
the answer.
Where the delivery medium specified for a Part One answer is a memo or an
e-mail, candidates need not include to/from/date/subject details.

- Part Two

In the second Writing task, candidates are required to write 120 to 140 words in
the form of business correspondence, a short report or proposal. There is an ex-
planation of the task and one or more texts as input material. These texts may
contain visual or graphic material and have “handwritten’ notes on them.

Where the delivery medium specified for a Part Two answer is a letter, candi-
dates need not include postal addresses in their answer. Similarly, where the de-
livery medium specified is a fax, candidates need not include ‘fax header details,
and where the delivery medium specified is a memo or an e-mail, candidates need
not include to/from/date/subject details.

For BEC Vantage Writing component, candidates write their answers on lined
paper provided by the center.

Writing Assessment

Each Writing task is marked by a trained examiner. Examiners mark in teams,
monitored by Team Leader. Each marking session is led by a Principal Examiner.

Examiners refer to a General Mark Scheme which gives detailed descriptions of
performance at each of five levels of proficiency. In addition to this, a Task-specific
Mark Scheme for each question gives guidance on the features an answer should
contain.

An impression mark is awarded to each piece of writing. The General Impres-
sion Mark Scheme is used in conjunction with a Task-specific Mark Scheme, which
focuses on criteria specific to each particular task. This summarises the content,
organization, register, format and target reader indicated in the task.

Acceptable performance at BEC Vantage level is represented by a Band 3.

The band scores awarded are translated to a mark out of 10 for Part 1 and a
mark out of 20 for Part 2. A total of 30 marks is available for Writing.

General Impression Mark Scheme

Band 5 Full realization of the task set.
¢ All content points included and expanded upon where the task allows.
e Controlled, natural use of language; minimal errors which are minor.
e Wide range of structure and vocabulary.

« 2.



Band 4

Band 3

Band 2

Band 1

Band 0

Chapter (

¢ Effective organized, with appropriate use of cohesive devices.
¢ Register and format consistently appropriate.
¢ Very positive effect on the reader.

Good realization of the task set.

All content points adequately dealt with.

Generally accurate, errors when complex language is attempted.
Good range of structure and vocabulary.

Generally well-organized, with attention paid to cohesion.
Register and format on the whole appropriate.

Positive effect on the reader.

Reasonable achievement of the task set.

¢ All major content points included; some minor omissions.

A number of errors will be present, but they do not impede communication.
Adequate range of structure and vocabulary.

Organization and cohesion are satisfactory, on the whole.

Register and format reasonable, although not entirely successful.
Satisfactory effect on the reader.

Inadequate attempt at the task set.

e Some major content points omitted or inadequately dealt with; some ir-
relevance is likely.

e Errors sometimes obscure communication, are numerous, and distract
the reader.

e Limited range of structure and vocabulary.

e Content is not clearly organized or linked, causing some confusion.

* |nappropriate register and format.

o Negative effect on the reader.

Poor attempt at the task set.

o Notable content omissions and/or considerable irrelevance, possible due
to misinterpretation of the task set.

Serious lack of control; frequent basic errors.

Little evidence of structure and vocabulary required by task.

Lack of organization, causing a breakdown in communication.

Little attempt at appropriate register and format.

Very negative effect on the reader.

Achieves nothing. Either fewer than 25% of the required number of words
or totally illegible or totally irrelevant.







Chapter Two

Chaptter

Basic Skills for Writing

—. AFHEH :

B AT R4 EIE BIE RIE KB EIERRIE, FEEMEFERAHREIRE
B 20 A B BRI AR 34 AR NS RER T B £iE
MEFER RIS, E 7T LR A7 615 4 i B R, BIEMEIER
H—HRZRER. REORALRE 8. e 00 A AEE . 4.0
%,

1. RiE—RiBH N 3A BB R RIE, RIERY A LI EiE, Y5
— R — A EERE B B R 3R T R E —— B R AR R

(1) &

@ give, show % Zhial i LAAH B 515, MEEE RS, HEEEEY, W
B — MU BB S R A R A

#110 : Do not give the teacher any trouble.

