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ICFE content and overview

Part/timing Content Test focus

1
READING

1 hour 15 minutes

Part 1 Multiple-choice cloze, with an emphasis on lexis.

Part 2 Open cloze, with an emphasis on structure.

Part 3 Word formation, with an emphasis on lexis.

Part 4 A text preceded by multiple-matching questions.

Part 5 A text from which sentences have been removed and placed in

jumbled order after the text.

Part 6 A text followed by four-option multiple-choice questions.

Candidates are expected to be able to apply their

knowledge of the language system to complete tasks

based on finance and accounting-related texts; read

and understand finance and accounting-related texts

and demonstrate a variety of reading skills including

skimming, scanning, deduction of meaning from con-

text, and selection of relevant information to complete

tasks.

2
WRITING

1 hour 15 minutes

Part 1 One question requiring the production of a letter.

Part 2 One question requiring the production of a short report.

Candidates are expected to be able to complete writ-

ing tasks covering a range of finance and accounting-

related topics, in response to the stimuli provided and

for a given purpose and target reader.

3
LISTENING

40 minutes (approx)

Part 1 Three short unrelated extracts from monologues or exchanges

between interacting speakers, each followed by two three-

option multiple-choice questions.

Part 2 A text involving interacting speakers, followed by three-option

multiple-choice questions.

Part 3 A sentence completion task based on a monologue.

Part 4 Five short related extracts from monologues followed by two

multiple-matching tasks.

Candidates are expected to be able to understand a

variety of listening texts, showing understanding of

gist, detail and the attitude of the speaker. They must

also be able to identify and interpret the context. Texts

take the form of recordings of discussions, meetings,

interviews, announcements, broadcasts, etc in the

context of finance and accounting.

4
SPEAKING

16 minutes

Part 1 The candidates are asked to talk about themselves by respond-

ing to the interlocutor's questions.

Part 2 Each candidate in turn is given a choice of two topics with

accompanying written prompts.  They select one of the topics

and give a short presentation for about one minute.  The second

candidate responds as instructed.

Part 3 The candidates talk together, working towards a negotiated

completion of a task.

Part 4 The interlocutor leads a discussion with the two candidates.

Candidates are expected to be able to perform a vari-

ety of spoken tasks on finance and accounting-related

topics. They must be able to demonstrate a range of

oral skills: interactional, social, transactional, negotia-

tion and collaboration.
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High-level language qualification for
finance and accounting professionals
The Cambridge ESOL International Certificate in Financial

English (ICFE) is an examination set at Levels B2 and C1 of

the Common European Framework of Reference for

Languages and assesses language skills in the context of

finance and accounting. B2 is equivalent in level to the

Cambridge First Certificate in English and C1 is equivalent to

the Certificate in Advanced English. Examinations at the C1

level may be used as proof of the level of language necessary

to work in an international finance and accounting context

or to follow a course of study related to finance and

accountancy at university level.

Internationally recognised 
ICFE is a Cambridge ESOL examination, produced and

assessed by University of Cambridge ESOL Examinations, in

collaboration with ACCA (the Association of Chartered

Certified Accountants) – the largest and fastest-growing

international accountancy body.

Cambridge ESOL examinations and ACCA qualifications are

recognised throughout the world.

This handbook is for anyone who is preparing candidates for

ICFE.

The introduction gives an overview of ICFE and its place

within the Cambridge ESOL range of examinations. This is

followed by a focus on each paper and includes information

on content, advice on preparation and sample examination

papers.

GLOSSARY53 Glossary of testing terms

Inside front cover ICFE content and overview
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*The ICFE examination covers both Levels B2 and C1

� The Association of Language Testers in Europe
(ALTE)

Cambridge ESOL is a member of the Association of Language

Testers in Europe (ALTE), which was formed in 1990. The

members are all providers of language examinations and

certificates from countries within Europe.

The principal objectives of ALTE are as follows:

• to promote the transnational recognition of certification,

especially in Europe

• to establish common standards for all stages of the

language testing process, i.e. test development, question

and materials writing, test administration, marking and

grading, reporting of test results, test analysis and

reporting of findings

• to collaborate on joint projects and in the exchange of

ideas and know-how.

Cambridge ESOL examinations fulfil the requirements of the

Code of Practice established by ALTE. This Code of Practice

focuses on the responsibilities of both examination providers

and examination users and covers four main areas:

• developing examinations

• interpreting examination results

• striving for fairness

• informing examination takers.

For more information on ALTE please visit www.ALTE.org

� Key features of Cambridge ESOL examinations

Cambridge ESOL undertakes:

• to assess language skills at a range of levels, each of

them having a clearly defined relevance to the needs of

language learners

• to assess skills which are directly relevant to the range

of uses for which learners will need the language they

Introduction to Cambridge
ESOL
� University of Cambridge ESOL Examinations

University of Cambridge ESOL Examinations (Cambridge ESOL)

provides an extensive range of examinations, certificates and

diplomas for learners and teachers of English, with a tradition

of language assessment dating back to 1913. Cambridge ESOL

is a part of the Cambridge Assessment group, which is a

department of the University of Cambridge and one of the

world’s largest educational assessment agencies.*

Cambridge ESOL examinations are designed for anyone whose

first language is not English. They are suitable for learners of

all nationalities, whatever their first language and cultural

background, and there are examinations suitable for learners

of almost any age. The range of Cambridge ESOL examinations

includes specialist examinations in Business English and

English for Academic Purposes, as well as examinations for

young learners and a suite of certificates and diplomas for

language teachers.

The examinations cover all four language skills – reading,

writing, listening and speaking. They include a range of tasks

which assess candidates’ ability to use English, so that in

preparing for the examinations, candidates develop the skills

they need to make practical use of the language in a variety of

contexts. Above all, what the Cambridge ESOL examinations

assess is the ability to communicate effectively in English.

Cambridge ESOL is committed to providing examinations of

the highest possible quality. This commitment is underpinned

by an extensive programme of research and evaluation, and by

continuous monitoring of the marking and grading of all

Cambridge ESOL examinations. Of particular importance is the

rigorous set of procedures which are used in the production

and pretesting of question papers.

� The Common European Framework of Reference for
Languages (CEFR)

Cambridge ESOL exams are linked to the Common European

Framework of Reference for Languages: Learning, teaching,

assessment, published by the Council of Europe (2001). In fact,

they are the only certificated exams referred to in the

Framework document as specifically linked to it by a long-

term research project.

Qualifications are plotted against six clearly defined levels.

This makes it easy for anyone involved in language teaching

and testing (learners, teachers, teacher trainers, etc.) to see the

level of different qualifications. It also means that employers

and educational institutions can easily compare qualifications

and see how they relate to exams they already know in their

own country.
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*Cambridge Assessment is the operating name for the University of

Cambridge Local Examinations Syndicate (UCLES). 

C2 Mastery

C1* Effective Operational Proficiency

B2* Vantage

B1 Threshold

A2 Waystage

A1 Breakthrough

Council of Europe

Common European Framework of Reference Levels
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have learned, and which cover the four language skills –

reading, writing, listening and speaking – as well as

knowledge of language structure and use

• to provide accurate and consistent assessment of each

language skill at the appropriate level

• to relate the examinations to the teaching curriculum in

such a way that they encourage positive learning

experiences, and to seek to achieve a positive impact

wherever possible

• to endeavour to be fair to all candidates, whatever their

national, ethnic and linguistic background, gender or

disability.

Cambridge ESOL examinations are designed around four

essential qualities: validity, reliability, impact and practicality.

Validity is normally taken to be the extent to which a test can

be shown to produce scores which are an accurate reflection

of the candidate’s true level of language skills. Reliability

concerns the extent to which test results are stable, consistent

and accurate, and therefore the extent to which they can be

depended on for making decisions about the candidate.

Impact concerns the effects, beneficial or otherwise, which an

examination has on the candidates and other users, whether

these are educational, social, economic or political, or various

combinations of these. Practicality can be defined as the

extent to which an examination is practicable in terms of the

resources needed to produce and administer it. All these

factors underpin the development and production of

Cambridge ESOL examinations.
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Introduction to ICFE
� The aims of ICFE

• to assess candidates’ ability to operate in English in an

international finance and accounting environment

• to allow candidates to demonstrate to employers their

ability to communicate in English with clients and

colleagues in the context of finance and accounting

• to allow candidates to demonstrate to educational and

training institutions their ability to follow a course of

study in finance and accountancy where a significant

portion of the instruction is in English

• to have a positive and beneficial impact on the content

and delivery of English language training courses for

finance and accounting professionals 

• to provide an examination to do this which is fair to all

candidates and which is delivered to international

standards

• to allow test users to compare candidates’ results with

other qualifications which are linked to the Common

European Framework of Reference.

� The content of ICFE

ICFE comprises four papers: the Test of Reading; the Test of

Writing; the Test of Listening and the Test of Speaking. Each test

is based on realistic texts, tasks and topics similar to those

finance and accounting professionals would expect to

encounter in their daily working lives.

The examination texts and topics are set in the context of

finance and accountancy. The following list is an illustration of

some of the topic areas featured in ICFE:

• Financial Reporting

• Company Financial Strategy

• Risk Assessment and Analysis

• Auditing

• Ethics and Professionalism

• Accounting Software Packages

• Assets and Company Valuations

• Budgetary Processes

• Corporate Governance

• Cost and Management Accounting

• Environmental and Sustainability Issues.

• Mergers and Acquisitions

• Taxation (non-jurisdiction specific)

• Raising Capital

• Insurance 

• Banking 

• Investment Banking

• Professional Practice

• The Stock Market

• Foreign Exchange and Currency

• Debt-Recovery and Credit Policy

• Bankruptcy and Insolvency

• Forensic Accounting

• Economic Conditions and Forecasts

• Pricing and Purchasing

Please note: this list is not exhaustive and is reviewed at regular

intervals to ensure ICFE is up to date and continues to meet the

needs of its target users.

� The level of ICFE

ICFE assesses English language ability used in the context of

finance and accounting at Council of Europe ‘Vantage’

Level (B2) and Council of Europe ‘Effective Operational

Proficiency’ Level (C1) for general language proficiency.

The ALTE ‘Can Do’ Project

The Association of Language Testers in Europe (ALTE) has

developed a framework which covers six levels of language

proficiency aligned to the Council of Europe Common

European Framework. Long-term research carried out by ALTE

has shown what language learners can typically do at each

level. The table below and on page 5 gives some examples of

typical ability in the work domain in each of the skill areas at

ICFE B2 and C1 levels.

� Varieties of English

Candidates’ responses to tasks in ICFE are acceptable in

varieties of English which would enable candidates to function

in the widest range of international contexts. Candidates are

expected to use a particular variety with some degree of

consistency in areas such as spelling, and not for example,

switch from using a British spelling of a word to an American

spelling of the same word in the same written response to a

given task.

ICFE texts are based on authentic source material from

English-speaking countries.

� ICFE candidature 

ICFE is suitable for students of finance and accountancy and

practising accountants and finance professionals.

This includes students who are:

• seeking employment in a finance and accounting

context, e.g. accounting firms, company departments,

and government agencies

• intending to study finance or accountancy where the

course includes significant English language content,

either in their own country or abroad

• seeking certification to demonstrate their English

language proficiency.

icfe  handbook | introduction to icfe



It includes practising accountants and finance professionals

who are:

• seeking new employment in an international context

• seeking promotion within their own organisations

• learning English as part of a training programme

• seeking certification to demonstrate their English

language proficiency in a finance or accounting context.

To pass ICFE, candidates need a level of English of at least B2

on the Council of Europe’s Common European Framework of

Reference for Languages.

ICFE candidates are expected to be familiar with some finance

and accountancy concepts and terminology.

� ICFE administration

ICFE is held each year in May and November in centres

worldwide. Candidates must enter through an authorised

centre. A list of centres is available online at

www.CambridgeESOL.org

� Grading and results 

Each paper is weighted to a total of 50 marks. The total mark

for the four ICFE papers is, therefore, 200, after weighting.

Results are reported as three passing grades (C1 Pass with

Merit, C1 Pass and B2 Pass) and two failing grades (Narrow Fail

and Fail). The percentage of marks needed to achieve each

grade may vary slightly from session to session depending on

the precise difficulty of the individual papers which make up

the particular examination. A candidate’s overall ICFE grade is

based on the total score gained by the candidate in all four

papers. It is not necessary to achieve a particular level in all

four components in order to pass the examination, as the final

mark on which the grade is awarded is based on the aggregate

score of all of the test components. Candidates who perform

poorly on one component can compensate by performing well

on the other components.

The overall grade boundaries are set according to the

following information:

• statistics on the overall candidate performance

• statistics on individual items, for those parts of the

examination for which this is appropriate (Reading and

Listening)

5icfe  handbook | introduction to icfe

Typical candidates at B2 level 

Listening and Speaking Reading and Writing

CAN ask for factual information and understand the answer. CAN understand the general meaning of non-routine correspondence.

CAN ask questions, for example for clarification, while following a lecture, CAN understand the general meaning of a report even if the topic is
talk or presentation. not predictable.

CAN express own opinion, and present arguments to a limited extent. CAN write a simple report of a factual nature and begin to evaluate, 
advise, etc.

CAN give a simple, prepared presentation on a familiar topic.
CAN write non-routine correspondence where this is restricted to 
matters of fact.

‘Can Do’ summary
Typical candidates at C1 level 

Listening and Speaking Reading and Writing

CAN follow discussion with only occasional need for clarification. CAN understand the general meaning of more complex reports.

CAN deal with unpredictable questions. CAN, within a reasonably short time, understand most reports that they
are likely to come across.

CAN argue their case effectively and specify needs precisely.
CAN, given enough time, write a report that communicates the desired 

CAN engage in an extended conversation with colleagues and clients on message.
matters within their authority/competence.

CAN write most correspondence he/she is likely to be required to do.
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• advice from senior marking personnel, based on the

performance of candidates and recommendations of

examiners, where this is relevant (Writing and Speaking)

• information on the candidature

• comparison with statistics from previous years’

examination performance and candidature, once these

are available.

Statements of Results are sent out to all candidates and

include a graphical display of the candidate’s performance in

each paper. These are shown against the scale Exceptional –

Good – Borderline – Weak, and indicate the candidate’s relative

performance in each paper.

� Notification of results

Statements of Results are issued through centres

approximately six weeks after the examination has been

taken. Certificates are issued about four weeks after the issue

of Statements of Results. Enquiries about results may be made

through Local Secretaries within a month of the issue of

Statements of Results.

� Special Circumstances

Special Circumstances covers three main areas: Special

Arrangements, Special Consideration and Malpractice.

• Special Arrangements:

These are available for candidates with a permanent or

long-term disability, such as a visual or hearing difficulty, or

a temporary difficulty such as a broken hand, or ear

infection affecting a candidate’s ability to hear clearly. They

may include extra time, separate accommodation or

equipment, Braille transcription, etc. Consult the

Cambridge ESOL Local Secretary in your area for more

details.

• Special Consideration:

Cambridge ESOL will give special consideration to

candidates affected by adverse circumstances immediately

before or during an examination. Special consideration can

be given where an application is sent through the centre

and is made within ten working days of the examination

date. Examples of acceptable reasons for giving special

consideration are in cases of illness or other unexpected

events.

• Malpractice:

Cambridge ESOL will consider cases where candidates are

suspected of copying, collusion or breaking the

examination regulations in some other way. Results may be

withheld because further investigation is needed or

because of infringement of regulations. Centres are notified

if a candidate’s results have been investigated.

ICFE support
� Past papers and examination reports

Cambridge ESOL publishes past examination papers, which

can be used for practice, and examination reports, which

provide a general view of how candidates performed overall

and on each paper and offer guidance on the preparation of

candidates. Details of how you can order past papers and

examination reports, and a downloadable order form, can be

obtained at www.CambridgeESOL.org/support

ICFE past examination papers will be available in due course.

The sample question papers included in this handbook have

been produced to reflect the format of the examination.

However, candidates are strongly advised not to concentrate

unduly on working through practice tests and examinations as

this will not by itself make them more proficient in the

different skills.

� Online support

Cambridge ESOL provides an online resource for teachers,

designed to help them understand ICFE better and to prepare

candidates more effectively.

The Teaching Resources website can be found at

www.CambridgeESOL.org/teaching resources or via

www.FinancialEnglishTest.org

� Seminars for teachers

Cambridge ESOL offers seminars designed to introduce

teachers, administrators, school directors, etc. to ICFE. Contact

your nearest centre for information. To find your nearest

centre, please visit www.CambridgeESOL.org

� Further information

Copies of the regulations and details of entry procedure,

current fees and further information about this and other

Cambridge examinations can be obtained from the Cambridge

ESOL centre in your area, or from the address on the back

cover of this handbook.

icfe  handbook | icfe  support
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GENERAL DESCRIPTION

Paper format The paper consists of a range

of finance-related texts and

accompanying tasks. A text

may consist of several short

pieces.

Timing I hour 15 minutes.

No. of parts There are six parts. Parts 1 to 3

test candidates’ knowledge

and control of the language

system. Parts 4 to 6 test

candidates’ understanding of

the meaning of written English

at word, phrase, sentence and

paragraph level.

