
bec written communication example

bec written communication example is a crucial skill for professionals aiming to excel in business environments
where clear, concise, and effective communication is paramount. This article explores various facets of the BEC
(Business English Certificate) written communication component, illustrating its significance through practical
examples. It delves into the structure, style, and tone recommended for achieving high scores in the BEC exam,
while also providing sample responses to common writing prompts. Additionally, the article addresses common
pitfalls and offers tips to enhance clarity and professionalism. By understanding these elements, candidates can
better prepare for the BEC written communication section and improve their overall business writing skills. The
following sections will guide readers through essential strategies and exemplify successful written
communication in a business context.

Understanding BEC Written Communication

Key Components of a BEC Written Communication Example

Sample BEC Written Communication Responses

Tips for Effective BEC Written Communication

Common Mistakes to Avoid in BEC Written Communication

Understanding BEC Written Communication

The BEC written communication section evaluates a candidate's ability to convey information clearly and
professionally in English within a business context. This part of the exam typically requires writing emails,
reports, proposals, or formal letters. The focus is on clarity, coherence, grammar, vocabulary, and
appropriate tone. Understanding the expectations and format of the BEC written tasks is essential for success.
Candidates must demonstrate not only language proficiency but also an understanding of business conventions
and communication etiquette.

Purpose and Format of BEC Written Tasks

Written tasks in the BEC exam are designed to simulate real-life business communication scenarios. These include
responding to requests, making recommendations, providing information, or addressing workplace issues. The
format often specifies word count and tone, guiding candidates to write appropriately. Typically, the tasks
require concise and well-structured responses that prioritize clarity and relevance.

Key Components of a BEC Written Communication Example

A high-quality BEC written communication example includes several critical components. These elements ensure
that the message is effectively delivered and meets the examiners' criteria. The components include a clear
introduction, a logically organized body, and a courteous closing. Attention to grammar, vocabulary, and
appropriate business tone further enhances the quality of the response.

Structure and Organization

Effective business writing follows a clear structure to facilitate reader comprehension. The introduction



should state the purpose of the message succinctly. The body elaborates on key points with supporting details
in a logical sequence. Finally, the conclusion summarizes or provides a call to action. Proper paragraphing and
transitions between ideas contribute to the overall coherence of the communication.

Language and Tone

The choice of language and tone in a BEC written communication example must reflect professionalism and
respect. Formal or semi-formal tone is often required, depending on the task. Use of precise vocabulary, business
terminology, and polite expressions demonstrates competence and appropriateness. Avoiding slang, jargon, or
overly complex sentences helps maintain clarity.

Example Elements in a Business Email

A typical BEC written communication example for a business email would include:

A clear subject line summarizing the email's purpose

A polite greeting addressing the recipient appropriately

An introduction stating the reason for the email

Detailed body paragraphs providing necessary information or response

A courteous closing with a call to action or offer for further assistance

A professional signature including name and position

Sample BEC Written Communication Responses

Reviewing sample responses is an effective way to understand the expectations for BEC written communication.
These examples demonstrate the application of structure, tone, and vocabulary that meet exam standards.
Below are two typical examples reflecting common BEC writing tasks.

Sample Business Email Response

Subject: Request for Meeting to Discuss Project Timeline

Dear Mr. Johnson,

I hope this message finds you well. I am writing to arrange a meeting to discuss the project timeline for the
upcoming product launch. Given the tight schedule, it is crucial that we align our tasks and deadlines
effectively.

Please let me know your availability next week so we can plan accordingly. I look forward to your reply.

Best regards,
Sarah Thompson
Project Coordinator

Sample Business Report Excerpt

Introduction:



This report analyzes the current market trends affecting our sales performance in the second quarter of 2024.
The objective is to identify key factors influencing customer behavior and recommend strategies to enhance
market reach.

Findings:

Increased demand for eco-friendly products

Growing competition from emerging market players

Shifts in consumer preferences towards online shopping

Recommendations include expanding the sustainable product line and enhancing our e-commerce platform to
improve customer engagement.