% -3 E ALY Y

Show me the best way to learn English.

HRRFRIBNRIFN T,

We gave the classroom a thorough cleaning.

HKINMMEITHT —THZE,

@FA 17 e F 7 (6] B 22

A. 1t bring, give, hand, leave, lend, offer, pass, pay, promise, read, sell,
send, show, take, teach, tell, write %3} /5 ] i to 3k /R [l &iE .

#14n : He told the happy news to everybody.

XSS AN B EFARK

He showed the map to Bill.

b 2 30 B 45 LU R

| will leave everything to you then.

Ke2E—ELAR,

He passed the ball to the center forward.

fib $EBR 1% 2 P RT3

B. 7 book, build, buy, cook, bake, fry, boil, cut, do, fetch, find, fix, get,
keep, knit, leave, make, order, paint, reserve % 3ljid)J5 7] i for 3k 2% Al B 1B |

%40 -1 will find a job for John.

KB A|mIwAN TE,
Mother has made a new dress for my sister.

« 5.



BEHE

T 2 AR AR T — 1B R

| bought a book for him.

KL T —A& 15,

Would you like to leave a message for him?

PR At B A SR b 2

C. {E announce, communicate, describe, deliver, expain, express, introduce,
mention, point out, repeat, report, return, say, shout, suggest, talk, whisper %3}
) WA B =T, WA AR E A 1) to S5

%1 41 : He said nothing to his parents.

fth X A B A AW .

He suggested the plan to me.

b 48 7 — AN,

Our teacher explained to us the difficult words in this lesson.

0 28 TR B IR 3 b M AL,

(2) L4 %%

RIEPHERYHFAERARBEHENA TR, REN E-PMREHEE., Bif
MERMEE -EMNRESEE. EAEENFARREMNRENZIBEZRIFESEE
HqIEMEEXR

%40 . They proved him ( to be) wrong.

AT TE B A5 T .

They proved ( that ) he was wrong.

A TIE B Ath 4 T o

| asked Bill to speak to Mr. Jones.

Fk HO R B BT S A 3 o

| said, “Bill, would you speak to Mr. Jones?”

Fou LR MR BR BT ek g fr g e 7

(3)AAE X

@ #i7/Rid + 4137

WXFESERENSEIFAL, FEF appoint, call, choose, designate, elect,
entitle, find, leave, make, nominate %,

1 fi1 : We chose him our leader.

HATEAM S Z

| find him a very clever man.

KRB RN REHB A

@ % /R + B A 1A

X E AEIENSFER L, Hb cut, turn, beat, paint, polish, rub, set, wash
EH G — R REEEE, BAHETBREEBERRE

fil 4 : The cold weather is turning the leaves yellow.

FARMRIEMIHERE T,
The landlord beat the poor boy black and biue.
HEEXPFETITEE RO E R,
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Chapter Two

They painted the gate black.
AT R ITER T Bf,
@ A& /R + B3R /R
%40 .1 found him in.
RERMIERT
Please make yourself at home.
HHEE,
@18 /1A + FhiA R E R
)10 ;1 should guess her to be about fifty.
B AAE 50 %,
We like to have the room look clean and tidy.
RIFEXTBTFERERTHEBE,
® %ia /AR + 431
A fERI B AR ER RiBERSNiA . feel, hear, listen to, look at, notice,
observe, perceive, see, smell, watch, catch, find, get, imagine, keep, leave,
set, start, have % .
%40 . Can you smell something burning 7
PRI B PR B BR T 17
You had better start the engine running.
BT IT K sl
The news left me wondering what would happen next.
XMHEFEREERE TR EEH AHE,
B. i it = 0HEERIBEANRIBERZIA . feel, find, hear, like, make, prefer,
see, think, watch, want, wish, order, get, have %,
40 : He could not make his voice heard.
e ABEIL B OIS T BT A,
| heard my name called.
RursjH AR B F.
We shall have the house painted.
RIMEILARE FHRE—T .
(4) AAFH AR EZ XK EEFEAREHIUANFIME
@ 7& consider, declare, find, prove, think, report, believe % 3fjiA] f5 3 5] A & =
to be 7] LA B,
1 4n : Everyone reported him ( to be) the best man for the job.
K EER AL BE & X LA
| consider what he said ( to be) unimportant.
BARMBBEHHAEE,
@“there +to be + £ A% "ER 5 Ei&,
i 41 . | expect there to be no argument about this.
RAEEAESBHE,