No. of questions 54.

Task types Multiple-choice cloze, open

cloze, word formation,

multiple-matching, gapped

text and four-option multiple-

choice.

Task focuses These include semantic

precision, grammatical and

lexico-grammatical

knowledge, affixation and

compounds, awareness of text

structure, and understanding

gist, detail, opinion and

implication.

Text types These include extracts from

finance and accounting

textbooks and reference

books, articles from finance

and accounting journals,

extracts from company reports

and correspondence.

Length of texts The texts contain

approximately 2,500 words in

total.

Answer format Candidates indicate answers

by shading a box or writing a

word on a machine-readable

Answer Sheet.

Marks Questions 1–36 carry one

mark.

Questions 37–54 carry two

marks.

STRUCTURE AND TASKS

PART 1 

Task type Multiple-choice cloze.
and focus Lexical (e.g. semantic precision, collocations, fixed

phrases and linking words/phrases).

Format Two modified cloze texts each containing six gaps
and followed by six four-option multiple-choice
items.

No. of Qs 12.

PART 2 

Task type Open cloze.
and focus Grammatical and lexico-grammatical.

Format A modified cloze text containing twelve gaps.

No. of Qs 12.

PART 3

Task type Word formation.
and focus Lexical (affixation and compounding).

Format Two short texts, each containing six gaps.
Candidates must form an appropriate word to
complete each gap using the given base words.

No. of Qs 12.

PART 4 

Task type Multiple-matching.
and focus Reading for detail and gist.

Format A single text divided into four sections, or four
related short texts preceded by multiple-matching
questions.

No. of Qs 6.

PART 5 

Task type Gapped text.
and focus Cohesion, coherence, text structure, global

meaning.

Format A text from which sentences have been removed
and placed in jumbled order after the text.
Candidates must decide from where in the text
the sentences have been removed.

No. of Qs 6.

PART 6 

Task type Multiple-choice.
and focus Reading for detail, gist, opinion, implication and

referencing.

Format A text followed by four-option multiple-choice
questions.

No. of Qs 6.

1 TEST OF

READING



8

The six parts of the 
Test of Reading
� PART 1 – MULTIPLE-CHOICE CLOZE

In this part, there is an emphasis on vocabulary and linking
words/phrases.

� Sample task and marking key: pages 12, 13 and 18.

� Each correct answer in Part 1 receives 1 mark.

Part 1 requires candidates to choose a word or phrase from a

set of four (A, B, C, D) to fill a gap in a text. This involves

choosing the answer which has the right meaning and fits

both grammatically and within the text as a whole. This part

of the paper tests knowledge of aspects of vocabulary, such as

fixed phrases and collocations, shades of meaning, phrasal

verbs and linkers. There are two short texts, each containing

six items. The first text contains an example.

� PART 2 – OPEN CLOZE

In this part, there is an emphasis on structure.

� Sample task and marking key: pages 13 and 18.

� Each correct answer in Part 2 receives 1 mark.

Part 2 is an open modified cloze task, consisting of a text with

12 gaps, plus one example. Candidates have to fill each gap in

the text with one word only. This part focuses mainly on

awareness and control of structural items such as

conjunctions, prepositions, pronouns, auxiliaries, quantifiers,

etc. Answers must be grammatically correct at phrase and

sentence level, and also be appropriate to the meaning of the

whole text. There may be more than one word which is

acceptable for a gap, but candidates should supply one word

only.

� PART 3 – WORD FORMATION

In this part, there is an emphasis on vocabulary.

� Sample task and marking key: pages 14 and 18.

� Each correct answer in Part 3 receives 1 mark.

Part 3 is designed to test word formation through affixation

and compounding. Candidates are required to supply an

appropriate word, formed from a given base word, to fill a gap

in a text. There are two short texts, each containing six items.

The first text contains an example.

� PART 4 – MULTIPLE-MATCHING

This part tests the candidate’s general understanding of a text and
the ability to locate specific information within it.

� Sample task and marking key: pages 15 and 18.

� Each correct answer in Part 4 receives 2 marks.

Part 4 requires candidates to scan a text which is divided into

four sections, or four short texts. Candidates are required to

match questions with the relevant information from the text.

Some of the options will need to be used more than once.

The questions for the multiple-matching task appear before

the text to replicate a real-world situation where candidates

know their purpose in reading a text. There are six questions.

� PART 5 – GAPPED TEXT

This part tests the candidate’s understanding of how texts are
structured and the ability to follow the detailed meaning and
argument of a text.

� Sample task and marking key: pages 16 and 18.

� Each correct answer in Part 5 receives 2 marks.

Part 5 requires candidates to select the sentences which fit the

gaps in a text. In each case only one answer is correct. The

task consists of a single-page gapped text followed by the

options, including one extra sentence which does not fit in any

of the gaps.

Candidates need to read the gapped text first in order to gain

an overall idea of the structure and the meaning of the text,

and to note in particular the information and ideas that

appear before and after each gap. They should then decide

which sentence fits each gap. Each letter may be used once

only and there is one sentence which will not be used at all.

There are six questions.

� PART 6 – MULTIPLE-CHOICE

This part tests the candidate’s detailed understanding of a text,
including the opinions expressed in it.

� Sample task and marking key: pages 17 and 18.

� Each correct answer in Part 6 receives 2 marks.

Part 6 consists of a single-page text followed by multiple-

choice questions. Candidates need to read the text closely in

order to distinguish between, for example, apparently similar

viewpoints, outcomes, or reasons. The task may also contain a

question focusing on the meaning of a particular word or

phrase in the text, or on a reference word such as a pronoun.

icfe  handbook | 1: test of reading



The questions are presented in the same order as the

information in the text, and can be answered correctly only by

close reference to the text. Candidates should read each

question very carefully, as well as the four possible answers.

There are six questions.

Preparation

General
� Exposure to and engagement with a substantial range of

written English is good preparation for the Reading paper.

Students should be encouraged to read extensively in class

and outside the classroom. Classroom reading can include a

range of reading texts from authentic sources such as finance

textbooks, journals, web pages and, if possible, examples of

company reports and correspondence. Students should be

encouraged to interact fully with each text by focusing on pre-

reading questions. These stimulate interest in the topic dealt

with by the text and train students in prediction techniques.

The internet provides access to news and articles from the

financial press of various English-speaking countries, as well

as access to company websites which often include annual

company reports.

� Regular and effective use of a monolingual English

dictionary is important, not only to clarify the meaning of new

words but also to extend knowledge of collocations and fixed

phrases. However, students should also be aware of alternative

techniques for coping with unfamiliar vocabulary, such as

contextual clues.

� It is important that students are familiar with the standard

format of the Reading paper, the instructions on the front page

of the question paper, and the rubrics for each part of the test.

They should also be familiar with the technique of indicating

their answers on the separate Answer Sheet, so that they can

do this quickly and accurately. They will need to be shown

how to do this and to practise doing it in a timed exercise.

They need to think about the relative merits of transferring

their answers on to the Answer Sheet at the end of each task

or waiting until they have completed the whole paper. If they

find it difficult to complete the six parts in the time allowed, it

may be wiser to transfer answers after each part. Answers

must be marked by filling in lozenges on the Answer Sheet in

pencil.

� When students are familiar with the different task types, it

is a good idea for them to consider which part(s) take them

longer to complete. Following this, they should think of

possible timings for each task. Students may prefer to attempt

tasks which they find easier first. Students need to take into

account that each of the six parts is worth an equal number of

marks.

� Students should check the spelling of their answers to Parts

2 and 3, as incorrect spelling is penalised. They also need to

write clearly and in capital letters.

By part

� PART 1

� Students should be encouraged to read extensively from

appropriate sources in order to build up a wide vocabulary. In

doing so, they should pay attention to the shades of meaning

differentiating sets of similar words, collocation and

complementation.

� Any vocabulary-building activity working with lexis

relevant to financial English is likely to be useful in preparing

for this task.

� Students should be encouraged to spend time practising

linking words and phrases (which will also benefit their

writing skills).

� Students are advised to consider all the options carefully

before deciding on their answer. Several of the options may

appear possible, but only one will be semantically and

grammatically correct in that particular context.

� PART 2

� Some gaps can be filled by referring just to the immediate

phrase or sentence, but others will require understanding of

the paragraph or whole text. Where relevant, students should

be encouraged to try to circle the word or words in the text

that determine the answer.

� The kinds of words which are gapped may sometimes

correspond to the kinds of errors that students make, so

discussion of their writing may be useful.

� Students should keep in mind that only one word is

required for each answer. Answers of more than one word will

be marked wrong.

� Students should be reminded to use the context to help

them identify the missing part of speech, e.g. conjunction,

preposition, pronoun, auxiliary, quantifier, etc.

� PART 3

� Students need to understand the context of each gap in the

text to decide which part of speech (noun, verb, adjective or

adverb) is required.

� Sometimes a plural form or a specific part of a verb will be

required.

� Sometimes a negative prefix will be required. There is often

at least one word requiring a prefix (e.g. un-, im-, ir-, dis-, etc.)

in a Part 3 task, so students should be aware of these forms.

� Students should keep in mind that sometimes a compound

is tested. They may, for example, be required to produce

‘countersign’ from ‘sign’ or ‘blacklist’ from ‘list’. As a general

rule, the part which conveys most meaning in the context is

the word which is supplied.
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� PART 4

� Students should be encouraged to highlight key words in

the question, to help focus their reading.

� Students should be discouraged from selecting an answer

solely on the basis of matching a word in the question with a

word in the text, as careful reading is required to ensure an

accurate match in terms of meaning.

� Students will benefit from practice in paraphrasing, as the

wording of questions is likely to differ from that of the text.

� PART 5

� Students should be encouraged to read the text as a whole,

and not to focus on each gap separately. They need to

understand that an idea of the structure and the development

of the theme of the text is necessary before starting to do the

task. Students frequently make the wrong choices by selecting

options which fit the text before the gap, and neglecting to

check that the text after the gap follows on coherently.

� Part 5 requires an overt focus on cohesion and coherence to

which some students may not be accustomed; students need

plenty of practice in recognising a wide range of linguistic

devices which mark the logical and cohesive development of a

text, e.g. words and phrases indicating time; cause and effect;

contrasting arguments; pronouns; repetition and use of verb

tenses.

� Students should be alerted to the dangers of simply

matching options and sections of the text containing the same

words. The task is designed to test understanding of the

development of ideas, opinions and events rather than the

superficial recognition of individual words.

� It is useful for students to reassemble texts that have been

cut up, discussing why sentences do or do not fit together.

They may also benefit from altering the cohesion of texts to

make sentences fit together or prevent them from doing so.

� The cut and paste function of word processing packages

can be exploited in preparing for this task.

� PART 6

� Students should read the whole text before considering the

multiple-choice questions. As three of the four options are

incorrect, there is little point in trying to absorb them all

before tackling the text. Instead, students should be trained to

check each option in turn against the evidence of the text.

� Students should be encouraged to read each question itself

very carefully, as well as the four options. In the case of items

which take the form of an incomplete sentence, the completed

sentence created by matching it to an option must match

what is written in the text, and not just the option itself.

� As in the other parts of the test, it is important that

students avoid simply matching words in the text with words

in the question or option. Careful study of the questions and

text is very important.

� When working through the sample task it may be useful if

students try to answer the question in their own words and

then check their formulation against the options, rather than

reading the options first. It may also be useful to ask students

to underline the part of the text where they found the answer

and then justify it to the rest of the class, and even to identify

the information that the distractors are based on.
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e 
em

pl
oy

m
en

t m
ar

ke
t. 

 ‘A
 lo

t

of
 a

cc
ou

nt
an

ts
 a

sk
 u

s 
w

he
th

er
 th

ey
 s

ho
ul

d 
st

ud
y 

fo
r a

n 
M

B
A

,’ 
he

 b
eg

in
s.

  ‘
I w

ou
ld

 s
ay

 th
at

 a
 n

um
be

r o
f

th
em

 w
an

t t
o

go
 fo

r a
n 

M
BA

 to
 c

om
pe

ns
at

e 
fo

r s
om

e 
in

ad
eq

ua
cy

 th
ey

 p
er

ce
iv

e 
th

em
se

lv
es

 a
s 

ha
vi

ng
 in

th
e 

em
pl

oy
m

en
t 

m
ar

ke
t.’

  
Th

e 
in

ad
eq

ua
cy

 h
e 

is
 r

ef
er

rin
g 

to
 i

s 
th

e 
la

ck
 o

f 
a 

gr
ad

ua
te

 q
ua

lif
ic

at
io

n.
 

S
im

ps
on

 a
dm

its
 th

at
 a

n 
M

B
A

 d
oe

s 
ha

ve
 s

om
e 

va
lu

e,
 b

ut
 a

rg
ue

s 
th

at
 th

e 
st

at
us

 o
f t

he
 b

us
in

es
s 

sc
ho

ol
 is

m
uc

h 
m

or
e 

lik
el

y 
to

 g
et

 y
ou

 a
 jo

b 
th

an
 th

e 
M

B
A

 it
se

lf.
 

D
 

S
om

eo
ne

 w
ho

 h
as

 r
ec

en
tly

 c
om

pl
et

ed
 a

n 
M

B
A 

is
 M

ic
ha

el
 T

ay
lo

r, 
an

 i
nt

er
na

tio
na

l 
co

rp
or

at
e 

ta
x 

sp
ec

ia
lis

t. 
 T

ay
lo

r c
ho

se
 to

 s
tu

dy
 fo

r a
n 

M
B

A
 fo

r t
he

 s
ak

e 
of

 h
is

 o
w

n 
pe

rs
on

al
 d

ev
el

op
m

en
t. 

 A
lth

ou
gh

 h
e

w
as

 re
ce

nt
ly

 m
ad

e 
he

ad
 o

f h
is

 d
ep

ar
tm

en
t, 

he
 a

dm
its

 th
at

, i
n 

hi
s 

lin
e 

of
 w

or
k,

 a
n 

M
B

A
 w

ou
ld

 n
ot

 g
re

at
ly

en
ha

nc
e 

ca
re

er
 p

ro
gr

es
si

on
.  

Th
at

 s
ai

d,
 h

e 
st

re
ss

es
th

at
 h

is
 s

tu
di

es
 e

na
bl

e 
hi

m
 to

 e
m

pa
th

is
e 

w
ith

 h
is

 

cl
ie

nt
s 

an
d 

of
fe

r a
 b

et
te

r s
er

vi
ce

.  
‘I 

fe
el

 th
at

 ta
ki

ng
 a

n 
M

B
A

 p
re

ve
nt

s 
on

e 
fro

m
 ta

ki
ng

 to
o 

na
rr

ow
 a

 v
ie

w

of
 o

ne
’s

 p
ro

fe
ss

io
na

l 
du

tie
s.

  
H

av
in

g 
an

 M
B

A
 h

as
 a

llo
w

ed
 m

e 
to

 m
ov

e 
aw

ay
 f

ro
m

 j
us

t 
de

al
in

g 
w

ith
 

fig
ur

es
. 

 I
f 

I 
us

e 
fig

ur
es

 t
o 

ba
ck

 u
p 

w
ha

t 
I 

sa
y,

 t
he

n 
th

at
’s

 f
in

e;
 b

ut
 it

 d
oe

sn
’t 

m
at

te
r 

if 
I 

do
n’

t 
as

 t
he

qu
al

ita
tiv

e 
is

su
es

 m
ay

 w
el

l b
e 

m
or

e 
im

po
rta

nt
.’ 

ICFE Test of Reading
Part 4 (Questions 37–42)
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10
 

Pa
rt

 5
 

Q
ue

st
io

ns
 4

3 
– 

48
 

R
ea

d 
th

e 
fo

llo
w

in
g 

ar
tic

le
 o

n 
in

ve
st

ig
at

iv
e 

du
e 

di
lig

en
ce

 a
nd

 n
on

-fi
na

nc
ia

l r
is

k.
   

C
ho

os
e 

th
e 

be
st

 s
en

te
nc

e 
fro

m
 th

e 
op

po
si

te
 p

ag
e 

to
 fi

ll 
ea

ch
 o

f t
he

 g
ap

s.
   

Fo
r e

ac
h 

ga
p 

43
 –

 4
8,

 m
ar

k 
on

e 
le

tte
r (

A
 –

 H
) o

n 
yo

ur
 a

ns
w

er
 s

he
et

.  
 

D
o 

no
t u

se
 a

ny
 le

tte
r m

or
e 

th
an

 o
nc

e.
   

Th
er

e 
is

 o
ne

 e
xt

ra
 s

en
te

nc
e 

w
hi

ch
 y

ou
 d

o 
no

t n
ee

d 
to

 u
se

.  
 

Th
er

e 
is

 a
n 

ex
am

pl
e 

at
 th

e 
be

gi
nn

in
g 

(0
). 