Tips for Effective BEC Written Communication

Improving BEC written communication skills involves mastering specific strategies that enhance clarity,
professionalism, and coherence. Applying these tips can significantly increase the quality of written responses in
the exam.

Plan Before Writing

Careful planning helps organize thoughts and ensures all task requirements are addressed. Outlining key points
and deciding on the appropriate tone before writing enhances the flow of the response.

Use Business Vocabulary and Phrases

Incorporating common business terms and phrases demonstrates language proficiency and familiarity with
professional communication. Examples include “please find attached,” “I would appreciate,” and “looking
forward to your feedback.”

Maintain Formality and Politeness

Adhering to a formal or semi-formal tone depending on the audience is essential. Polite expressions and
respectful language contribute to a positive impression and effective communication.

Proofread and Edit

Reviewing the written piece for grammar, punctuation, and spelling errors is vital. Editing also ensures the
message is concise and free of redundant information, which is important for meeting word count and clarity
standards.

Common Mistakes to Avoid in BEC Written Communication

Awareness of frequent errors can help candidates avoid pitfalls that reduce the effectiveness of their written
communication in the BEC exam. Addressing these issues improves the overall quality and score.



Overly Informal Language

Using colloquial expressions or slang undermines professionalism. It is important to maintain an appropriate
business tone throughout the communication.

Poor Organization and Lack of Clarity

Disorganized content and unclear messages confuse readers and detract from the intended purpose. Logical
structuring and clear language are necessary for effective communication.

Excessive Wordiness or Repetition

Unnecessary verbosity or repeating ideas can waste valuable space and detract from the message’s impact.
Conciseness is a key aspect of successful BEC written responses.

Ignoring Task Instructions

Failing to adhere to word limits, tone requirements, or task objectives results in penalties. Careful reading and
following of instructions are critical to meeting exam criteria.

Frequently Asked Questions

What is a BEC written communication example?

A BEC written communication example typically refers to sample emails, memos, or business letters used in the
Business English Certificate (BEC) exam to demonstrate effective professional communication skills.

Where can I find good BEC written communication examples?

Good BEC written communication examples can be found in official Cambridge English preparation materials,
online language learning platforms, and business English textbooks that focus on the BEC exam.

What are the key features of a successful BEC written communication
example?

Key features include clear structure, appropriate tone and style, concise language, correct grammar and
vocabulary, and relevance to the business context or scenario provided.

Can you provide a simple BEC written communication example email?

Sure! For example, a professional email to request a meeting: "Dear Mr. Smith, I hope this message finds you well.
I would like to schedule a meeting to discuss the upcoming project deadlines. Please let me know your
availability next week. Best regards, Jane Doe."

How should I practice BEC written communication examples for the exam?

Practice by writing various types of business documents such as emails, reports, and memos under timed
conditions, reviewing model answers, and seeking feedback to improve clarity, tone, and accuracy.



What common mistakes should I avoid in BEC written communication
examples?

Avoid informal language, lack of clear purpose, grammatical errors, poor organization, and failing to address
the recipient appropriately or follow the conventions of business writing.

Additional Resources
1. Business English Communication: Writing Skills for the Workplace
This book offers practical guidance on crafting clear and effective business emails, reports, and proposals. It
focuses on the essentials of professional tone, structure, and vocabulary to enhance workplace
communication. Readers will find exercises and examples to improve their writing confidence and accuracy.

2. Effective Business Writing: Strategies for Success in BEC
Designed specifically for the Business English Certificate (BEC) exam, this book breaks down key writing tasks
such as letters, memos, and reports. It provides step-by-step strategies and tips to organize ideas logically
and communicate persuasively. The book also includes sample answers and practice prompts for exam
preparation.

3. Mastering BEC Writing: Practical Approaches to Business Correspondence
This comprehensive guide covers all types of business correspondence encountered in the BEC exam. It emphasizes
clarity, conciseness, and professionalism in writing. Readers learn how to tailor their messages to different
audiences and purposes through detailed examples and writing templates.