REERE

Would you like there to be a meeting to discuss the question?
A AT 2 U IR X A ) A 7
(5) RiBANRL & + KB
EiEA R IERAEREBERNEEE XM, FEFLUT UM EA -
OEREE t+ZBEMEECEFREER) + EIEMEIE
A HEWMEERSDAAEX,
i1 : We think it our duty to study and work hard for the four modemnizations.
FATA R T AU RS 1%, 5 TERBINMFIE,
This makes it possible for metals to be made into any required shapes.
X AR 4 R B AR B TR R B A T BE
B. HIEMEIEBNINZW,
5t : We thought it no good telling him about that.
HAVA R G IR ERE 4.
Do you think it wise our climbing the mountain without a guide?
AR RMNBEA SRR LENMFEEY?
C. HIEMEERING,
%140 - | wish it to be understood that what he did has nothing to do with me.
i — ) 53K, A HX BB
We consider it of great importance that we should make a thorough study of
laser. RITAAMER THRELEFER,
@ MEREN AT EBKBERR,
i 4n : He made clear his strong objections to the proposal.
A 55 574 b % B B X X AR I o
Friction makes necessary a good lubrication system.
FERERIFHEBRERNDLE,
We call insulators those substances which prevent the passage of electricity.
AT HE AR £ B 1k oL 5 3 B 40 B M 8 R A
They found a man dressed like a worker sitting on his bed.
1R H—4 TAFEE O A LEMBKL
@ fE— B HFF I FERERANA KNG (FiF), BERIEREHNLE
WK A )G (HEER AR . 78 to cut short(48 %, T#7), to make good
(AhB2 B E2) | to lay bare(38 FF, #FF) ,to split open(#|7F), to push open(#:FF )% f5
EBRMLIERIBA AR RESH.
fi4n . He cut short the introduction.
LEFESHEEI R =
The insurance company will make good your loss.
R A F) S AMEIR IR R
(6) W as 3| § &) £EARF
@ # Y5 as & F# shid
accept... as FRiAN--- -




Chapter Two

acknowledge...as Al &

consider. . . as (to be) X44E-----

define ...as - @ BR, Xt TFTEXE

describe. .. as - 3R B

look upon. . .as - WA

recognize. ..as #f&-- AN

refer to...as #8------ N

think of...as -k K

regard...as 8------ ]

treat...as - B HE e %

use...as - Fflg

@ as 5| S RBEHIRIET A AR JERIE MHEEE SRS RELL,

41 : Do not treat me as a child.

AEBE LB/

We look upon him as our best friend.

HAVIEM YRR R FHRAR

He regards this method as good.

AR T ERE.

| looked upon the matter as most unusual.

RARAXBGERRITH,

We must consider the realization of the four modernizations of our country as of
first importance. ATA AN EATER LR MM AR LFXRE,

2. ERHIDH

EENE—-BARCRZAFANERREGANGEE, EARMEZARENELE &
M EREENXMERFAR—BALZEN, ANSE - EBRBA—EBNTHE.

(1) 2R @ABAEE, AP AEELA  AF - AP LBEHEL—5, #HH R
HEBETAZNAEE FREX 59 LERG) FAEERGF,

#1140 : In those areas there are a quarter of the workers on strike of their national
total of one million.

EREMR  ZTHMARS2ELAR - ANNEIZ—,

Nowadays the transmission of power by electricity has brought great changes.

ms FEREXTHRE KKK

One of the ways thought of to solve it is to fly the planes at very high altitudes.