IN
VE

ST
IG

A
TI

VE
 D

U
E 

D
IL

IG
EN

C
E 

A
N

D
 N

O
N

-F
IN

A
N

C
IA

L 
R

IS
K

 

R
ec

en
t p

ub
lic

 d
is

cl
os

ur
es

 o
f c

or
po

ra
te

 fr
au

d,
 u

ne
xp

ec
te

d 
co

m
pa

ny
 fa

ilu
re

 a
nd

 b
us

in
es

s 
m

al
pr

ac
tic

e 
an

d
co

rr
up

tio
n 

am
on

g 
w

el
l-k

no
w

n
m

ul
tin

at
io

na
l 

co
m

pa
ni

es
 h

ig
hl

ig
ht

th
e 

ne
ed

 f
or

tra
ns

pa
re

nc
y 

an
d

so
lid

un
de

rs
ta

nd
in

g 
of

 t
he

 m
aj

or
 r

is
k 

fr
om

 ‘
of

f 
ba

la
nc

e 
sh

ee
t’ 

is
su

es
. 

 (
0)

 .
..

..
..

..
..

...
.. 

. 
 T

hi
s 

is
es

pe
ci

al
ly

tru
e

in
ar

ea
s

w
he

re
re

lia
bl

e,
 a

cc
ur

at
e 

bu
si

ne
ss

 in
fo

rm
at

io
n 

is
 o

fte
n 

un
av

ai
la

bl
e 

an
d 

w
he

re
 a

 h
ea

vy
 

re
lia

nc
e 

is
 p

la
ce

d 
on

 p
er

so
na

l r
el

at
io

ns
hi

ps
 a

nd
 c

on
se

qu
en

tly
 o

n 
pe

rs
on

al
 in

te
gr

ity
. 

 M
an

ag
er

s 
ar

e 
un

de
r 

co
ns

id
er

ab
le

pr
es

su
re

 t
o

m
ov

e 
to

 e
m

er
gi

ng
 m

ar
ke

ts
 a

nd
 l

oc
at

io
ns

 w
he

re
 c

or
e 

co
st

s 
ca

n 
ap

pa
re

nt
ly

 b
e 

re
du

ce
d.

  
B

ut
 t

he
 e

vi
de

nc
e 

is
 t

ha
t, 

in
 m

an
y 

su
ch

 c
as

es
, 

ke
y 

de
ci

si
on

s 
ar

e 
m

ad
e 

ba
se

d 
on

 in
co

m
pl

et
e 

or
 

po
or

 q
ua

lit
y 

in
fo

rm
at

io
n,

 e
sp

ec
ia

lly
 a

s 
re

ga
rd

s 
pe

op
le

 a
nd

 p
ol

iti
cs

.
W

he
n 

co
m

pa
ni

es
ar

e
co

ns
id

er
in

g 
a 

po
ss

ib
le

bu
si

ne
ss

 p
ar

tn
er

, 
it 

is
 i

m
po

rta
nt

 t
ha

t 
th

ey
kn

ow
 a

nd
 

un
de

rs
ta

nd
 th

e
ris

ks
 in

vo
lv

ed
 a

nd
 h

ow
 to

el
im

in
at

e,
or

 a
t l

ea
st

 m
in

im
is

e 
th

em
.  

(4
3)

 ..
..

..
..

..
..

..
.. 

. 
 It

s 
sp

ec
ifi

c
go

al
s 

ar
e 

to
 u

nm
as

k 
m

is
re

pr
es

en
ta

tio
n,

 re
ve

al
 th

e 
un

di
sc

lo
se

d,
 c

la
rif

y 
w

ho
 y

ou
 a

re
 d

ea
lin

g 
w

ith
 a

nd
 a

ss
es

s 
as

so
ci

at
ed

 p
ol

iti
ca

l a
nd

 s
ec

ur
ity

 ri
sk

s.
C

om
m

on
 p

ro
bl

em
s 

th
at

 c
om

pa
ni

es
 fa

ce
 in

cl
ud

e 
be

in
g 

ov
er

ch
ar

ge
d 

fo
r r

aw
 m

at
er

ia
ls

, b
ill

in
g 

di
sc

re
pa

nc
ie

s,
un

au
th

or
is

ed
 d

is
po

sa
l o

f 
m

at
er

ia
ls

, 
fra

ud
ul

en
t 

st
af

f 
w

el
fa

re
 c

la
im

s 
an

d 
du

m
m

y 
em

pl
oy

ee
s,

hi
gh

tra
ns

ac
tio

n
co

st
s 

an
d 

ot
he

r 
co

rr
up

t p
ra

ct
ic

es
.  

(4
4)

 .
..

..
..

..
..

..
...

.
Th

e 
ke

y 
fo

cu
s 

m
us

t 
be

 t
he

 p
eo

pl
e 

an
d 

en
tit

ie
s

in
vo

lv
ed

 in
 a

ny
 p

ot
en

tia
l t

ra
ns

ac
tio

n 
or

 jo
in

t v
en

tu
re

:t
he

ir 
ba

ck
gr

ou
nd

, r
ep

ut
at

io
n,

 tr
ac

k 
re

co
rd

 a
nd

 li
tig

at
io

n
hi

st
or

y 
m

us
t b

e 
in

ve
st

ig
at

ed
.  

To
da

y
th

er
e 

ar
e 

m
an

y 
ne

w
 e

nt
re

pr
en

eu
rs

 w
ho

 h
av

e 
ex

ce
lle

nt
 q

ua
lif

ic
at

io
ns

, 
sk

ills
 a

nd
 c

on
ne

ct
io

ns
.  

(4
5)

 ..
..

..
..

..
..

...
. .

  
 

In
ve

st
ig

at
iv

e 
du

e 
di

lig
en

ce
 in

vo
lv

es
 th

e 
co

lle
ct

io
n,

 c
ol

la
tio

n 
an

d 
an

al
ys

is
 o

f i
nf

or
m

at
io

n 
fro

m
 a

 w
id

e 
va

rie
ty

 
of

 s
ou

rc
es

.
(4

6)
 .

..
..

..
..

..
..

..
. 

. 
 T

hi
s

re
se

ar
ch

sh
ou

ld
 b

e
su

pp
le

m
en

te
d

by
 i

n-
de

pt
h

an
d 

di
sc

re
et

 
in

ve
st

ig
at

iv
e 

fie
ld

 e
nq

ui
rie

s.
  T

he
 m

in
im

um
 th

at
 s

ho
ul

d 
be

 a
ch

ie
ve

d 
th

ro
ug

h 
th

is
 is

 a
 th

or
ou

gh
 u

nd
er

st
an

di
ng

of
 th

e 
ac

tu
al

 c
or

po
ra

te
 s

tru
ct

ur
e 

an
d 

th
e 

ba
ck

gr
ou

nd
 a

nd
 c

ur
re

nt
 a

ct
iv

iti
es

 o
f t

he
 p

ro
fe

ss
io

na
l m

an
ag

em
en

t, 
ke

y 
of

fic
er

s,
 s

ha
re

ho
ld

er
s 

an
d 

su
bs

id
ia

rie
s.

  
A

dd
iti

on
al

ly
, 

it 
w

ill
 b

rin
g 

to
 li

gh
t 

de
ta

ile
d 

in
fo

rm
at

io
n 

on
 t

he
ch

ar
ac

te
r, 

in
te

gr
ity

 a
nd

 
re

pu
ta

tio
n 

of
 k

ey
 i

nd
iv

id
ua

ls
, 

as
 w

el
l 

as
 t

he
 c

om
pa

ny
’s

 r
ep

ut
at

io
n 

w
ith

as
so

ci
at

es
 in

 th
e

sa
m

e 
in

du
st

ry
 a

nd
 it

s 
le

ve
l o

fp
ol

itic
al

su
pp

or
t.

(4
7)

 ..
..

..
..

..
..

..
.. 

. 
 O

th
er

 u
nd

is
cl

os
ed

 is
su

es
, 

su
ch

 a
s 

th
e 

us
e 

of
 ‘s

w
ea

ts
ho

p’
 la

bo
ur

 o
r s

ig
ni

fic
an

t e
nv

iro
nm

en
ta

l i
ss

ue
s 

th
at

 c
ou

ld
 le

ad
 to

 fu
tu

re
 lo

ss
es

or
 

di
ffi

cu
lti

es
 w

ith
 li

ce
ns

in
g 

or
 p

er
m

its
, s

ho
ul

d 
al

so
 e

m
er

ge
. 

O
fte

n 
th

es
e 

en
qu

iri
es

pr
ov

id
e 

a 
co

m
pl

et
el

y 
di

ffe
re

nt
 p

er
sp

ec
tiv

e 
fro

m
 th

ei
r 

co
nv

en
tio

na
l c

ou
nt

er
pa

rt.
  

O
ff

ba
la

nc
e 

sh
ee

t 
ris

k 
is

 m
an

ag
ea

bl
e 

if 
co

m
pa

ni
es

 a
re

 w
ill

in
g 

to
 a

do
pt

 a
 r

ob
us

t 
ap

pr
oa

ch
 t

o 
du

e
di

lig
en

ce
. 

 N
eg

at
iv

e 
fin

di
ng

s 
ne

ed
 n

ot
 b

e 
a 

de
al

 k
ille

r. 
 (

48
) 

..
...

..
..

..
..

..
. 

.
D

ue
 d

ili
ge

nc
e 

is
 p

ar
tic

ul
ar

ly
 

co
st

-e
ffe

ct
iv

e 
w

he
n 

un
de

rta
ke

n 
ea

rly
 o

n 
in

 t
he

 d
ea

l-m
ak

in
g 

pr
oc

es
s 

an
d 

no
t 

as
 a

n 
af

te
rth

ou
gh

t. 
 I

t 
w

ill
id

en
tif

y 
is

su
es

 t
o 

be
 a

dd
re

ss
ed

 b
ef

or
e 

co
m

m
itt

in
g 

to
 i

nv
es

tin
g 

co
ns

id
er

ab
le

 f
in

an
ci

al
 e

xp
en

di
tu

re
 a

nd
 

m
an

ag
em

en
t r

es
ou

rc
es

.

11
 

Tu
rn

 o
ve

r

Ex
am

pl
e:

 

A
B

 
C

 
D

E
F 

G
H

 
 

0 

A
 

To
 d

o 
th

is
, t

he
y 

ca
nn

ot
 ju

st
 re

ly
 o

n 
in

tro
du

ct
io

ns
 a

nd
 m

ee
tin

gs
 w

ith
 m

id
dl

em
en

, t
he

re
 h

as
 to

be
 a

 p
ro

ce
ss

 o
f i

nv
es

tig
at

iv
e 

du
e 

di
lig

en
ce

. 

B
 

S
uc

h 
in

fo
rm

at
io

n 
ca

n 
of

fe
r 

op
po

rtu
ni

tie
s 

fo
r 

m
or

e 
fa

vo
ur

ab
le

 t
er

m
s 

to
 b

e 
ne

go
tia

te
d 

an
d 

co
nt

ra
ct

s 
st

ru
ct

ur
ed

 to
 m

iti
ga

te
 th

e 
ris

ks
 id

en
tif

ie
d.

 

C
 

A
s 

a 
re

su
lt

of
 th

is
, i

t s
ho

ul
d 

be
 p

os
si

bl
e 

to
 id

en
tif

y 
an

y 
lia

bi
lit

ie
s 

w
hi

ch
 d

o 
no

t a
pp

ea
r o

n 
th

e
ba

la
nc

e 
sh

ee
t. 

D
 

To
 a

vo
id

 p
itf

al
ls

 s
uc

h 
as

 th
es

e,
 it

 is
 c

rit
ic

al
 th

at
 c

om
pa

ni
es

 e
xa

m
in

e 
m

or
e 

th
an

 s
pr

ea
ds

he
et

s 
an

d 
le

ga
l d

oc
um

en
ts

.  

E 
It 

fa
ils

 in
 it

s 
ai

m
 to

 id
en

tif
y 

bu
si

ne
ss

 a
nd

 p
ol

iti
ca

l r
is

ks
 th

at
 a

re
 n

ot
 v

is
ib

le
 o

r o
bv

io
us

. 

F 
H

ow
ev

er
, t

hi
s 

is
 n

ot
 tr

ue
 o

f a
ll 

of
 th

em
 a

nd
 th

e 
le

ss
on

 fr
om

 m
an

y 
fin

an
ci

al
 d

is
as

te
rs

 is
 th

at
 it

is
 v

ita
l t

o 
kn

ow
 th

e 
ge

nu
in

e 
pe

op
le

 in
 b

us
in

es
s.

G
 

It 
st

ar
ts

 w
ith

 e
xt

en
si

ve
 m

ul
til

in
gu

al
 d

at
a 

m
in

in
g 

of
 p

ub
lic

ly
 a

va
ila

bl
e 

m
at

er
ia

l 
– 

sp
ec

ia
lis

t
tra

de
 p

ub
lic

at
io

ns
, o

nl
in

e 
re

so
ur

ce
s,

 m
ed

ia
, p

ub
lic

 re
co

rd
s,

 a
nd

 c
or

po
ra

te
 fi

lin
gs

. 

H
 

S
uc

h 
hi

gh
 p

ro
fil

e 
ca

se
s 

m
ea

n 
th

at
 in

ve
st

or
s 

w
or

ld
w

id
e 

ar
e 

di
sc

ov
er

in
g 

th
e 

da
ng

er
 o

f r
el

yi
ng

 
so

le
ly

 o
n 

au
di

t r
ep

or
ts

 a
nd

 c
er

tif
ie

d 
st

at
em

en
ts

 in
 m

ak
in

g 
in

ve
st

m
en

t d
ec

is
io

ns
. 

ICFE Test of Reading
Part 5 (Questions 43–48)
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12
 

Pa
rt

 6
 

Q
ue

st
io

ns
 4

9 
– 

54

R
ea

d 
th

e 
fo

llo
w

in
g 

ex
tra

ct
 fr

om
 a

 te
xt

 a
bo

ut
 b

ud
ge

tin
g 

an
d 

th
e 

qu
es

tio
ns

 o
n 

th
e 

op
po

si
te

 p
ag

e.
   

Fo
r 

ea
ch

 q
ue

st
io

n 
49

 –
 5

4,
m

ar
k 

on
e 

le
tte

r 
(A

, B
, C

 o
r 

D
) 

on
 y

ou
r 

an
sw

er
 s

he
et

 fo
r 

th
e 

an
sw

er
 y

ou
ch

oo
se

. 

C
O

M
PA

N
Y 

B
U

D
G

ET
S 

M
os

t s
en

io
r e

xe
cu

tiv
es

 k
no

w
 th

at
 th

e 
co

m
pe

tit
iv

e 
ba

ttl
es

 a
he

ad
 w

ill
 in

vo
lv

e 
no

t o
nl

y 
en

su
rin

g 
th

at
 th

ei
r 

co
m

pa
ny

 g
et

s 
be

tte
r 

at
 w

ha
t i

t d
oe

s,
 b

ut
 is

 a
ls

o 
di

ffe
re

nt
 fr

om
 o

th
er

s.
  

To
 a

ch
ie

ve
 th

is
 th

ey
 n

ee
d 

ta
le

nt
ed

m
an

ag
er

s 
w

ho
 c

an
 p

ro
du

ce
 m

or
e 

im
ag

in
at

iv
e 

st
ra

te
gi

es
 f

or
 g

ro
w

th
 a

nd
 i

m
pr

ov
em

en
t, 

m
ak

e 
fa

st
er

de
ci

si
on

s,
 b

e 
m

or
e 

fle
xi

bl
e,

 b
e 

be
tte

r 
pr

ep
ar

ed
 t

o 
an

tic
ip

at
e 

th
re

at
s 

an
d 

op
po

rtu
ni

tie
s,

 a
nd

 w
ho

 c
an

co
ns

is
te

nt
ly

 im
pr

ov
e 

qu
al

ity
 a

nd
 c

us
to

m
er

 s
at

is
fa

ct
io

n.
  

To
 th

is
 li

st
 y

ou
 c

an
 a

dd
 a

ny
 n

um
be

r 
of

 o
th

er
 k

ey
co

m
pe

tit
iv

e 
is

su
es

 th
at

 a
re

 b
ec

om
in

g 
m

or
e 

im
po

rta
nt

 a
s 

th
e 

se
rv

ic
e 

ec
on

om
y 

ga
th

er
s 

sp
ee

d.

B
ut

 e
xe

cu
tiv

es
 a

ls
o 

kn
ow

 th
at

 n
on

e 
of

 th
es

e 
as

pi
ra

tio
ns

 a
re

 a
tta

in
ab

le
 w

ith
ou

t c
ha

ng
in

g 
th

e 
w

ay
 th

e 
bu

si
ne

ss
 i

s 
ru

n.
  

W
hi

le
 m

os
t 

co
m

pa
ni

es
 h

av
e 

tri
ed

 t
o 

ad
dr

es
s 

th
es

e 
is

su
es

by
 r

ed
uc

in
g

m
an

ag
em

en
t 

la
ye

rs
 a

nd
 fo

cu
si

ng
 o

n 
th

e 
cu

st
om

er
, f

ew
 h

av
e 

be
en

 s
uc

ce
ss

fu
l. 

 O
ne

 o
f t

he
 re

as
on

s 
is

 th
e 

in
ab

ilit
y 

to
 s

hi
ft 

th
e 

m
an

ag
em

en
t 

ph
ilo

so
ph

y 
fro

m
 o

ne
 o

f 
to

p-
do

w
n 

co
nt

ro
l 

to
 b

ot
to

m
-u

p 
em

po
w

er
m

en
t. 