4. Writing for Business English Exams: BEC Preparation and Practice
A focused preparation book that combines theory with extensive practice exercises to build writing skills for
BEC. It includes analysis of common errors and how to avoid them. The book’s practical approach helps
learners develop a strong command of business vocabulary and grammatical accuracy.

5. The Art of Business Writing: Techniques for BEC Success
This title explores the craft of business writing with an emphasis on style and effectiveness. It guides readers
through the process of drafting, revising, and polishing business documents. The book also addresses cultural
considerations and the importance of tone in international business communication.

6. Business Communication Skills: Writing for the BEC Exam
Targeted at BEC candidates, this book covers essential communication skills including formal and informal
writing formats. It explains the conventions of business writing and how to meet the exam criteria. With plenty
of practice tasks, it supports the development of coherent and well-structured texts.

7. Professional Business Writing: Preparing for the BEC Exam
This resource offers a detailed overview of professional writing styles and formats relevant to the BEC exam.
It features model texts accompanied by annotations highlighting key features. The book also provides tips on
time management and exam techniques to help candidates perform under pressure.

8. Clear and Concise Business Writing for BEC
Focused on clarity and brevity, this book teaches how to write straightforward business documents that get
results. It stresses the importance of eliminating jargon and unnecessary words while maintaining
professionalism. Practical exercises help learners refine their writing to meet BEC standards.

9. Business Writing Essentials: BEC Exam Practice and Tips
This book combines essential writing principles with targeted BEC exam practice materials. It offers detailed
explanations of common writing tasks and how to approach them. Learners benefit from checklists, sample
answers, and expert tips designed to improve writing performance and exam confidence.
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this rigorous exam. Preparing for the CPA exam can be a daunting process. With the classic For
Dummies approach, CPA Exam For Dummies offers an overview and steps on how to get started. Go
at your own pace to master the various sections of the exam, and use the book as a reference on an
ongoing basis as you prepare for the exam portions. Dive into the book to find: An overview of the
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questions are taken directly from previous CPA exams. With 3,800 multiple-choice questions in all
four volumes, these study guides provide all the information candidates need to master in order to
pass the computerized Uniform CPA Examination. Its unique modular format helps you zero in on
those areas that need more attention and organize your study program. Complete sample exam The
most effective system available to prepare for the CPA exam—proven for over thirty years
Timely—up-to-the-minute coverage for the computerized exam Contains all current AICPA content
requirements in business environment and concepts Unique modular format—helps candidates zero
in on areas that need work, organize their study program, and concentrate their efforts
Comprehensive questions—over 3,800 multiple-choice questions and their solutions in the four
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way Other titles by Whittington: Audit Sampling: An Introduction, Fifth Edition Wiley CPA Exam
Review 2013 arms test-takers with detailed outlines, study guidelines, and skill-building problems to
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help candidates identify, focus on, and master the specific topics that need the most work.
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it, Wiley CPA Exam Review 39th Edition contains more than 4,200 multiple-choice questions and
includes complete information on the Task Based Simulations. Published annually, this
comprehensive two-volume paperback set provides all the information candidates need to master in
order to pass the new Uniform CPA Examination format. Features multiple-choice questions, new
AICPA Task Based Simulations, and written communication questions, all based on the new CBT-e
format Covers all requirements and divides the exam into 47 self-contained modules for flexible
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up-to-the-minute coverage, Wiley CPA Exam Review 39th Edition covers all requirements for the
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guide for the Certified Public Accountant's exam – complete, comprehensive, and updated to align
with the latest exam content. With 2,800 practice questions and solutions across four volumes, the
unique modular format helps you organize your study program, zeroing in on areas where you need
work. This volume, Business Environment and Concepts, contains all current AICPA content
requirements, providing total coverage of this section of the exam. You'll get detailed outlines and
study tips, simulation and multiple choice questions, and skill-building problems that have made this
guide the most effective CPA prep system for over thirty years. The uniform CPA exam is updated
annually to include new laws, regulations, and guidelines, so it's important that your study guide be
up to date as well. Wiley CPAexcel Exam Review is updated annually to reflect the latest version of
the exam, and is the number-one bestselling CPA study guide in the world because it provides full,
comprehensive coverage of all exam content, and more practice questions than any other guide –
many of which are taken directly from past exams. The unique format allows you to: Identify, target,
and master problem areas section by section Learn how to logically build your knowledge stores for
better recall Practice with thousands of sample questions taken from past exams Review all exam
content, including the newest guidelines and regulations No one wants surprises on exam day, and
thorough preparation is the key to successful performance. Whether you're embarking on a new
study program, or just need a quick refresher before the exam, Wiley CPAexcel Exam Review is
proven to be the most current, complete, comprehensive prep you can get.
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(January) O. Ray Whittington, 2015-01-06 The world's most effective CPA exam prep system –
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updated to align with the latest exam content. With 2,800 practice questions and solutions across
four volumes, the unique modular format helps you organize your study program, zeroing in on
areas where you need work. This volume, Business Environment and Concepts, contains all current
AICPA content requirements, providing total coverage of this section of the exam. You'll get detailed
outlines and study tips, simulation and multiple choice questions, and skill-building problems that
have made this guide the most effective CPA prep system for over thirty years. The uniform CPA
exam is updated annually to include new laws, regulations, and guidelines, so it's important that



