English for Business Overview

	
	Overview of English for Business Exams



	
	
	Preliminary
	Level 1
	Level 2
	Level 3
	Level 4

	Compulsory Written Exam
	Length
	1 hour 30 mins
	2 hours
	2 hours 30 mins
	3 hours
	3 hours

	
	Tasks
	· Multiple-Choice

· Short Answers

· True-False

· Long Answers

· Message Writing
	· Memo 

· Letter

· Short Answers

· True-False

· Form-Filling
	· Memo

· Letter

· Leaflet

· Article

· Report

· Notice

· List
	· Letter

· Report

· Reading Comprehension

· Message Writing
	· Letter

· Memo

· Reading  Comprehension

· Summary

· Writing Task

· Graph Analysis

	
	Format
	3 sections. All questions must be answered.
	4 questions. All questions must be answered.
	3 questions. Question 1 has 3 options, one of which must be answered. Question 2 and 3 are compulsory.
	4 questions. All questions must be answered.
	4 questions. All questions must be answered.

	
	Structure
	Section A  (Picture) 

15 Multiple-choice tick-box questions (15 Marks)

10 Short Answers (20 Marks)

Section B (Dialogue)

11 True-False tick-box questions (11 Marks)

8 Full-sentence answers (24 Marks)

Section C Writing Task

Memo / Telephone message / Email (30 Marks)
	Q1 Letter or Memo (30 Marks)

Q2 True-False (30 Marks)

Q3 Short Answers (20 Marks)

Q4 Forms & Diagrams (20 Marks)
	Q1 One from: memo, leaflet, article, report, notice, list (40 Marks) 

Q2 Letter (30 Marks)

Q3 One from: memo, leaflet, article, report, notice, list (30 Marks)
	Q1 Letter (25 Marks)

Q2 Report (25 Marks)

Q3 Reading Comprehension
 (25 Marks)

Q4 Memo (25 Marks)
	Q1 Memo (25 Marks)

Q2 Letter/Summary (25 Marks)

Q3 Graph Analysis (25 Marks)

Q4 Two Writing Tasks using Keywords, eg advert, press release, article (25 Marks)

 

	Optional Oral Exam
	Length
(mins)
	Preparation 5

Warm-up 2

Test 4 

Total 11 mins
	Preparation 5

Warm-up 2

Test 5 

Total 12 mins
	Preparation 5

Warm-up 2

Test 6 

Total 13 mins
	Preparation 5

Warm-up 2

Test 8 

Total 15 mins
	Preparation 5

Warm-up 2

Test 10 

Total 17 mins

	
	Tasks
	· General Conversation

· Questions and answers based on a picture
	· General Conversation

· Questions and answers based on a picture
	· General Conversation

· Questions and answers based on a topic sheet
	· General Conversation

· Questions and answers based on a topic sheet
	· General Conversation

· Questions and answers based on a topic sheet


What grades are available and what do they mean?

· “Pass with Distinction” 
is equivalent to “Note 1” in the German system. 

· “Pass with Credit” 
is equivalent to “Note 2” in the German system

· “Pass” 
is equivalent to “Note 3” in the German system 

· “Fail / discretionary” 
is a narrow fail. The candidate may apply for a Certificate for the lower level examination.

· “Fail” 
is a clear fail. 

· “Permit“ 
The candidate was ill on the exam day, submitted a medical note and may retake the exam at no extra cost.

· “Absent”
The candidates did not take part in the exam. No reason was given. If the candidate wants to re-enter a new registration