 I
t 

is
 b

ec
au

se
bu

dg
et

s 
ar

e 
m

os
t c

om
m

on
ly

 u
se

d 
by

 o
rg

an
is

at
io

ns
 t

o 
ex

er
ci

se
 c

on
tro

l t
ha

t 
th

ey
 a

re
 a

t 
th

e 
ce

nt
re

 o
f 

th
is

th
or

ny
 is

su
e.

B
ud

ge
ts

 a
re

, i
n 

ef
fe

ct
, b

ar
rie

rs
 to

 c
ha

ng
e 

an
d 

fa
il 

to
 d

o 
w

el
l w

ha
t m

os
t m

an
ag

er
s 

th
in

k 
th

ey
 d

o 
w

el
l –

 
th

at
 i

s,
 p

ro
vi

de
 o

rd
er

 a
nd

 c
on

tro
l. 

 T
he

y 
ar

e 
ba

rr
ie

rs
 f

or
 m

an
y 

re
as

on
s.

  
Fi

rs
tly

, 
th

ey
 r

ei
nf

or
ce

 t
he

 
co

m
m

an
d-

an
d-

co
nt

ro
l m

an
ag

em
en

t m
od

el
 a

nd
 th

us
 u

nd
er

m
in

e 
at

te
m

pt
s 

at
 o

rg
an

is
at

io
na

l c
ha

ng
e,

 s
uc

h 
as

de
le

ga
tio

n 
an

d 
em

po
w

er
m

en
t. 

 In
 a

dd
iti

on
, t

he
y 

te
nd

 to
 s

et
 a

 c
ei

lin
g 

on
 g

ro
w

th
 p

ot
en

tia
l a

nd
 a

 fl
oo

r f
or

 c
os

t
re

du
ct

io
ns

, 
th

us
 s

tif
lin

g 
re

al
 i

m
pr

ov
em

en
t 

br
ea

kt
hr

ou
gh

s.
  

S
tro

ng
 b

ra
nd

s,
 s

ki
lle

d 
pe

op
le

, 
ex

ce
lle

nt
 

m
an

ag
em

en
t 

pr
oc

es
se

s,
 

st
ro

ng
 

le
ad

er
sh

ip
, 

an
d 

lo
ya

l 
cu

st
om

er
s 

ar
e 

as
se

ts
 

th
at

 
ar

e 
ou

ts
id

e 
th

e
m

ea
su

re
m

en
t o

rb
it 

of
 th

e 
ac

co
un

tin
g 

sy
st

em
.  

B
ud

ge
ts

 a
re

 ty
pi

ca
lly

 e
xt

ra
po

la
tio

ns
 o

f e
xi

st
in

g 
tre

nd
s,

 w
ith

lit
tle

 a
tte

nt
io

n 
be

in
g 

pa
id

 t
o 

an
tic

ip
at

or
y 

m
od

el
s.

  
W

ha
t 

is
 m

or
e,

 t
he

y 
ac

t 
as

 b
ar

rie
rs

 t
o 

ex
pl

oi
tin

g 
co

-
op

er
at

io
n 

ac
ro

ss
 th

e 
bu

si
ne

ss
 u

ni
ts

. 

If 
as

ke
d 

w
hy

 w
e 

us
e 

bu
dg

et
s,

 m
os

t 
m

an
ag

er
s 

w
ou

ld
 p

ro
ba

bl
y 

an
sw

er
, 

‘to
 s

et
 t

ar
ge

ts
 a

nd
 c

on
tro

l 
bu

si
ne

ss
 o

pe
ra

tio
ns

’. 
 B

ut
 b

ud
ge

ts
 e

vo
lv

ed
 in

 th
e 

19
20

s 
to

 h
el

p 
gr

ow
in

g 
bu

si
ne

ss
es

 m
an

ag
e 

th
ei

r 
ca

pi
ta

l
re

so
ur

ce
s 

an
d 

pl
an

 t
he

ir 
ca

sh
 r

eq
ui

re
m

en
ts

. 
 I

t 
w

as
 n

ot
 u

nt
il 

th
e 

19
60

s 
th

at
 b

ud
ge

ts
 w

er
e 

us
ed

 t
o 

se
t 

ta
rg

et
s,

 c
on

tro
l o

pe
ra

tio
ns

 a
nd

 e
va

lu
at

e 
m

an
ag

er
ia

l p
er

fo
rm

an
ce

. 
 W

hi
le

 p
la

nn
in

g 
re

m
ai

ns
 a

n 
im

po
rta

nt
pa

rt 
of

 t
he

 m
an

ag
em

en
t 

pr
oc

es
s,

 it
 is

 w
id

el
y 

be
lie

ve
d 

th
at

 s
et

tin
g 

ta
rg

et
s 

an
d 

co
nt

ro
llin

g 
an

d 
ev

al
ua

tin
g

pe
rfo

rm
an

ce
 u

si
ng

 b
ud

ge
ts

 i
s 

fu
nd

am
en

ta
lly

 f
la

w
ed

 b
ec

au
se

 i
t 

di
re

ct
s 

m
an

ag
er

ia
l 

be
ha

vi
ou

r 
to

w
ar

ds
 

ac
hi

ev
in

g 
pr

ed
et

er
m

in
ed

 fi
na

nc
ia

l t
ar

ge
ts

 ra
th

er
 th

an
 h

ar
ne

ss
in

g 
th

e 
en

er
gy

 o
f p

eo
pl

e 
at

 a
ll 

le
ve

ls
 to

w
ar

ds
 

co
nt

in
uo

us
ly

 im
pr

ov
in

g 
co

m
pe

tit
iv

e 
st

ra
te

gi
es

 a
nd

 c
us

to
m

er
-o

rie
nt

ed
 p

ro
ce

ss
es

. 

S
o,

 if
 e

xi
st

in
g 

bu
dg

et
in

g 
sy

st
em

s 
ha

ve
 s

uc
h 

cr
uc

ia
l w

ea
kn

es
se

s,
 w

hy
 d

o 
w

e 
st

ill 
re

ly
 o

n 
th

em
? 

 In
 fa

ct
, 

ac
co

un
ta

nt
s 

ha
ve

 t
rie

d 
to

 im
pr

ov
e 

th
em

. 
 Z

er
o-

ba
se

d 
bu

dg
et

in
g 

an
d 

ac
tiv

ity
-b

as
ed

 b
ud

ge
tin

g 
re

pr
es

en
t

va
lia

nt
 e

ffo
rts

 t
o 

up
da

te
 t

he
 p

ro
ce

ss
, 

bu
t 

th
ey

 t
en

d
to

 b
e 

co
m

pl
ex

 p
ro

je
ct

-d
riv

en
 a

pp
ro

ac
he

s 
th

at
 f

ai
l t

o
ev

ol
ve

 in
to

 s
ta

nd
ar

d 
m

an
ag

em
en

t p
ra

ct
ic

es
.  

B
as

ic
al

ly
, t

ho
ug

h,
 b

ud
ge

tin
g 

ha
s 

no
t c

ha
ng

ed
 b

ec
au

se
 it

 is
 a

pa
rt 

of
 u

nc
ha

lle
ng

ed
 t

ra
di

tio
n.

  
S

om
e 

co
m

pa
ni

es
 a

re
 r

e-
en

gi
ne

er
in

g 
th

ei
r 

bu
dg

et
in

g 
pr

oc
es

se
s 

to
 m

ak
e

th
em

 fa
st

er
 a

nd
 c

he
ap

er
, b

ut
 s

uc
h 

an
 a

pp
ro

ac
h 

fa
ils

 th
e 

te
st

, a
s 

it 
le

av
es

 th
e 

be
ha

vi
ou

ra
l w

ea
kn

es
se

s 
in

 
pl

ac
e.

 

W
ha

t d
oe

s 
al

l t
hi

s 
m

ea
n 

fo
r t

he
 ro

le
 o

f m
an

ag
em

en
t a

cc
ou

nt
an

ts
? 

 M
an

y 
ac

co
un

ta
nt

s 
no

w
 a

cc
ep

t t
ha

t
se

tti
ng

 f
ix

ed
 f

in
an

ci
al

 t
ar

ge
ts

 a
nd

 m
ea

su
rin

g 
pe

rfo
rm

an
ce

 a
ga

in
st

 t
he

m
 m

ak
es

 l
itt

le
 s

en
se

 w
he

n 
th

e
co

m
pe

tit
iv

e 
en

vi
ro

nm
en

t i
s 

su
bj

ec
t t

o 
co

nt
in

uo
us

 c
ha

ng
e.

  P
la

ns
 a

nd
 s

tra
te

gi
es

ne
ed

 to
 u

nf
ol

d 
co

nt
in

uo
us

ly
 

as
 n

ew
 k

no
w

le
dg

e 
em

er
ge

s.
  

A
bo

ve
 a

ll,
 m

an
ag

em
en

t 
ac

co
un

ta
nc

y 
sh

ou
ld

 b
e 

co
nc

er
ne

d 
w

ith
 t

he
 f

ut
ur

e 
an

d 
en

su
rin

g 
th

at
 th

e 
rig

ht
 q

ue
st

io
ns

 a
re

 a
sk

ed
 a

nd
 th

e 
rig

ht
 d

ec
is

io
ns

 a
re

 ta
ke

n 
th

at
 a

dd
 m

ax
im

um
 lo

ng
-

te
rm

 v
al

ue
.  

It 
is

 h
ar

d,
 th

ou
gh

, t
o 

se
e 

ho
w

 th
es

e 
ch

an
ge

s 
ca

n 
be

 m
an

ag
ed

 s
uc

ce
ss

fu
lly

 w
hi

le
 le

av
in

g 
th

e
cu

rre
nt

 b
ud

ge
tin

g 
sy

st
em

 in
 p

la
ce

. 
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Tu
rn

 o
ve

r

49
 

 
To

 d
ea

l w
ith

 th
e 

co
m

pe
tit

io
n 

th
ey

 a
re

 li
ke

ly
 to

 m
ee

t i
n 

th
e 

fu
tu

re
, c

om
pa

ni
es

 s
ho

ul
d 

lo
ok

 
fo

r m
an

ag
er

s 
w

ho
 w

ill
 

 
A

re
co

gn
is

e 
an

d 
re

w
ar

d 
ta

le
nt

ed
 p

eo
pl

e.
 

 
B

br
in

g 
co

ns
id

er
ab

le
 e

xp
er

ie
nc

e 
to
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e 

jo
b.

 
 

C
 

re
sp

on
d 

im
m

ed
ia

te
ly

 to
 fi

na
nc

ia
l d

iff
ic

ul
tie

s.
 

 
D

ta
ke

 a
 c

re
at

iv
e 

ap
pr

oa
ch

 to
 d

ev
el

op
in

g 
th

e 
bu

si
ne

ss
. 

50
 

 
A

cc
or

di
ng

 to
 th

e 
se

co
nd

 p
ar

ag
ra

ph
, w

hy
 h

av
e 

co
m

pa
ni

es
 fa

ile
d 

in
 th

ei
r r

es
po

ns
e 

to
 k

ey
 

co
m

pe
tit

iv
e 

is
su

es
? 

 
A

A
ut

ho
rit

y 
fo

r d
ec

is
io

n-
m

ak
in

g 
is

 to
o 

re
st

ric
te

d.
 

 
B

C
us

to
m

er
 n

ee
ds
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re

 n
ot

 g
iv

en
 s

uf
fic

ie
nt

 p
rio

rit
y.

 
 

C
 

Th
er

e 
ar

e 
to

o 
m

an
y 

la
ye

rs
 o

f m
an

ag
em

en
t. 

 
D

B
ud

ge
ts

 a
re

 n
ot

 a
de

qu
at

el
y 

m
on

ito
re

d.
 

51
 

 
O

ne
  p

ro
bl

em
 re

su
lti

ng
 fr

om
 th

e 
w

ay
 b

ud
ge

ts
 a

re
 u

su
al

ly
 s

et
 is

 th
at

 

 
A

th
ey

 g
iv

e 
to

o 
op

tim
is

tic
 a

 v
ie

w
 o

f a
 c

om
pa

ny
’s

 g
ro

w
th

 p
ot

en
tia

l. 
 

B
th

ey
 a

llo
w

 s
ta

ff 
to

 a
vo

id
 ta

ki
ng

 re
sp

on
si

bi
lit

y 
fo

r t
he

ir 
de

ci
si

on
s.

 
 

C
 

th
ey

 te
nd

 to
 p

ro
du

ce
 to

o 
m

an
y 

ta
rg

et
s 

fo
r t

he
 w

or
kf

or
ce

 to
 m

ee
t. 

 
D

th
ey

 li
m

it 
in

no
va

tiv
e 

be
ha

vi
ou

r b
ec

au
se

 th
ey

 fo
cu

s 
on

 p
as

t e
xp

er
ie

nc
e.

 

52
 

 
A

cc
or

di
ng

 to
 th

e 
w

rit
er

, c
ha

ng
es

 in
 th

e 
us

e 
of

 b
ud

ge
ts

 s
in

ce
 th

e 
19

60
s 

ha
ve

 p
re

ve
nt

ed
m

an
ag

er
s 

fro
m

 

 
A

gi
vi

ng
 e

no
ug

h 
tim

e 
to

 p
la

nn
in

g.
 

 
B

co
nc

en
tra

tin
g 

on
 m

ot
iv

at
in

g 
th

e 
w

or
kf

or
ce

. 
 

C
 

w
or

ki
ng

 o
ut

 re
al

is
tic

 ta
rg

et
s.

 
 

D
as

se
ss

in
g 

th
e 

co
m

pe
te

nc
e 

of
 th

ei
r e

m
pl

oy
ee

s.
 

53
 

 
A

cc
or

di
ng

 to
 th

e 
w

rit
er

, w
hy

 h
av

e 
ne

w
 b

ud
ge

tin
g 

sy
st

em
s 

no
t b

ee
n 

w
id

el
y 

ad
op

te
d?

 

 
A

Tr
ad

iti
on

al
 s

ys
te

m
s 

ar
e 

re
la

tiv
el

y 
ea

sy
 to

 o
pe

ra
te

. 
 

B
N

ew
 s

ys
te

m
s 

ha
ve

 p
ro

ve
d 

sl
ow

 a
nd

 e
xp

en
si

ve
. 

 
C

 
Tr

ad
iti

on
al

 s
ys

te
m

s 
ar

e 
pa

rt 
of

 a
cc

ep
te

d 
pr

ac
tic

e.
 

 
D

N
ew

 s
ys

te
m

s 
ha

ve
 p

ro
ve

d 
un

po
pu

la
r w

ith
 m

an
ag

er
s.

 

54
 

 
A

cc
or

di
ng

 to
 th

e 
fin

al
 p

ar
ag

ra
ph

, m
an

y 
m

an
ag

em
en

t a
cc

ou
nt

an
ts

 n
ow

 b
el

ie
ve

 th
at

 

 
A

co
m

pa
ni

es
 s

ho
ul

d 
be

 p
re

pa
re

d 
to

 m
od

ify
 th

ei
r s

tra
te

gi
es

. 
 

B
bu

dg
et

in
g 

sh
ou

ld
 n

ot
 in

flu
en

ce
 m

an
ag

em
en

t d
ec

is
io

ns
. 

 
C

 
to

o 
m

an
y 

co
m

pa
ny

 d
ec

is
io

ns
 a

re
 ta

ke
n 

w
ith

 a
 s

ho
rt-

te
rm

 v
ie

w
. 

 
D

ta
rg

et
s 

sh
ou

ld
 re

fle
ct

 re
ce

nt
 tr

en
ds

 in
 a

n 
in

du
st

ry
 s

ec
to

r. 
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The two parts of the 
Test of Writing

� Part 1 of the Test of Writing carries 40% of the total

marks available and Part 2 carries 60% of the total

marks available.

� Expected word length

Candidates are asked to write 120–180 words for Part 1 and

200–250 words for Part 2. A response with significantly fewer

words is likely to mean that the task has not been completed,

whereas over-long pieces of writing may involve irrelevance or

have a negative effect on the target reader. If this is the case,

over-length or under-length answers will be penalised.

� Irrelevance

The examiners’ first priority is to give credit for the

candidates’ efforts at communication, but candidates are

penalised for content irrelevant to the task set, as in the real

world this would have a negative impact on the target reader

and would interfere with successful communication.

GENERAL DESCRIPTION

Paper format The paper consists of two

finance-related tasks

written in response to

stimuli provided and for a

given purpose and target

reader.

Timing 1 hour 15 minutes.

No. of parts There are two parts.

No. of questions Two (both are compulsory).

Task types Candidates are required to

write a letter and a report.

Task focuses The focus varies slightly

across the two parts but, in

both, candidates are

required to cover all the

content points. In Part 1,

the focus is on concise

expression, accuracy of

language, organisation of

content and appropriacy.

Range of vocabulary and

structure will be defined by

the task. In Part 2,

candidates have more

scope to display their

linguistic competence as

there is more flexibility in

content than in Part 1. The

focus is on range of

vocabulary and structure

and grammatical accuracy.