your study guide be up to date as well. Wiley CPAexcel Exam Review is updated annually to reflect
the latest version of the exam, and is the number-one bestselling CPA study guide in the world
because it provides full, comprehensive coverage of all exam content, and more practice questions
than any other guide – many of which are taken directly from past exams. The unique format allows
you to: Identify, target, and master problem areas section by section Learn how to logically build
your knowledge stores for better recall Practice with thousands of sample questions taken from past
exams Review all exam content, including the newest guidelines and regulations No one wants
surprises on exam day, and thorough preparation is the key to successful performance. Whether
you're embarking on a new study program, or just need a quick refresher before the exam, Wiley
CPAexcel Exam Review is proven to be the most current, complete, comprehensive prep you can get.
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Busiss Environments and Concepts (BEC) Authored and compiled by the same leading university
accounting professors who author the Wiley CPAexcel online course Explains every CPA Exam topic
tested on the Business Environments and Concepts (BEC) section of the CPA Exam (one volume)
Organized in Bite-Sized Lessons so you can learn faster and remember more of what you learn
Updated for 2018 so you have the most accurate, up-to-date content available for the Business
Environments and Concepts (BEC) section on this year’s exam Maps perfectly to the Wiley CPAexcel
Review Course; may be used to complement the online course or as a standalone study tool Study
text only and does NOT include practice questions or practice exams. Use in conjunction with the
Wiley CPAexcel Exam Review 2018 Test Bank: Business Environments and Concepts, which includes
over 4,200 interactive multiple-choice questions and 200 task-based simulations.
  bec written communication example: Wiley CPAexcel Exam Review 2014 Study Guide O. Ray
Whittington, 2013-11-08 Everything today's CPA candidates need to pass the CPA Exam Published
annually, this Business Environment and Concepts volume of the comprehensive four-volume
paperback reviews all current AICPA content requirements in business environment and concepts.
Many of the questions are taken directly from previous CPA exams. With 2,800 multiple-choice
questions in all four volumes, these study guides provide all the information candidates need to
master in order to pass the computerized Uniform CPA Examination. Its unique modular format
helps you zero in on those areas that need more attention and organize your study program.
Complete sample exam The most effective system available to prepare for the CPA exam—proven for
over thirty years Timely—up-to-the-minute coverage for the computerized exam Contains all current
AICPA content requirements in business environment and concepts Unique modular format—helps
candidates zero in on areas that need work, organize their study program, and concentrate their
efforts Comprehensive questions—over 2,800 multiple-choice questions and their solutions in the
four volumes Guidelines, pointers, and tips—show how to build knowledge in a logical and
reinforcing way Other titles by Whittington: Audit Sampling: An Introduction, Fifth Edition Wiley
CPA Exam Review 2014 arms test-takers with detailed outlines, study guidelines, and skill-building
problems to help candidates identify, focus on, and master the specific topics that need the most
work.
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Study Guides O. Ray Whittington, 2013-07-01 The #1 CPA exam review self-study leader The CPA
exam review self-study program more CPA candidates trust to prepare for the CPA exam and pass it,
Wiley CPA Exam Review 40th Edition contains more than 4,200 multiple-choice questions and
includes complete information on the Task Based Simulations. Published annually, this
comprehensive two-volume paperback set provides all the information candidates need in order to
pass the CPA Examination. Features multiple-choice questions, AICPA Task Based Simulations, and
written communication questions, all based on the CBT-e format Covers all requirements and divides
the exam into 47 self-contained modules for flexible study Offers nearly three times as many