AR B B R A — A F &R WA E RS EE T,

(2) 48 +%5 + LB LE

A Bl b I IE — A B REA R YA, BRBTRRRREN. BORES
R EENEERNAEE. AEREIE . MG . B ENDRRAENT, XM
WIS EE R i E A F RS MR S TR E i — Bk B (FIERK) W GBiE
KED WA T,

OF-[::P-1 T
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i 4 . A method was discovered of producing synthetic rubber which is in many
ways better than natural rubber.
TR 207 AL T R & BRI 7 B 2 3R B .
At present, ninety-six substances are known which chemists consider to be el-
ements.
AT, % 96 Mt EBALFFINAREATREX —FHLE NANPER,
When the steam is condensed again to water, the same amount of heat is given
out as was taken in when it was formed.
K S BEES UK BRI B AR RS T B UK R R Rl s &
@ W R A Ky e s H
#11 : The order came to evacuate the town.
B R KRS E B,
Many specific problems remained which regire further study.
WA G L Rk R BT EidE— B
The question sometimes comes to my mind whether it was worth the effort.
o B0V FL RS BT A RELIXORE — AN ), i (AR X () BB X A SR
The day may not be very long in coming when coal and petroleum will be used
as raw material rather than as fuels.
A A T B ABUE M R T AN BB B TATREA 2 TRIE T
3. Ffi&
A E AN ER R R ALE . RIAE R H R 1A e A i g — AP E
R R, BRI B R P R — B A Bl LI LT R A A R A
(1) REEREANTE8LEALAED, BERARLIAS S AL, WX AH
A I W
11 4 : We workers are masters of the country.
EMNTARERMEAN
| want to speak to Mr. Smith, the electrician.
AR T A R ILAE
(2) A1Li&E%T4: 44 . or, namely, that is, that is to say, for example, for in-
stance, for short, especially, particular, in particularly, in other words, notably,
chiefly, mainly, including % ,
#1411 . The children enjoyed watching the animals, particularly the monkeys.
BFIEREDNY, CHRE T
Television, or TV, the modern wonder of electronics, brings the world into your
own home in sight and sound.
s —— o PR BRI, AR R BRI AR
(3) £ia &) Bl4ziE
OFACOICEVA S S E AL R AT A
#4r : Another American, Henry Ford, developed the idea of the assembly line.

- 10



T NRENFH - B R T RS,
My good friend Bob has set his heart on going to coliege after his graduation
from high school.

4 T A DO A R 2 B B R

@ 4vid) of LA R F R X R,

40 : In Japan’s capital city of Tokyo, earthquake danger limits the height of
buildings.

TEAAEAER HWENGRRE r2AMKNSE,

@ 417 all, both % a] £ 4 7] (¥ [7] 7 15 .

i 4 : Automobiles, bridges, and machine tools all depend on iron and steel.

K HER ALK T 8
You and | are both to blame.
AR AR B 32 3] 57

@ A FEAER LA EER, R
f5il fn - Most corrosion, especially of metals, is caused by oxidation.

= Most corrosion, especially corrosion of metals, is caused by oxidation.
RSB, LS B, B2 S s ER.

ORCETAT S NI

15 411 : We were delighted at the news that our team had won.
WT BN AT B T TH B AT ERAR & %

—RIBATFHME
(—)sEWEATAE

I ) B A ) BUA L R, 3 B S AR R AT RO TR TT IR T o BRAE EFRATTK
BENTEM

1. Eif + ARl

| lived in Beijing five years ago.
HAEFRAEEI

Time flies very quickly.

B Kt

Alice swims very well.

3E i i O DK R AR AR 41

2. Kik + FZahial + £if

His parents are doctors.
B R A,

The body feels very cold.

B R ERBIR% .

Mary and Joan are in Grade Two.
i B R

3. Lif + kWghial + i

His sister married a rich man.

A 1M
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