Answer format Candidates write their

answers on the question

paper.

Marks Part 1 carries 40% of the

total marks available and

Part 2 carries 60% of the

total marks available.

STRUCTURE AND TASKS

PART 1 

Task type A letter.
and focus Explaining, refuting, presenting and developing

arguments, suggesting, etc.

Format Candidates are required to produce a letter based on
a rubric, input letter and five content points.

No. of tasks One compulsory task.
and length 120–180 words.

PART 2 

Task type A report.
and focus Presenting and developing arguments, expressing

and supporting opinions, evaluating ideas,
describing, summarising, recommending,
persuading, explaining, etc.

Format Candidates are required to produce a report based on
a rubric, including four content points.

No. of tasks One compulsory task.
and length 200–250 words.

2 TESTOF

WRITING
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� PART 1

This part tests the candidate’s ability to produce a letter in response
to an input text.

� Sample task and scripts: pages 23, 26 and 27.

� Task type and focus

A letter. The range of functions in the task may include

evaluating, expressing opinions, hypothesising, justifying,

persuading, prioritising, summarising, comparing and

contrasting as well as advising, apologising, correcting,

describing, explaining, recommending and suggesting. The

usual conventions of letter writing, specifically opening

salutation, paragraphing and closing phrasing, are required

but inclusion of postal addresses is not necessary. Candidates

who do include addresses will not be penalised.

� Task format

Candidates need to base their answer on the input material.

This input is made up of a letter and accompanying notes, a

number of which will require the candidate to address

finance-related issues relevant to the context of the task. It is

very important that candidates cover the function(s) specified

in the rubric so that the target reader is fully informed.

Candidates should read all of the input material carefully and

also need to adopt an appropriate style, layout and register for

the task: the overall aim of the task being to have a positive

effect on the target reader. Listing information in simple

sentences is not enough: organisation and cohesion, clear

layout, balance, appropriate register, control and accuracy of

language are all important features of task achievement.

Evidence of range of language is also required, which means

building on key words from the input rather than lifting whole

segments. Part 1 tasks offer candidates the opportunity to

expand on the information given and this enables them to

demonstrate their range of language.

� PART 2

This part tests the candidate’s ability to produce a report in response
to input.

� Sample task and scripts: pages 24, 27, 28 and 29.

� Task type and focus

A report. The range of functions in the task may include

presenting and developing arguments, expressing and

supporting opinions, evaluating ideas, describing,

summarising, recommending, persuading, explaining, etc.

� Task format

The reading input for this task is less than the input for Part 1.

The Writing task in Part 2 has a context, a purpose for writing

and a target reader specified. Attention to every element in the

rubric is essential for effective task achievement and

candidates will be expected to develop finance-related topics

and discuss finance-related issues in their answers.

Preparation

General
� When students are preparing for the examination, it is

important that they are familiar with the paper and the range

of task types. Students need to be aware of the particular

features of each task type and the appropriate style and tone.

An inappropriate style is not specifically penalised but may

mean that the overall impression mark is adjusted.

� Students need to be aware of the importance of reading the

questions carefully, underlining the most important parts. They

then need to plan an answer which addresses all the points

required by the task. This will help them balance their answers

in order that they can demonstrate a range of language.

� The time allowed for the Writing paper (1 hour 15 minutes)

is designed to be sufficient for students to make brief plans

and then write their two answers as clearly as possible. They

should not worry if they make mistakes but they should make

clear corrections so that the examiner can follow and mark

what they have written.

� Students need practice in writing tasks at this level in their

own handwriting within the word limit so that they will be

aware of when they have written up to the limit.

� Students need to think carefully about who the target

reader is for each task and try to write in an appropriate style

and tone. Is the target reader, for example, a client, a colleague

or someone in a position of authority? Do they need to present

difficult information politely (as in a complaint) or are they

trying to persuade somebody to do something? The balance

between the function(s) required by the task and the

relationship with the target reader is important.

� When planning their writing, it is important that students

use effective paragraphing. They should also be encouraged to

develop each of the required points in a separate paragraph.

Headings in the Part 2 report also often make the text easier

for the target reader to follow.

� Using a variety of linking words is important, as is ensuring

that the flow of ideas in the writing is logical and easy for the

reader to follow. At Levels B2 and C1, it is particularly

important that students can demonstrate an overall cohesion

to the whole task at text level as well as at sentence level.

� Students should be encouraged to use a range of complex

language. If, in doing so, they make mistakes, the examiner

will always give credit for the complex language attempted as

long as the mistakes do not impede communication. Students

will need practice in developing points as fully as possible in

order to demonstrate a range of language and in using a

variety of vocabulary by, for example, appropriate use of

synonyms. Credit will also be given for the appropriate use of

finance and accounting terminology.

� Errors which do not impede communication may,

nonetheless, affect the overall impact of the message and

students need regular practice in checking their work for
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language which has been obviously lifted from the question.

Students should therefore practise using their own words

when incorporating information from the input.

� The task is made up of an input letter with notes. Students,

therefore, need practice in reformulating the language used in

note forms into full sentences, paying particular attention to

verb tenses and use of definite/indefinite articles. They also

need to ensure that they address each of the five points made

in the notes.

� PART 2

� Part 2 questions have four content points to address.

Students need not only to address all four points but also to

consider the balance of their answers. The points do not

necessarily require equal amounts of writing and it is

important when reading the question to notice whether, for

example, the question asks for a brief consideration of

something.

� It is important that students do not reproduce a task that

they have done in class on a similar topic as such answers

rarely address the task set. It is essential that they address the

points in the rubric and do not simply write 250 words on the

topic.
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errors and inaccuracies. Students should be encouraged to

make systematic checks of their work – verb tenses or

singular/plural agreements, for example.

� Students should be aware of the importance of spelling and

punctuation. Although spelling errors and faulty punctuation

are not specifically penalised, they can sometimes impede

communication. If so, the overall impression mark may be

adjusted. American usage and spelling are as valid as British

usage and spelling.

� Part 2 on the Test of Writing carries more marks than Part 1,

so students should practise planning the time they spend on

each question carefully.

By part

� PART 1

� Students need to read the opening paragraphs and

instructions and to think carefully about their role and the

purpose of the task, whom they are writing to and why and

what they are trying to achieve in the task.

� Students can use key words from the question but should

not lift whole segments of the input. No credit is given for

ICFE Test of Writing
2006 Sample Paper
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Assessment
Candidates’ answers are assessed with reference to two mark

schemes: one based on the examiner’s overall impression (the

General Mark Scheme), the other on the requirements of the

particular task (the Task-Specific Mark Scheme). The General

Mark Scheme summarises the content, organisation and

cohesion, range of structures and vocabulary, register and

format, and target reader indicated in the task. The Task-

Specific Mark Scheme focuses on criteria specific to each

particular task.

Examples of candidate responses can be found on

pages 26–29.

Candidates are penalised for dealing inadequately with the

requirements of the Task-Specific Mark Scheme. The accuracy

of language, including spelling and punctuation, is assessed

on the General Mark Scheme for all tasks.

� Marking

A mark is awarded to each piece of writing.

A panel of expert examiners is divided into small teams, each

with a very experienced examiner as Team Leader. A Principal

Examiner guides and monitors the marking process.

Examiners discuss the Task-Specific and General Mark

Schemes and refer to them regularly while they are working.

During marking, each examiner is allocated scripts chosen at

random from the whole entry in order to ensure that there is

no concentration of good or weak scripts or of one large centre

of one country in the allocation of any one examiner.

The ICFE General Mark Scheme is interpreted at Council of

Europe Levels B2 and C1.

A summary of the General Mark Scheme is given on this page.

Examiners, who are co-ordinated prior to each examination

session, work with a more detailed version, which is subject to

updating.

� Spelling and punctuation

These are important aspects of accuracy and are always taken

into account. American spelling is equally valid, but there

should be consistency in usage.

� Handwriting

If handwriting interferes with communication without

preventing it, the candidate will be penalised. Totally illegible

scripts receive Band 0.

� Irrelevance

The examiners’ first priority is to give credit for the

candidates’ efforts at communication, but candidates are

penalised for content irrelevant to the task set.

BAND

5

There is good realisation of the task set and the main ideas are

relevant and developed. Ideas are logically organised and a good

range of vocabulary and structures is used accurately. Register is,

on the whole, appropriate. There would be a positive effect on

the target reader.

BAND

4

There is reasonable realisation of the task set and the main ideas

are relevant with some development. Ideas are generally

logically organised and a reasonable range of vocabulary is used.

There may, however, be some non-impeding errors in spelling

and/or word formation. Register is reasonably appropriate.

Simple and complex structures are used but flexibility may be

limited. It would achieve the desired effect on the target reader.

BAND

3

There is an adequate realisation of the task set and the main

ideas are relevant but some may lack clarity. Ideas are generally

logically organised and an adequate range of vocabulary is used

but word choice may lack precision in places. There is an

adequate range of structures used, although errors in grammar

occur and may cause difficulty for the reader. Register may be

inconsistent/inappropriate. It would, on the whole, achieve the

desired effect on the target reader.

BAND

2

The task is not adequately addressed and, while there is

evidence of organisation, it is not wholly logical. The range of

vocabulary is limited but minimally adequate for the task. The

range of structures is limited and at times repetitive. Register is

often inconsistent/inappropriate. There would be a negative

effect on the target reader.

BAND

1

The attempt at the task is poor and ideas are not organised

coherently. The range of vocabulary is inadequate for or

unrelated to the task and the range of structures is very limited.

Register is inappropriate for task. There would be a very negative

effect on the target reader. 

BAND

0

The attempt achieves nothing and there is too little language for

assessment or it is totally irrelevant or totally illegible.

BAND

6

The task set is fully realised and the ideas are relevant and well

developed. Ideas are logically organised and a wide range of

vocabulary and complex structures is used effectively. Register is

consistently appropriate. There would be a very positive effect on

the target reader. 

ICFE
General Mark Scheme
Bands 5 and 6 represent adequate and good performance at

C1 level while Bands 3 and 4 represent adequate and good

performance at B2 level. Band 2 and below represent an

inadequate level of performance on the ICFE Test of Writing.
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Sample scripts and
commentaries

PART ONE
� SCRIPT A

Dear Mr Fleming

As you got the letter from Lars Fleming account

manager PDT ’s Construction, you somehow need

some clarifications, so on behalf of Lars we give you

further information.

The biggest problem lies with us is the breakdown

of costs, as you want explaination its all because we

will now use inhouse staff who can deal with the

project and make sure there are no breakdown of

costs.

Due to the inner-problem in our mainstream

computers our accounts for fifth year were delayed,

but in two weeks time we will show our company

figures as our organisation is working on it.

The remaing 35% will come from the future

insurance and the new plant bought forward by our

company, its just a matter of time and patience.

No, that’s absolutely wrong because if you see our

past records, you will see we are gaining profit and

have minimized loss as compared to others.

We can have a meeting if you have more questions

I will make sure you are totally convinced and

satisfied.

Yours

� Band 1

This is a poor attempt at the task. Three of the five content

points are misunderstood and this, together with the very

confusing opening paragraph, indicates that the candidate

does not fully understand the scenario in the input letter and

is not, therefore, able to use the information correctly.

Although there is evidence of organisation and some use of

linking devices, there are errors in word choice and

punctuation making the content difficult to follow in places.

The register is generally too informal.

� SCRIPT B

Dear Mr Fleming

Thank you for your letter requesting us some

additional information on the loan application.

We can say that the breakdown of cost does not

consist any architects’ fees as we are going to use our

highly-qualified in-house staff in the project.

We have not provided you with our accounts for

the first year because our company was just

established only four years ago and the figures of the

balance sheet for four years will show you the

objective picture.

We are going to invest in this project our own

money in the amount of 35% of the total investment

that is why we have requested a loan for only 65%.

We are sure that the purchase price for the site is not

too high as it was prooved by the repot of a well-

known appraisal company. 

To discuss these and any other details we can

organise a meeting with a representative of PDT

Construction next week.

If you need any further information please do not

hesitate to contact us.

Best regards

� Band 3

This is an adequate attempt at the task. All the content points

are included although with some awkwardness in places. The

letter is well organised with suitable paragraphing and some

use of simple cohesive devices. The range of vocabulary is

adequate but sometimes the word choice lacks precision. The

register is generally appropriate and the letter contains some

good formal expressions. The range of structures is adequate

although there is some repetition; there are a few errors in

spelling and punctuation but these are non-impeding.
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� SCRIPT C

Dear Mr Fleming

In reply to your letter dated 14 June regarding

the loan application of our mutual client, PDT

Construction, we would like to comment as follows.

Firstly, our loan application does not show any

architects’ fees as you expected in the breakdown of

costs for the project. Please note that PDT

Construction plans to use in-house staff for

architecture work. Therefore, the costs have been

included in the operational costs of the project.

We also understand that your bank requires

company figures for the last five years. However, PDT

Construction has been operating only since 2001. As

such, we are unable to provide company figures prior to

that year.

The company has requested a loan for only 65% of

the total investment as the remaining 35% of the

fund is financed by retained profit from the last two

years. Please refer to the financial statements for

more information.

Your bank’s assessment of the purchase price is

different from ours. We have done a valuation on the

site with support from a third party and enclose the

valuation report for your reference.

We hope the above is clear. Please contact us if

you need any clarification.

Yours sincerely,

� Band 5

This is a good confident letter which develops the information

in the task extremely well although, unfortunately, the final

content point is not correctly addressed. The letter is well

organised with suitable paragraphing and a range of cohesive

devices is used. There is a very good range of vocabulary and

effective use of financial expressions. The register is

consistently formal and the control of complex structures is

good. The task penalty concerning the final content point

holds this answer in Band 5, however.

� SCRIPT D

Dear Mr Fleming

In response to your enquiry regarding the loan

application of our mutual client, PDT Construction, we

are pleased to provide the following details.

Firstly, our client intends to use in-house

architects for any work required for the project in

question at no incremental costs that could be traced

to this particular project.

Secondly, the set of accounts for the most recent

accounting period has not yet been signed off by the

client’s Board. This delay is due to our client’s

accounting and reporting system to IFRS, requiring

additional valuation of our client’s fixed assets. To

accommodate your need to access these figures, we

have obtained their permission to release the latest

management accounts and these are enclosed.

Thirdly, our client restructured their portfolio

during the first half of the accounting period just

ended. The resulting disposal of assets (see Note 16 of

the management accounts enclosed) at unexpectedly

high prices allowed our client to accumulate sufficient

cash reserves to finance the remaining 35% of the

total investment.

Despite the recent surge in property prices, this

particular site has been significantly undervalued. We

enclose a copy of the most recent valuation report for

your reference.

We are open to any further discussion and ready

to meet you in person to clarify any of these or

additional details.

Yours sincerely

� Band 6

This is a full realisation of the task showing confident use of

language in developing all the content points very well. The

letter is effectively organised and a wide range of vocabulary is

used, including appropriate financial expressions and

terminology. The letter is written in a consistently business-

like tone and a wide range of complex structures is employed.

There are occasional inaccuracies in word choice but generally

this response displays a high degree of accuracy and would

have a very positive effect on the target reader.
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PART TWO
� SCRIPT E

After the analysis basic on your requirement, we

do some related explanation as follow.

According to your balance sheet, we found your

assets is enough to afford the first period of expansion.

But that’s not enough to say you have the ability to

expand. The current liability ratio, benifit to assets

ratio and the cash flow index should be took into your

consideration. The current liability ratio shows whether

you can afford the payment, the benifit to assets ratio

shows whether it’s worth to do so and the cash flow

index will add help to your decision. The special analysis

data is on the attach paper. We want to say is just as

long as the data you provide to us is true that you can

expand.

In the expansion there are risks. Firstly you need

to put more money on your advertisment fees which

will decline your benifit. Secondly, even you do more

advertisment your passages will not increase in that

case you will face an empty plan. Thirdly, the added

plan will carry which course will effect your current

operation. 

The strategy and your rival should also be took

into account. You have to adjust your current

strategy, to focus on more widely part to get more

benifit. Meanwhile you should have a clear idea what

your rivals have done to avoid clash. 

If you do decide to expand, the first primary thing

to do is decide how to use the new planes. You need a

special plan of it and adjust your strategy corrently.

Only when you do so, you can get the largest benifit

from your expansion.

Hope your expansion will achieve a success result!

� Band 2

Although the main points in the question have been

addressed and there is evidence of organisation, this is not an

adequate answer because the number of errors cause

difficulty for the reader and the meaning is often unclear.

There are frequent errors in word choice, some poor control of

basic grammatical structures and repeated spelling errors. The

range of structures is limited and at times repetitive. The tone

of the report is often too informal and the ending is

inappropriate.

� SCRIPT F

On your previous request I am writing the

summary report on the new aircraft purchase.

First of all, I would like to mention that your

financial situation is considerable better than 6

months ago. All financial indicators (margins, assets,

cash flow, return on capital employed, liabilities etc)

appear to be at standard level. I can’t see any issues

to bring one more aircraft in your assets. We should

get a loan covering 50% of value within 3 months. Then

we will capitalise it as standard item.