examples as other CPA exam study guides Other titles by Whittington: Wiley CPA Exam Review 2013
With timely and up-to-the-minute coverage, Wiley CPA Exam Review 40th Edition covers all
requirements for the CPA Exam, giving the candidate maximum flexibility in planning their course of
study, and success.
  bec written communication example: Wiley CPAexcel Exam Review 2016 Study Guide
January O. Ray Whittington, 2015-12-14 The Wiley CPAexcel Study Guides have helped over a half
million candidates pass the CPA Exam. This volume contains all current AICPA content requirements
in Business Environment and Concepts (BEC). The comprehensive four-volume paperback set (AUD,
BEC, FAR, REG) reviews all four parts of the CPA Exam. With 3,800 multiple-choice questions. The
CPA study guides provide the detailed information candidates need to master or reinforce tough
topic areas. The content is separated into 48 modules. Unique modular format—helps candidates
zero in on areas that need work, organize their study program, and concentrate their efforts.
Comprehensive questions—over 3,800 multiple-choice questions and their solutions in the complete
set (AUD, BEC, FAR, REG). Guidelines, pointers, and tips show how to build knowledge in a logical
and reinforcing way. Arms test-takers with detailed text explanations and skill-building problems to
help candidates identify, focus on, and master the specific topics that may need additional
reinforcement. Available in print format.
  bec written communication example: Wiley CPAexcel Exam Review 2015 Study Guide
July O. Ray Whittington, 2015-05-19 The Business Environment and Concepts Volume of the Wiley
CPA Examination Study Guides arms readers with detailed outlines and study guidelines, plus
skill-building problems and solutions, that help the CPA candidates identify, focus on, and master the
specific topics that need the most work. Many of the practice questions are taken from previous
exams, and care was taken to ensure that they cover all the information candidates need to master
in order to pass the new computerized Uniform CPA Examination.
  bec written communication example: How to Pass the MRCS OSCE Volume 1 Pradip K.
Datta, Chris Bulstrode, Vasha Kaur, 2011-09-08 This is the only guide trainee surgeons will need to
help them pass the MRCS Part B OSCE exam. It includes comprehensive revision notes on all the
areas covered in the exam, practice scenarios and model answers laid out as in the exam, and
essential exam techniques.
  bec written communication example: Children’s Multilingual Literacy Pauline Harris,
Cynthia Brock, Elspeth McInnes, Bec Neill, Alexandra Diamond, Jenni Carter, Ufemia Camaitoga,
Meresiana Krishna, Eleni Giannakis, 2020-10-22 This book offers a comprehensive report on a
three-year, cross-cultural, critical participatory action research study, conducted in children’s homes
and communities in Fiji. This project contributed to building sustainable local capacity in
communities without access to early childhood services, so as to promote preschool children’s
literacy development in their home languages and English. The book includes rich descriptions of
the young children’s lived, multilingual literacy practices in their home and community contexts.
This work advances research-based practices for fostering young children’s multilingual literacy and
building community capacity in a post-colonial Pasifika context; further, it shares valuable insights
into processes and complexities that are inherent to multiliteracy and cross-cultural research.
  bec written communication example: Advances in Accounting Education Thomas G.
Calderon, 2021-12-02 Advances in Accounting Education features 13 papers surrounding four
themes: curriculum and pedagogical innovations, faculty reflections on teaching accounting during
the COVID-19 pandemic, research on passing professional exams in accounting, and historical
underpinnings and the choice of taxation as an area of specialization.
  bec written communication example: Wiley CPAexcel Exam Review 2015 Study Guide
(January) O. Ray Whittington, 2014-12-03 The world's most effective CPA exam prep system –
Regulation module Wiley CPAexcel Exam Review is the world's most trusted study guide for the
Certified Public Accountant's exam – complete, comprehensive, and updated to align with the latest
exam content. With 2,800 practice questions and solutions across four volumes, the unique modular
format helps you organize your study program, zeroing in on areas that need work. This volume,