Secondly we have to assume all risks on this

decision. However your finance situation is good the

competitors becoming stronger. You must be sure your

aircraft is fully used and bring money immediately. I

suggest to prepare a feasibility study just to make

sure. You already know there will be a new policy about

stricter technical controlls next year. And this will

definitely bring additional costs. We have to assume

the oil prices as well which are projected to be higher

next year. According my calculation both these factors

will increase the current costs by 11%.

Thirdly, I just recommend the next steps you

should work on. Please, provide any relevant

information that can assict your decision in buying new

aircraft. Of course do not forget to make proper

analysis – competitors, SWOT etc. These all will be a

part for a loan request.

To sum up I can’t see any difficulties from your

financial position and if all non-financial aspects are

considered then you can expand your business without

worries.

You can find a financial analysis attached. There

you can find all necessary performance indicators.

� Band 3

This is an adequate attempt at the task with all the necessary

points included, although there is some lack of clarity in parts.

The answer is suitably paragraphed but the use and control of

cohesive devices is not always correct and confuses the reader

at times. The range of vocabulary is adequate with some

attempt to use financial terminology, although the word

choice lacks precision at times. Sentence structure is mostly

simple and there are some errors, mostly non-impeding,

however. The answer is generally too informal in tone and the

ending is rather abrupt.
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� SCRIPT G

Subject: Report on the factors that need to be

considered before purchasing a new aircraft

In response to your request for advice on the

factors to consider deciding to expand your operations

by purchasing a new aircraft, we forward the following

points.

In the first place, the company needs to assess

the market conditions in which the company is going

to expand its operations in. To this effect, it needs to

carry out a thorough marketing study.

It should also look into its financial strength in

terms of affording to purchase the aircraft including its

capacity to win the willingness of financers to extend

borrowings. To this effect you need to show the

strength of your financial position by preparing analysis

supported by financial indicators such as good quick

and current ratios, good debt to equity ratios and also

appealing return on assets ratios. From our experience,

all these ratios in your accounts are in good shape to

warrant obtaining fresh loan for the purchase of the

aircrafts. 

It is also necessary to look into the risks you

might face: 

• the management capabilities to handle an

expanded business may become overstretched.

Therefore you need to look into this now.

• Possible working capital problems may result from

the expanssion of the business under capitalisation.

As a next step you need also to start looking for

sources of finance i.e lenders and also to look into the

legal and regulatory issues and requirements that may

influence your decision.

Finally we would like to express our willingness to

avail ourselves at your convenience to explain all the

points in more detail.

� Band 4

This is a reasonable realisation of the task. All the necessary

points have been addressed and developed quite well in the

report and it is well organised with effective use of simple

cohesive devices and bullet points for clarity. There is an

adequate range of vocabulary, including some appropriate

financial terms, although there is also some repetition and

awkwardness because of incorrect word choice. There are

occasional lapses in register and some errors, mainly non-

impeding.

� SCRIPT H

Cost benefit analysis of the company purchasing a

new aircraft 

The investment in a new aircraft requires the

analysis of various factors influencing both the airline

and the industry.

Financial position of the airline

The airline’s current situation, based on its

profitability and liquidity, must be secure. Useful

internal financial indicators include the capital

utilisation ratio (return on capital employed) and the

retained earnings figure. The company’s ROE (return on

equity) is 15%, above average in the sector. The

company’s current liquidity ratio is 1.5 and places the

company in a good bargaining position when

negotiating long-term loans.

The risks of expansion

The airline could face problems in an industry which

is very competitive. A new aircraft would mean more

provision of services and also increased maintenance

costs and fuel. The airline staff must be able to cope

with the administration and servicing of an additional

aircraft. The risks here are substantial since besides

the financial investment in an aircraft, the airline may

need increased staff for the new workload.

Next steps

This report is an advisory one. The next steps in

decision making should take into consideration the

above mentioned points and also assess the economic

climate in which the airline is operating before investing

in a new asset. The airline must consider the means of

financing this expansion as, although a loan could be

appropriate, the interest charges and other costs

could be a burden on the financial affairs of the

business.

� Band 6

This is a full realisation of the task demonstrating confident

use of language and effective control of complex structures.

The points in the report are relevant and well developed. The

report is organised logically with headings to ensure the

information is conveyed clearly. There is a wide range of

vocabulary including financial terms and generally good

control of collocation. The register is consistently appropriate

and this answer would have a very positive effect on the target

reader.
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GENERAL DESCRIPTION

Paper format The paper contains four parts.

Each part contains a recorded

text or texts and a task or

tasks about the text(s).

Timing 40 minutes, including five

minutes at the end of the test

for the transfer of answers to

the Answer Sheet.

No. of parts There are four parts.

No. of questions 30.

Task types Multiple-choice questions,

sentence completion and

multiple-matching.

Task focuses These include understanding

specific information, gist,

attitude, opinion, main points

and detail.

Text types Monologues: these include

presentations, lectures,

announcements, briefings, etc.

Interacting speakers: these

include meetings, discussions,

interviews, consultations, etc.

Answer format Candidates are advised to

write their answers in the

spaces provided on the

question paper. There are five

minutes at the end of the test

for candidates to copy their

answers onto a separate

Answer Sheet. Candidates

indicate their answers by

shading a box or writing a

word, or words, on a machine-

readable Answer Sheet.

Marks Each correct answer receives

one mark.

STRUCTURE AND TASKS

PART 1

Task type Multiple-choice.
and focus Understanding gist, detail, function, purpose,

topic, attitude, feeling, opinion, inference.

Format Three short monologues or dialogues of
approximately one minute each, not linked
thematically. Each extract is heard twice.

No. of Qs 6.

PART 2

Task type Multiple-choice.
and focus Understanding gist, specific information, opinion,

attitude, agreement and disagreement.

Format A conversation between two or more interacting
speakers of approximately four minutes, heard
twice.

No. of Qs 5.

PART 3

Task type Sentence completion.
and focus Following the main points and retrieving specific

information from the text.

Format A monologue of approximately four minutes,
heard twice.

No. of Qs 9.

PART 4

Task type Multiple-matching.
and focus Identifying speakers and topics, interpreting

context, recognising attitude and function, gist
and main points.

Format A series of five themed monologues of
approximately 30 seconds each. The whole
sequence is heard twice.

No. of Qs 10.

3 TEST OF

LISTENING
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The four parts of the Test of
Listening
� PART 1 – MULTIPLE-CHOICE 

This part tests the candidate’s ability to understand gist, detail,
function, purpose, topic, attitude, feeling, opinion, and inference.

� Sample task and marking key: pages 34 and 40.

� Each correct answer in Part 1 receives 1 mark.

� A series of three short monologues or dialogues:
each heard twice.

This part features three unrelated short extracts with two

three-option multiple-choice questions on each text. These

extracts may be self-contained monologues or dialogues.

There is an introductory sentence to each extract on the

question paper which gives information to contextualise what

is heard. The extracts are set in a range of contexts related to

finance and accounting and each question focuses on a

different aspect of each text. Each text is approximately one

minute in length and is heard twice.

� PART 2 – MULTIPLE-CHOICE 

This part tests the candidate’s ability to understand gist, specific
information, opinion, attitude, agreement and disagreement.

� Sample task and marking key: pages 35 and 40.

� Each correct answer in Part 2 receives 1 mark.

� Text with interacting speakers: heard twice.

This part features discussions and interviews of 3–4 minutes

in length. Tasks are designed to test the understanding of gist,

attitude, opinion, agreement and disagreement as well as

specific information from the text. There are five three-option

multiple-choice questions. The questions follow the order of

information presented in the text.

� PART 3 – SENTENCE COMPLETION

This part tests the candidate’s ability to follow the main points of a
text and retrieve specific information

� Sample task and marking key: pages 35 and 40.

� Each correct answer in Part 3 receives 1 mark.

� Informational monologue: heard twice.

This part features an informational text of 3–4 minutes in

length. Tasks in this part are designed to test the retrieval of

detailed information from the text.

The nine questions in this part take the form of incomplete

sentences. Candidates show their understanding of what they

have heard by completing gaps in these sentences. The

questions follow the order of information presented in the

text, and keys focus on the actual words heard on the

recording. Candidates who paraphrase the information may

still get the mark, but only if their answers are fully

meaningful in the context of the question prompts. Keys

generally focus on concrete pieces of information or stated

opinions and are designed to be short and to fit comfortably

into the space on the Answer Sheet. Correct spelling is

expected at this level. Care is taken, however, not to focus on

words that present undue spelling difficulties as keys, and

both US and British English spellings are accepted. Answers

must also fit into the grammatical structure of the sentence.

� PART 4 – MULTIPLE-MATCHING

This part tests the candidate’s ability to identify the gist of a number
of short texts on a theme by identifying speakers, topics, functions,
attitude and opinion.

� Sample task and marking key: pages 36 and 40.

� Each correct answer in Part 4 receives 1 mark.

� Series of five short extracts: heard twice.

In this part, candidates listen to five thematically linked short

extracts, each of which has a different speaker. This part of the

test involves two tasks, each consisting of five questions from

which candidates choose the correct option from a list of six.

The whole sequence is heard twice.

� RECORDING INFORMATION

The instructions for each task are given on the question paper

and are also heard on the recording. Before each text is heard,

candidates will have time to read through the questions and

think about the questions. The length of this preparation time

is indicated on the recording. Candidates should use this time

to familiarise themselves with the task and begin to make

predictions about what they are likely to hear.

Preparation

General
� Students’ ability to understand what they hear can improve

dramatically if they are regularly exposed to audio materials:

the more English they hear, delivered at natural speed in a

variety of voices and from a variety of contexts, the more

confident they will become in extracting key information and

gist meaning, even when they are not able to decode every

single word or phrase. These skills are essential to learners at

ICFE level.
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� Students should be exposed to varieties of English and to

the language used in different contexts, e.g. formal

announcements, lectures, less-formal talks, informal

discussions, interviews, presentations, consultations, social

situations, etc.

� Students should be encouraged to deal with texts in

different ways depending on the nature of the listening task.

For example, they might listen to a text once for gist,

producing a summary of the main ideas or attitudes

expressed. They could then be asked to listen to the same text

again, this time retrieving specific information.

� Students should be aware of how much they themselves

bring to a listening task. They should be encouraged to make

predictions about listening texts from their own experience

and world knowledge. The rubric provides information about

the speaker, topic and context. Students should be encouraged

to use this information to help them tune in to the text

quickly when they hear it.

� It is important that students use the pause before each

recording to read through the task carefully, in order that they

are prepared for what they hear. The task on the question

paper can help to guide them through the listening text and

help them to keep their place as they answer the questions.

� Students should be aware that in long texts, the questions

come in the same order as the information in the recording –

and therefore reflect the structure of the text. Students should

try to identify discourse markers, interviewer’s questions and

other textual features that structure a text and which are

often reflected in the layout and wording of the task on the

page.

� It is important that in the productive task (sentence

completion in Part 3) students should write clearly when they

copy their answers onto the Answer Sheet, using capital

letters. Only letters should be written on the mark sheet for

objective tasks (multiple-choice in Part 1 and Part 2, and

multiple-matching in Part 4).

� Students should answer all of the questions, even if they

are not sure of the answers – there are no marks deducted for

wrong answers and they have probably understood more than

they think.

By part
� PART 1

� Students should remember that there is a range of task

focus in these questions, and that they are not necessarily

being tested on a detailed understanding of the text alone.

Questions may focus on, for example, speaker purpose,

attitude, opinion or agreement in dialogues. Some questions

may focus on one specific piece of text, for example one

speaker’s turn, or may focus on gist understanding of the

whole text.

� Students should be encouraged to concentrate on the

question stems, rather than the options in their preparation,

so that they can listen for the answer in the text and then

match this to the closest option.

� PART 2

� This is one of the longer parts of the Test of Listening, and

students should try to get plenty of exposure to longer

interviews and discussions.

� Students need to follow the line of development in these

texts and recognise when the conversation has moved on

from one particular aspect of the issue being discussed to

another. For example, on a first listening in class, students can

listen simply for the number of issues discussed, what they

are, and where the natural breaks in the dialogue come, as

well as each speaker’s general attitude towards those issues.

� The questions in this part use language that paraphrases

and reports ideas from the text. As the texts often focus on the

attitudes and opinions of speakers, which are discussed at

length, students need to have a good command of the

meaning and use of the type of language used to report these

ideas succinctly in the questions. They will, for example, need

to understand reporting verbs (e.g. regrets, admits,

recommends, etc.), adjectives and adverbs describing attitudes

and feelings (e.g. disappointed, frustrated, surprised, etc.) and

words used to report opinions (e.g. insists, suggests, denies,

etc.) and degrees of certainty, (e.g. doubtful, convinced, etc.).

� PART 3

� It is important for students to be aware that the task rubric

and the set of sentences on the page provide a lot of

information about what they are going to hear. They should be

encouraged to use the preparation time wisely. For example,

they should look at the information in the rubric and try to

visualise the speaker and the situation, imagine the kind of

information that might be given, and the type of language that

might be used.

� Students should read through the set of sentences and

think about the type of information that is missing. They

should be aware that most keys will focus on concrete pieces

of information (e.g. nouns, proper names, etc.) and will

generally be single words or very short noun groups (e.g.

adjective plus noun), and that no more than three words are

required.

� It is important that students know that they should not

write long answers and should not repeat information which

is already on the page. Some students try to paraphrase the

information they hear rather than using the actual words on

the tape. This is not a good idea. The set of sentences will be a

summary or paraphrase of the information in the tapescript

and the words they write in the gaps should be those they

hear on the recording.

� In this task, the word(s) students write must complete the

sentence logically and grammatically. By using the actual

words on the recording, students can complete the sentences
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without worrying too much about the grammar. They should,

however, check that they have heard the correct form of the

word. For example, if students do not hear clearly whether a

word is singular or plural, they should check the rest of the

sentence to see which is required.

� PART 4

� Students should be aware that they will hear five different

speakers, but that the texts will have a thematic link. In this

part of the test, the whole series of texts is heard once and

then the whole series is repeated.

� Students should be encouraged to think about the theme of

the texts and to think about the kinds of attitudes and ideas

that they expect to hear in connection with these topics.

� Students should remember that they will be listening for

gist meaning rather than detail in these texts, so although

they may not understand every word, they should be able to

pick out the speaker’s main point, feeling, attitude, opinion or

the advice they give.

� This part of the test can appear challenging to students,

because there are two tasks, so they should remember that they

are listening for gist and that they should attempt one task each

time they listen. Students need to practise this kind of task and

develop the confidence to choose an option as they listen, even

if they are not absolutely sure of what they have heard.

� Students should be aware that sometimes the information

on the recording relating to the second task may come before

the information relating to the first task.

� As in Part 3, a sound knowledge of the type of words used

to report attitudes and feelings in the questions will help
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Part 4

Questions 21 ñ 30 

You will hear five short extracts in which five different people are talking about books on accountancy. 

TASK ONE ñ THE REASON FOR BUYING THE BOOK TASK TWO ñ THE OUTCOME OF READING THE BOOK

For questions 21 ñ 25, choose from the list A ñ F the reason each 
speaker gives for buying the book.

For questions 26 ñ 30, choose from the list A ñ F the outcome for each 
speaker of reading the book. 

You will hear the recording twice.  While you listen you must complete both tasks. 

Speaker 1 ........ (21)

Speaker 2 ........ (22)

Speaker 3 ........ (23)

Speaker 4 ........ (24)

Speaker 5 ....... (25)

A 

B 

C 

D 

E 

F 

to help to develop a company tax strategy 

to help prepare documents for a takeover 

to find out more about specific tax issues 

to explore implications of the disposal of 
assets 

to prepare a risk assessment report 

to explore factors affecting operational costs 

Speaker 1 ........ (26) 

Speaker 2 ........ (27) 

Speaker 3 ........ (28) 

Speaker 4 ........ (29) 

Speaker 5 ........ (30) 

A 

B 

C 

D 

E 

F 

I decided to set up my own business. 

I applied for promotion within my department. 

I learned how to complete some tasks more 
quickly. 

I applied for a position with another firm. 

I carried out research into a particular field. 

I gained confidence in my professional ability.

ICFE Test of Listening
Part 4 (Questions 21–30)



This is the Cambridge International Certificate in Financial

English, Sample Test tapescript 2006.

Look at the Information for Candidates on the front of your

question paper. This paper requires you to listen to a selection

of recorded material and answer the accompanying questions.

There are four parts to this test. You will hear each part twice.

There will be a pause before each part to allow you to look

through the questions, and other pauses to let you think about

your answers. You should write your answers in the spaces

provided on the question paper. You will have five minutes at the

end to transfer your answers to the separate Answer Sheet.

There will now be a pause. You must ask any questions now,

as you will not be allowed to speak during the test.

Now open your question paper and look at Part 1.

� PART 1

You will hear three different extracts. For questions 1–6, mark

one letter (A, B or C) for the correct answer. There are two

questions for each extract.

You will hear each extract twice.

� Extract One

You will hear a financial analyst talking on a radio programme.

You now have fifteen seconds to look at the questions before

you listen.

F: Any cynic – and you can spot them from afar; they call

themselves realists – will tell you that there is no such

thing as a true merger. There is the pursuer and the

pursued, the predator and the prey. To put it politely, there’s

always a dominant partner in every corporate deal, even if

it’s styled as a merger. In today’s programme, we identify

Europe’s top takeover targets. Quantitative analysis will

lead us to a consideration of capital performance, cash

reserves and debt. The qualitative aspect is essentially the

word on the street.

The merger and acquisitions departments of Europe’s

banking community are rubbing their hands with glee at

the prospect of some major cross-border deals at last. They

are, of course, hoping to drum up some business, and they

may just well be right. But one thing is certain, Europe

needs some cross-border activity. Scaling up is a necessity

if Europe’s big businesses are to compete with their US

counterparts on a global basis.

Now you will hear the recording again. (Extract One repeated)

� Extract Two

You will hear an accountant asking an IT consultant for advice

about software packages.

You now have fifteen seconds to look at the questions before

you listen.

M: So for me setting up as an accountant, an existing software

package that’s been tailored to my particular needs would

be a good investment, wouldn’t it?

F: Well I’d advise against it. Of course, specifying and

designing the program takes time, but this may or may not

be a problem for you. The major drawback, though, is that

while the original product goes through a series of trials, to

ensure that it does the job it’s setting out to do, this isn’t

the case with the tailored elements of the package.

Something else to consider is that you probably won’t get

specific training materials with the tailored elements,

though I understand you’re sufficiently computer-literate

to cope with that.

M: But surely if you pay enough …

F: You’re assuming that the producer is willing to modify the

software to meet your specific requirements – when

actually it’s in their interest to sell a standard product. It

isn’t so much a question of the profit margin on the

tailored software: they have to consider the problems of

ensuring that future upgrades work properly in your

system – because they’re trying to reduce the number of

versions they support, not increase them.

Now you will hear the recording again. (Extract Two repeated)

� Extract Three

You will hear an accountant giving advice to a group of people

who are thinking of starting small businesses.

You now have fifteen seconds to look at the questions before

you listen.

M: Now you’ll almost certainly need the services of an

accountant before you start your business, so this is a

priority from the outset. So how do you go about

identifying one? You’ll need a firm which has experience of

the sector in which you’re going to be operating. Their

website may tell you this, but it may not tell you much

about their reputation – and you need to check this out.

The institution that is backing you financially will certainly

have a view, so it’s crucial to ask them. And you may be

able to confirm that view through other third parties such

as former clients.

I’d say it’s well worth investing time in finding the right

firm and this may involve getting in touch with half a

dozen, and maybe making an appointment with, say, three

of them. My advice would be to approach firms which are

small in size like the one you’re thinking of setting up –

they’ll be more likely to understand the issues and

problems you face. Tell them what you’re planning to do

and ask for their comments on your business plan if you’ve
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got one. You’ll need to discuss fees, and remember, find out

who at the firm you’ll be dealing with, because it may not

be the person you’re talking to – and that could make all

the difference.

Now you will hear the recording again. (Extract Three

repeated)

� PART 2

You will hear a conversation between two colleagues, Mark

and Julia, about a seminar on Intellectual Property (IP) Rights

which Julia has attended.

For questions 7–11, choose the best answer A, B or C.

You will hear the recording twice. You now have 45 seconds to

look at Part 2.

M: Julia, so, how was the seminar?

F: Very good – the speaker, Dr Andreotti was talking about

Intellectual Property in businesses.

M: Sounds interesting – but how relevant is it for most of our

work?

F: Well, as I listened to him, I realised that intellectual

property concepts are relevant in every modern business …

some companies, for example, in terms of fixed capital

assets such as land and equipment are worth virtually

nothing, but if you look at their ideas and know-how, they

have very high value. The problem is that you have to know

where the know-how is located, so to speak.

M: Well, in people – in its staff, I suppose.

F: Yes, I can see why you say that – if a key researcher leaves

a company, you’d think its IP value would reduce. But now I

realise that IP really resides in systems – in clear

documentation and transmission of knowledge.

M: Right … but how do you measure IP value? Doesn’t it

change all the time? I mean an IP valuation is most needed

for company acquisitions, I suppose?

F: Well actually, the speaker said that acquisitions aren’t

really the main reason for wanting to establish IP value –

not for Stock Exchange flotations either. At the moment it’s

being asked for mainly when company backers want to

withdraw and realise their investment.

M: Really … and what about debt serving companies – do they

recognise IP as good collateral?

F: Well, the speaker had done a survey on this and found that

finance providers will lend whatever amount is required to

companies with IP assets, although they do tend to charge

an additional amount to do a more searching audit. (pause)

And of course companies with high IP assets are at risk of

losing their unique ideas to their competitors.

M: But doesn’t existing trademark and copyright legislation

offer some protection?

F: Although they are theoretically comprehensive, it seems

that there’s difficulty in using the current laws when

companies are trading on ideas rather than tangible things.

It can involve a long and painful process through the courts

as people try to make use of the legislation.

M: So what was his main point?

F: The overriding message was that in the new economic

climate, intellectual property is key, but that it’s not just a

question of protection but also of showing market value …

a protected idea with no proven sales value is useless.

M: Mm, yes I can see that.

Now you will hear the recording again. (Part Two repeated)

� PART 3

You will hear the chairman of a hotel and entertainment

group giving a talk about the group’s performance for the last

year. For questions 12–20, complete the sentences using up to

three words.

You will hear the recording twice. You now have one minute to

look at Part 3.

M: Good morning, everyone, and thank you for coming. I’ll

start by giving you a brief survey of the Roxford Hotel and

Entertainment Group’s performance last year. On the

positive side, Group profit before taxation increased by

41 per cent to £383 million, with earnings per share up by a

record 52 per cent. I’m pleased to be able to announce a

final dividend of 9.6 pence, which represents an increase of

7.6 per cent on the previous year.

In the hotel division, the year saw operating profit rise by

17 per cent to £171 million, as the recovery in overall

trading which began two years ago continued. Underlying

profit increased by 20 per cent, compared with only 5 per

cent the year before.

Although this is a considerable improvement, the figure is

somewhat disappointing, as we had hoped to achieve a rise

of 25 per cent. The shortfall resulted from several negative

factors. The most significant of them was that for much of

the year, exchange rates were less favourable to us than in

recent years. Clearly this is something beyond our control,

but fortunately we’ve benefited from the trend of the past

two months.

A further negative factor was the fact that the

entertainment division saw operating costs edge upwards

last year, although these were partially offset by cuts in the

workforce and the closure of some less profitable venues.

This increase was necessary because of the extended

opening hours in a number of new entertainment venues,

as part of our efforts to promote them and attract a wide

range of customers. However, we fully expect that the

profits from those establishments will more than

compensate, once they’re well established.

Turning now to our assets, our major investment last year

was in launching a new chain of hotels. Unlike our existing

establishments, which are mostly four star, these are in the

budget category, and we intend to situate them close to

major routes throughout Europe. The first ones opened late
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last year, in Britain and France, and early indications are

very encouraging.

As for our established hotel chain, a thorough assessment

of our UK properties revealed that 11 of them needed

considerable capital investment to bring them up to the

high standards that we’ve set ourselves. We therefore

decided to stop managing these 11. Six were sold, and the

other five leased to tenants, providing the Group with a

steady income and incurring no additional expenditure.

Our remaining 35 hotels in the UK were refurbished, at

considerable cost. We also started a rolling programme to

enhance the catering in those hotels, introducing new

menus which use top quality ingredients. The response

from customers has been positive, with turnover in the

hotel restaurants rising by 12 per cent.

Measures were also taken to improve staff retention, which

was low in comparison with the hotel sector as a whole.

Our aim is to equal the industry norm by the end of this

year, and exceed it within two years.

Now I’ll turn to the entertainment division …

Now you will hear the recording again. (Part Three repeated)

� PART 4

You will hear five short extracts in which five different people

are talking about books on accountancy.

For each extract there are two tasks.

For Task One questions 21 to 25, choose from the list A to F the

reason each speaker gives for buying the book.

For Task Two questions 26 to 30, choose from the list A to F, the

outcome for each speaker of reading the book.

You will hear the recording twice. While you listen you must

complete both tasks.

You now have 40 seconds to look at Part 4.

� Speaker 1

I wasn’t keen to buy the book, because it was quite

expensive and it seemed to focus on general tax issues,

which I didn’t really need. But I’d just carried out a risk

analysis to do with changes in our production system, and

I was having difficulty writing it up. So when I saw that the

book had a section on how to write that type of report, I

bought it. Well, it’s been a tremendous help ever since. It

made it clear how to select material and organise it into a

logical structure, and that has saved me a lot of time – even

when I’m writing letters or emails.

� Speaker 2

The book was first recommended to me by a colleague

three or four years ago when we were preparing to present

our audit report to a key client. I didn’t actually buy it then,

but a couple of months ago I remembered his

recommendation when we were working towards the

acquisition of one of our competitors, and putting together

the relevant papers. So I decided to get the book, and I

haven’t been disappointed. In fact, I learned a lot from it

that I felt I couldn’t use in my present job. So I contacted a

company which seemed likely to offer me greater scope,

and I was taken on.

� Speaker 3

When I got hold of this book, last year, I more or less

dismissed it because it hardly mentioned the use of

computer modelling for budget projection, which I thought

was pretty poor in this day and age. I’d bought it on the

recommendation of a colleague, because she said it had a

lot of material on tax law, which was an area I knew little

about, but felt I ought to. Actually I got so interested in it

that I started to work on a comparative study of legislation

in certain member states of the European Union. I’m

hoping that I’ll be able to get a job with the EU Commission

before long.

� Speaker 4

My company is considering relocating our manufacturing

base abroad, and a colleague wrote a report identifying

some potential risks. She mentioned the possible impact

on running costs, and I wanted to go into that in greater

detail, which was why I bought the book. It contained a lot

of very useful information, but much to my surprise I

found that I’d already thought of most of the points myself.

So I realised that I must be better at my work than I’d

imagined. It really made me think about my position

within the company, and I’ve decided to apply for

promotion next time something suitable comes up.

� Speaker 5

I was working for an electricity company. The previous

management had bought property and companies abroad,

but then there was a change of strategy, and I was in a

team responsible for selling them off. I needed to learn

more about the potential effects on the business of doing

that, so I bought this book. It’s a comprehensive guide to

the roles and responsibilities of accountants working in

public utilities, and was very useful, although the section

on the legal aspects wasn’t as good as I’d hoped. Anyway, I

decided I needed a change, and started a consultancy

advising other utilities, using the knowledge I’d acquired

from the book.

Now you will hear the recording again. (Part Four repeated)

That is the end of Part Four. There will now be a five minute

pause to allow you to transfer your answers to the separate

Answer Sheet. Be sure to follow the numbering of all the

questions. The question papers and Answer Sheets will then

be collected by your Supervisor.

I’ll remind you when there is one minute left, so that you’re

sure to finish in time.

You have one minute left.

That is the end of the test.
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GENERAL DESCRIPTION

Paper format The Test of Speaking contains

four parts.

Timing 16 minutes.

No. of parts 4.

Interaction Two candidates and two

pattern examiners. One examiner acts

as both interlocutor and

assessor and manages the

interaction either by asking

questions or by providing cues

for candidates. The other acts as

assessor only and does not join

in the interaction.

Task types Short exchanges with the

interlocutor; a one-minute ‘long

turn’; a question and answer

exchange between candidates; a

collaborative task involving the

two candidates; a three-way

discussion.

Task focus Exchanging personal and

factual information, expressing

and finding out about attitudes

and opinions.

Marks The interlocutor gives a single
mark based on a global
achievement scale, while the
assessor applies detailed
analytical scales and gives
separate marks for grammar
and vocabulary, discourse
management, pronunciation
and interactive communication

STRUCTURE AND TASKS

PART 1

Task type Interview.
and format The interlocutor leads a discussion with the two

candidates. The candidates are asked to respond
to the interlocutor’s questions on studies and/or
work experience in the area of finance and
accounting and further questions on finance-
related topics.

Focus Responding to questions and expanding on
responses.

Timing 2 minutes.

PART 2

Task type Long turn.
and format Individual ‘long turns’ followed by a question 

from the second candidate.
Candidates choose one topic from a set of two,
selected by the interlocutor. Each topic comes
with prompts to be used as required. Candidates
have one minute to choose and prepare their
topic, then talk about the topic for about one
minute; the second candidate responds with a
question about the talk, which the first candidate
then answers.

Focus Sustaining a ‘long turn’ and managing discourse
by giving information, and expressing and
justifying opinions.

Timing 7 minutes (including a 1-minute ‘long turn’ for
each candidate).

PART 3

Task type Collaborative task.
and format Two-way conversation between the candidates.

The interlocutor delegates to the pair of
candidates a collaborative task, consisting of a
shared task with prompts for discussion.

Focus Turn-taking (initiating and responding
appropriately), negotiating, collaborating,
exchanging information, expressing and justifying
opinions, agreeing and/or disagreeing, suggesting,
speculating, comparing and contrasting, and
decision-making.

Timing 4 minutes (including a 3-minute discussion
between candidates).

PART 4 

Task type Discussion.
and format Discussion on topics related to the collaborative

task. The interlocutor leads a discussion with the 
two candidates, based on questions related to the
task in Part 3.

Focus Responding appropriately, developing topics,
exchanging information, expressing and justifying
opinions, and agreeing and/or disagreeing.

Timing 3 minutes.

4 TEST OF

SPEAKING
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The four parts of the 
Test of Speaking

Format
The paired format of the ICFE Test of Speaking (two examiners

and two candidates) offers candidates the opportunity to

demonstrate, in a controlled but friendly environment, their

ability to use their spoken language skills effectively in a range

of contexts. The test lasts 16 minutes. One examiner, the

interlocutor, conducts the test and gives a global assessment

mark for each candidate’s performance. The other, the

assessor, does not take any part in the interaction but focuses

solely on listening to, and making an assessment of, the

candidates’ oral proficiency.

At the end of the Test of Speaking, candidates are thanked for

attending, but are given no indication of the level of their

achievement.

The standard format is two examiners and two candidates,

and, wherever possible, this will be the form which the Test of

Speaking will take. In cases where there is an uneven number

of candidates at a centre, the last test of the session will be

taken by three candidates together instead of two. The test

format, test materials and procedure will remain unchanged

but the timing will be longer: 23 minutes instead of 16.

The Test of Speaking consists of four parts, each of which is

assessed. Each part of the test focuses on a different type of

interaction: between the interlocutor and each candidate,

between the two candidates, and among all three. The

patterns of discourse vary within each part of the test.

� PART 1 – INTERVIEW

This part tests the candidate’s ability to respond to questions and
expand on responses.

� Sample task and assessment criteria: pages 46 and 51.

This part of the test gives candidates the opportunity to show

their ability to respond to questions and expand on their

responses, talking about their studies and/or work experience

in the area of finance and accountancy.

In this part of the test, the interlocutor asks candidates for

some information about themselves. The interlocutor then

asks the candidates to offer their opinion on certain finance-

related topics.

� PART 2 – LONG TURN

This part tests the candidate’s ability to sustain a ‘long turn’.

� Sample task and assessment criteria: pages 47, 48 and 51.

In this part of the test, candidates are given the opportunity to

speak for one minute without interruption. Each candidate is

given a choice of two finance-related topics and asked to talk

for one minute about the chosen topic. Candidates are given

one minute to choose and prepare their topic. Candidates may

be asked to give information and/or express and justify

opinions. Topics are different for each candidate and there are

three prompts to help the candidates.

Candidates can show their ability to manage discourse and

express themselves coherently using appropriate language.

Candidates should pay attention while their partner is

speaking, as they are asked to respond with a question after

their partner has spoken. Candidates need to be aware,

however, that they should not speak during their partner’s

‘long turn’.

� PART 3 – COLLABORATIVE TASK

This part tests the candidate’s ability to collaborate and negotiate
through initiating and responding in an appropriate way.

� Sample task and assessment criteria: pages 49–51.

The candidates are given oral and written instructions to form

the basis for a task which they discuss together. Candidates

are expected to work towards a negotiated completion of the

task and are assessed on their ability to negotiate and

collaborate with each other while doing this.

The task gives candidates the opportunity to show their range

of language and their ability to invite the opinions and ideas of

their partner. There is no right or wrong answer to the task

and candidates can agree to differ.

� PART 4 – DISCUSSION

This part tests the candidate’s ability to engage in a discussion based
on the topics or issues raised in the collaborative task in Part 3.

� Sample task and assessment criteria: pages 49–51.

In this part of the test, the interlocutor directs the interaction

by asking questions which encourage the candidates to

respond appropriately and to develop the topics or issues

introduced in Part 3.

This part of the test gives candidates an opportunity to show

that they are capable of discussing topics and certain issues in

more depth.
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Preparation

General
� Students should be aware that they are not being assessed

on their ideas or their knowledge of finance but that they do

need to contribute fully in all parts of the test in order for an

assessment of their language ability to be made.

� It is essential that students are able to participate in pair

and group activities effectively, showing sensitivity to turn-

taking and responding appropriately to their partners.

� Students need extensive practice in listening carefully to

instructions and remembering what they are asked to do.