Regulation, contains all current AICPA content requirements, providing total coverage of this section
of the exam. You get the detailed outlines and study tips, simulation and multiple choice questions,
and skill-building problems that have made this guide the most effective CPA prep system for over
thirty years. The uniform CPA exam is updated annually to include new laws, regulations, and
guidelines, so it's important that your study guide be up to date as well. Wiley CPAexcel Exam
Review is updated annually to reflect the latest version of the exam, and is the number-one
bestselling CPA study guide in the world because it provides full, comprehensive coverage of all
exam content, and more practice questions than any other guide – many of which are taken directly
from past exams. The unique format allows you to: Identify, target, and master problem areas
section by section Learn how to logically build your knowledge stores for better recall Practice with
thousands of sample questions taken from past exams Review all exam content, including the newest
guidelines and regulations No one wants surprises on exam day, and thorough preparation is the key
to successful performance. Whether you're embarking on a new study program, or just need a quick
refresher before the exam, Wiley CPAexcel Exam Review is proven to be the most current, complete,
comprehensive prep you can get.
  bec written communication example: European Women's Letter-writing from the 11th
to the 20th Centuries Clare Monagle, Carolyn James, David Garrioch, Barbara Caine, 2025-10-01
This book reveals the importance of personal letters in the history of European women between the
year 1000 and the advent of the telephone. It explores the changing ways that women used
correspondence for self-expression and political mobilization over this period, enabling them to
navigate the myriad gendered restrictions that limited women’s engagement in the world. Whether
written from the medieval cloister, or the renaissance court, or the artisan’s workshop, or the
drawing room, letters crossed geographical and social distance and were mobile in ways that women
themselves could not always be. Women wrote to govern, to argue, to plead, and to demand. They
also wrote to express love and intimacy, and in so doing, to explain and to understand themselves.
This book argues that the personal letter was a crucial place for European women’s self-fashioning,
and that exploring the history of their letters offers a profound insight into their subjectivity and
agency over time.
  bec written communication example: Teaching Communication Graeme Burton, Richard
Dimbleby, 2002-01-04 We learn most of our communication skills without consciously working at
them. Teaching Communication sets out what those skills are and how to develop them.
  bec written communication example: How To Pass The CPA Exam Stephanie Ng,
2013-06-26 A CPA exam guide written specifically for international students The US CPA
qualification exam is the most popular professional accounting qualification not just in the United
States, but around the world as well. As international testing centers open across the globe,
increasing numbers of non-American students are taking the exam, but lack a study resource written
specifically for them. Author Stephanie Ng passed the exam in less than a year and operates a
popular exam test-prep website at IPassTheCPAExam.com. In How to Pass the CPA Exam, Ng
explains her techniques and study tactics specifically for students outside the United States. A
comprehensive and practical study guide for CPA exam students outside the United States Written
by the operator of a highly popular test-prep website for international students Includes practical
and effective test-prep resources Packed with smart advice presented from an international
perspective, How to Pass the CPA Exam is a must for international students preparing for the test.
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