� Students should know exactly what to expect in each part

of the test and they should be equipped with the right kind of

language for each part, e.g. giving personal information,

exchanging information/opinions, giving reasons, speculating,

agreeing and disagreeing politely, justifying and negotiating.

� Students should be encouraged to speak clearly so that they

can be heard and understood, and paraphrase effectively when

they do not know or cannot remember a word. Students should

be made aware that different varieties of standard English

accents in the UK and elsewhere in the world are acceptable.

� Students should be aware that if they are uncertain about

what they have to do, they can ask for the instructions to be

repeated but to do this too often will leave them less time to

concentrate on the task itself.

� Students should be advised not to wait too long before they

begin to speak. A short pause to gather their thoughts is

acceptable, but anything longer than this will give them less

time to produce a sample of language.

� Students should realise that producing a one-word answer

will not give them the opportunity to show their range of

language, so they should expand on their answers and

responses wherever possible.

N.B. In some centres candidates from the same school are paired

together. However, where candidates from a number of different

educational establishments are entered at the same centre, some

candidates may find that they are paired with a candidate from

another establishment. Students should check with the centre

through which they are entering for the local procedure.

By part
� PART 1

� Students should be made aware that they are expected to

react naturally to the interlocutor’s questions and not rehearse

speeches for this part of the test. It is important to

demonstrate in class what is required in this part of the test.

� Students need to be trained to ‘think on their feet’ and

answer a question quickly even if they have never thought

about that particular subject before. For example:

Interlocutor: What kind of qualities do you think a good

accountant needs?

X Candidate 1: Oh … er … I’ve never really given that much

thought.

� Candidate 1: Well, I think an accountant should be

confident, with a good knowledge of

company finance and legislation, but also

approachable and good at communicating

with people.

� Students are advised to try to use a variety of tenses,

language and structures in this part of the test. This will create

a good impression and give them confidence to tackle the

other parts of the test.

� PART 2

� Students need practice in talking for 1 minute on a set

finance-related subject which they have prepared briefly, so

that they can organise their thoughts and ideas quickly during

this long turn.

� Students should not spend precious time reading out

the topic and/or prompts as this is not necessary. Students

should be encouraged simply to start talking about their

chosen topic.

� Students should be aware that the prompts are there to

help candidates but they do not have to use all of them.

� Students should not adopt ‘closure’ techniques such as,

‘That’s it! I’ve finished!’ They should keep talking until the

interlocutor says, ‘Thank you.’ In this way, they will maximise

the time available for their 1-minute ‘long turn’.

� Students need plenty of practice in organising their ideas

coherently. Useful phrases to link ideas will help them. It is

useful for them to build up their own lists of suitable phrases,

thus ensuring that they have a range of language and

structures to draw upon when necessary.

� PART 3

� Students should be encouraged to make use of

conversation ‘fillers’, e.g. ‘Well, now, let me see ...’, which they

can call upon (sparingly) to give themselves time to think, and

to make use of strategies which invite their partner to

contribute to the discussion, e.g. ‘Would you agree …?’

� Students should be careful not to discuss conclusions in

the first minute or so of this part of the test as they may leave

themselves with nothing to talk about for the remainder of the

time. They need to discuss each aspect of the task in detail

before reaching a decision. Students need strategies for

making the most of the 3 minutes of time available.

� Students should be encouraged to react to as great a variety

of topics as possible and express ideas and opinions of their

own. Simply agreeing or disagreeing with, or echoing what

their partner has said, will not enable them to show what they

can do. They should always expand on what they say, e.g.

instead of saying, ‘Yes, I agree’, a better response might be,
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‘Yes, I certainly do agree that this is a very serious problem,

but is it one we could do something about?’

� PART 4

� Students should be encouraged to talk about topical

finance-related issues and issues of general interest to the

world of finance and accounting and express an opinion about

them, so that they can participate fully in the last part of the

test. Candidates are asked questions by the interlocutor and

they are expected to develop the discussion, rather than

simply to give one-word answers.

� Students should be aware that they are not being assessed

on their ideas or their knowledge of finance, but that

examiners can only assess candidates on the language they

produce, and those candidates who fail to make a contribution

will not do well. Reading the finance sections of an English

newspaper or English language accounting journals, or

listening to or watching the international news on a regular

basis will help give candidates ideas they may be able to use in

Part 4 of the test.

� At this stage of the test, the worst thing that can happen is

a long silence. Students should be encouraged to react almost

immediately to what they are asked to talk about or to give

themselves a little time by ‘thinking aloud’, or if necessary,

relating something to their own experience, e.g. ‘Well, that is

something I’ve never actually thought about but, on reflection,

I would say that …’.

� Students may be losing their concentration by this stage in

the test. It is important that they encounter practice sessions

of 16 minutes so that they know exactly what it is like to do a

Speaking test for this length of time. The impression they

make at the end of the test is equally as important as the one

they have made throughout the rest of the test. Regular

participation in a complete practice Speaking test will train

students to maintain their level of concentration as the end of

the test approaches.
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Assessment
Throughout the test candidates are assessed on their own

individual performance and not in relation to each other. The

assessor awards marks according to four analytical criteria:

• Grammar and Vocabulary

• Discourse Management

• Pronunciation

• Interactive Communication.

The interlocutor awards a global achievement mark, which is

based on the analytical scales.

These criteria should be interpreted within the overall context

of the Cambridge Common Scale for Speaking on page 52,

where ICFE spans Levels B2 and C1.

� Grammar and Vocabulary

This refers to the accurate and appropriate use of grammatical

forms and vocabulary. It also includes the range of both

grammatical forms and vocabulary. Performance is viewed in

terms of the overall effectiveness of the language used.

RANGE: the active use of a range of grammatical forms and

vocabulary.

ACCURACY: the accurate use of grammatical forms and

syntax.

APPROPRIACY: the appropriate use of vocabulary to deal with

the tasks.

� Discourse Management

This refers to the candidate’s ability to link utterances

together to form coherent monologue and contributions to

dialogue. The utterances should be relevant to the tasks and to

preceding utterances in the discourse. The discourse produced

should be at a level of complexity appropriate to B2/C1 level

and the utterances should be arranged logically to develop the

themes or arguments required by the tasks. The extent of the

contributions should be appropriate, i.e. long or short as

required at a particular point in the dynamic development of

the discourse in order to achieve the task.

COHERENCE: the logical arrangement of utterances to form

spoken discourse and to develop arguments or themes.

EXTENT: the appropriate length of individual contributions

(long or short) to develop the discourse and deal with the

tasks.

RELEVANCE: the relevance of contributions to the tasks and to

preceding contributions in the discourse.

� Pronunciation

This refers to the candidate’s ability to produce

comprehensible utterances to fulfil the task requirements.

This includes stress, rhythm and intonation, as well as

individual sounds. Examiners put themselves in the position

of a person who is not a language teaching specialist and

assess the overall impact of the pronunciation and the degree

of effort required to understand the candidate.

STRESS AND RHYTHM: the appropriate use of strong and weak

syllables in words and connected speech, the linking of words,

and the effective highlighting of information-bearing words in

utterances.

INTONATION: the use of a sufficiently wide pitch range and

the appropriate use of intonation to convey intended

meanings.

INDIVIDUAL SOUNDS: the effective articulation of individual

sounds to facilitate understanding.

Different varieties of English, e.g. British, North American,

Australian, etc., are acceptable, provided they are used

consistently throughout the test.

� Interactive Communication

This refers to the candidate’s ability to take an active part in

the development of the discourse, showing sensitivity to turn-

taking and without undue hesitation. It requires the ability to

participate in the range of interactive situations in the test

and to develop discussions on a range of topics by initiating

and responding appropriately. It also refers to the deployment

of strategies to maintain and repair interaction at an

appropriate level throughout the test so that the tasks can be

fulfilled.

INITIATING AND RESPONDING: the ability to participate in a

range of situations and to develop the interaction by initiating

and responding appropriately.

HESITATION: the ability to participate in the development of

the interaction without undue hesitation.

TURN-TAKING: the sensitivity to listen, speak, and allow

others to speak, as appropriate.

� Global achievement scale

This scale refers to the candidate’s overall effectiveness in

dealing with the tasks in the four separate parts of the ICFE

Test of Speaking. The global mark is an independent,

impression mark which reflects the assessment of the

candidate’s performance from the interlocutor’s perspective.

� Typical minimum adequate performance

Develops the interaction with contributions which are mostly

coherent and extended when dealing with the tasks. Grammar

is mostly accurate and vocabulary appropriate. Utterances are

understood with little strain on the listener.

Assessment is based on performance in the whole test, and is

not related to performance in particular parts of the test.



52 icfe  handbook | 4: test of speaking | assessment

Oral Examiners
In many countries, Oral Examiners are assigned to teams, each

of which is led by a Team Leader who is responsible for a

number of teams of Oral Examiners. Team Leaders give advice

and support to Oral Examiners, as required. The Team Leaders

are responsible to a Senior Team Leader, who is the

professional representative of Cambridge ESOL for the

Speaking tests. Senior Team Leaders are appointed by

Cambridge ESOL and attend an annual co-ordination and

development session in the UK. Team Leaders are appointed

by the Senior Team Leader in consultation with the local

administration.

After initial training of examiners, standardisation of marking

is maintained by both annual examiner co-ordination sessions

and by monitoring visits to centres by Team Leaders. During

co-ordination sessions, examiners watch and discuss sample

Speaking tests recorded on DVD and then conduct practice

tests with volunteer candidates in order to establish a

common standard of assessment. The sample tests on DVD

are selected to demonstrate a range of nationalities and

different levels of competence, and are pre-marked by a team

of experienced assessors.

Cambridge ESOL Common Scale 
for Speaking
The Cambridge ESOL Common Scale for Speaking has been

developed to help users to:

• interpret levels of performance in the Cambridge

Speaking tests from beginner to advanced

• identify typical performance qualities at particular levels

• locate performance in one examination against

performance in another.

The Common Scale is designed to be useful to test candidates

and other test users, e.g. admissions officers or employers.

The Common Scale is a general scale. Examiners for ICFE use a

separate mark scheme, designed specifically for use in the

ICFE Test of Speaking.

The description at each level of the Common Scale aims to

provide a brief, general description of the nature of spoken

language ability at a particular level in real-world contexts. In

this way the wording offers an easily understandable

description of performance which can be used, for example, in

specifying requirements to language trainers, formulating job

descriptions and specifying language requirements for new

posts.

LEVEL MASTERY
c2 Fully operational command of the spoken language

• Able to handle communication in most situations, including
unfamiliar or unexpected ones.

• Able to use accurate and appropriate linguistic resources to
express complex ideas and concepts and produce extended
discourse that is coherent and always easy to follow.

• Rarely produces inaccuracies and inappropriacies.
• Pronunciation is easily understood and prosodic features are

used effectively; many features, including pausing and
hesitation, are ‘native-like’.

LEVEL EFFECTIVE OPERATIONAL PROFICIENCY
c1 Good operational command of the spoken language

• Able to handle communication in most situations.
• Able to use accurate and appropriate linguistic resources to

express ideas and produce discourse that is generally coherent.
• Occasionally produces inaccuracies and inappropriacies.
• Maintains a flow of language with only natural hesitation

resulting from considerations of appropriacy or expression.
• L1 accent may be evident but does not affect the clarity of the

message.

LEVEL VANTAGE
b2 Generally effective command of the spoken language

• Able to handle communication in familiar situations.
• Able to organise extended discourse but occasionally produces

utterances that lack coherence and some inaccuracies and
inappropriate usage occur.

• Maintains a flow of language, although hesitation may occur
whilst searching for language resources.

• Although pronunciation is easily understood, L1 features may be
intrusive.

• Does not require major assistance or prompting by an
interlocutor.

LEVEL THRESHOLD 
b1 Limited but effective command of the spoken language

• Able to handle communication in most familiar situations.
• Able to construct longer utterances but is not able to use

complex language except in well-rehearsed utterances.
• Has problems searching for language resources to express ideas

and concepts resulting in pauses and hesitation.
• Pronunciation is generally intelligible, but L1 features may put a

strain on the listener.
• Has some ability to compensate for communication difficulties

using repair strategies but may require prompting and
assistance by an interlocutor.

LEVEL WAYSTAGE
a2 Basic command of the spoken language

• Able to convey basic meaning in very familiar or highly
predictable situations.

• Produces utterances which tend to be very short – words or
phrases – with frequent hesitations and pauses.

• Dependent on rehearsed or formulaic phrases with limited
generative capacity.

• Only able to produce limited extended discourse.
• Pronunciation is heavily influenced by L1 features and may at

times be difficult to understand.
• Requires prompting and assistance by an interlocutor to prevent

communication from breaking down.

The ICFE examination is set at levels B2 and C1.
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ANCHOR TEST: a test with known measurement characteristics,

which is administered in association with another test.

Performance on the anchor test provides information about

the other test and about the candidates who have taken

both of them.

ASSESSOR: the Test of Speaking examiner who assigns a score

to a candidate’s performance, using subjective judgement to

do so.

BASE WORD: the word at the end of each line in ICFE Test of

Reading Part 3, which is the basis for the word that has to be

formed.

CLOSURE TECHNIQUES: techniques used to draw a conversation

to a close, e.g. ‘That’s all’.

CLOZE TEST: a type of gap-filling task in which whole words

have been removed from a text and which candidates must

replace. In an ‘open cloze’ candidates supply the missing

words. In a ‘multiple-choice cloze’ candidates choose the

missing word from a set of options.

COHERENCE: language which is coherent is well planned and

clear, and all the parts or ideas fit well so that they form a

united whole.

COLLABORATIVE TASK: the opportunity in Part 3 of the Test of

Speaking for the candidates to engage in a discussion and

work together towards a negotiated outcome of the task set.

CONTENT POINTS: the points contained in the notes on the text

in the ICFE Test of Writing Part 1 compulsory question,

which must be included in the candidate’s letter.

CONVERSATIONAL FILLERS: a word or sound filling a pause in an

utterance or conversation, e.g. ‘er’, ‘you know’.

DISCLOSURE: written or spoken communication.

DISTRACTOR: each incorrect option in a multiple-choice item.

GAP-FILLING ITEM: any type of item which requires the

candidate to insert some written material – letters,

numbers, single words, phrases, sentences or paragraphs –

into spaces in the text. The response may be supplied by the

candidate or selected from a set of options.

GIST: the central theme or meaning of the text.

IMPEDING ERROR: an error which prevents the reader or listener

from understanding the word or phrase.

INPUT MATERIAL: the text and notes which candidates have to

base their answers on in the ICFE Test of Writing Part 1

question.

INTERLOCUTOR: the Test of Speaking examiner who conducts

the test and makes a global assessment of each candidate’s

performance.

KEY: the correct answer to an item.

LONG TURN: the opportunity in Part 2 of the Test of Speaking for

a candidate to talk uninterrupted for a period of time,

enabling them to produce an extended piece of discourse.

LOZENGE: the space on the mark sheet which candidates must

fill in to indicate their answer to a multiple-choice question.

MULTIPLE-CHOICE: a task where candidates are given a set of

several possible answers of which only one is correct.

MULTIPLE-MATCHING TASK: a task based on a reading or listening

text. The responses are provided in the form of a bank of

words, phrases or sentences. The candidate matches a

response to part of the text.

NEUTRAL STYLE: a writing style with no specific features of

formality or informality.

OBJECTIVE TEST: a test which can be scored by applying a mark

scheme, without the need to bring expert opinion or

subjective judgement to the task.

OPENING AND CLOSING FORMULAE: the expressions, either formal

or informal, that are usually used to open and close letters,

e.g. ‘Dear Maria … With best wishes from …’, or ‘Dear Mr

Dakari … Yours sincerely …’.

OPTIONS: the individual words in the set of possible answers

for a multiple-choice item.

PARAPHRASE: to give the meaning of something using different

words.

PHRASAL VERB: a verb which takes on a new meaning when

followed by a certain preposition or adverb (e.g. ‘get away’,

‘take up’).

PRETESTING: a stage in the development of test materials at

which items are tried out with representative samples from

the target population in order to determine their difficulty.

PRODUCTIVE TASK: a task which provides candidates with a

stimulus to which the response is a piece of written or

spoken language. As well as the Writing and Speaking tasks,

productive tasks are found in ICFE Test of Reading, Part 2

and Part 3, and Test of Listening, Part 3.

REGISTER: the tone of a piece of writing. The register should be

appropriate for the task and target reader, e.g. a letter of

application is written in formal register.

RUBRICS: the instructions to an examination question which

tell the candidate what to do when answering the question.

TARGET READER: the intended recipient of a piece of writing. It is

important to ensure that the effect of a written task on a

target reader is a positive one.

TASK FULFILMENT: completing all elements of an ICFE Test of

Writing task using a range of appropriate and accurate

language.

TRANSACTIONAL LETTER: a letter written in response to a request

for action or to initiate action, i.e. the letter will trigger some

outcome or result, usually in the form of further

communication. A letter of complaint is transactional, a

letter giving advice is not.

TRIALLING: a stage in the development of test materials at

which tasks for the Writing or Speaking papers are tried out

with representative samples of students to determine their

suitability as test materials and whether they work as

expected.
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