BUSINESS ENGLISH |

EXAM QUESTION BANK

Competency-Aligned Assessment Resource

with Reading Texts and Sources, Listening Activities and Links, Answer Keys and
Marking Guide

Target competency EJ79: To communicate using forms of discourse appropriate to business
administration

English as a Second Language (Accounting and Management)
Quebec CEGEP
Version 1.0 | September 2026
For instructor use. Keep the answer keys and model answers confidential.
Prepared by

Didimus Zencha Ayeseh



Table of Contents

Table Of CONTENTS ...t sttt e b e s e saeeene e 2
DOCUMENT CONTROL AND CHANGE LOG ...c.uuiiiiiiieenieeieeeee ettt 6
What the Bank CONtaINS .......eiiiiiiiiieiiieeececee e s s 6
Change Log: Decisions and Substitutions Made While Building the Bank...........ccccuvvvveeee.n. 8
INSTRUCTOR QUICK START .ttt ettt ettt ettt sttt sttt esae e et e saeeemneesseeeneenaneeane 10
How to Find What You Need in TWO MiINULES .......cocuiiiiiiiiiiiiiiicceeceeeee e 10
TAE K Y ettt ittt e e ettt e e e e e e e et e et e e e e e e e et e et e e e e e et e e et e e e e eaeeeerarrnaeeeas 10
2T (o] LI o Lo (T D 1 PRSP 10
SECTION A: READING COMPREHENSION QUESTION BANK ....ccccvtiiienieeieenieeiee e 12
A.0 Purpose, AlIZNMENt aNd USE ....cceeiii ittt e et r e e e e e e e e nvare e e e e e e e e eennnes 12
A.1 Scoring, Reading Exam Blueprint and Tag KeY .......uuueeieiiieicciiieieee e 12
Al: Quebec Exporters Look Beyond the United States.......ccccveeeevciieeiiiiiiee e, 14
A2: Canadian Banks Call Staff Back to the Office........ccceiviiiiiiiiiiieeeee 20
A3: Desjardins Reports on Five Years of Climate Action .......cccceeeieeicciiiieeeee e, 25
A4: Supply Chains After the Shocks: Lessons from 2020 t0 2025.......cccccceeveieeriieeenieennnnen. 30
A5: Bill 96 and Its Effects on QUEDEC BUSINESSES ......ccvvuvieriiiiiiiieniiee et 35
A6: Al in the Workplace: Opportunities and Ethical Concerns.......ccccceeeeeeeeciivveeeeeeeeeeccennee, 40
A7: Customer Complaint Trends in Quebec's Consumer Market.......ccccceeevvveeeeiiiiveeeennnee. 45
A8: Quebec's Video Game Industry: A Global Player.........cccevciieeiiiieeiicciiee e 50
A9: The Importance of Soft Skills in ACCOUNTING ......ceiiiiiiiiiiiiiiee e 55
A10: Understanding the CRAAP Test: Evaluating Business SOUIces.......cccccveevuveeeircvveeenns 60
A11: Cultural Differences in Business CommMuNIiCatioN ........cccueerrieeriieeniieeniiee e 65
A12: Writing Effective Business E-mails: A Case Study .......ccceeecveeeiniiiiiee e, 70
SECTION B: LISTENING COMPREHENSION QUESTION BANK .......ooiiiiiieiienieesiie e 75
B.0 Purpose, AlIgNMENT and USE .......uuiiiiiiiieeiciiiies ettt sttt e e e e s e e e 75
B.1 Listening Exam Blueprint (Week 10) and Tag KeY .....ccuveeeeruiereiniiieeeerieeeeeiveee e 75
B.2 Authentic Companion Library (Unassessed Practice, Under Ten Minutes)................. 76
B1: Voicemail: Invoice 5521 Is Missing a Purchase Order Number ........cccoceeeveviveeininnenn. 77
B2: Meeting Excerpt: Product Launch PosStponed.........cccceeveiiieiiinciiee e 81
B3: TED Talk: 5 Ways to Listen Better (Julian Treasure) ......cccceeeeecieeeicecveee e eeieee e 85



B4: TED Talk: How to Speak So That People Want to Listen (Julian Treasure)................... 89

B5: Interview: Soft SKills in ACCOUNTING ...cvieiii it e 93
B6: Telephone Call: Rescheduling a Meeting ........c.c.uvvvveieiieccciiieee e, 97
B7: Announcement: New Hybrid Work POliCY ......cuueiiiiecciiiiieeeee et 101
B8: Team Briefing: Using Al TOOIS @t WOIK ......cccuiiiiiiiiiee ettt 105
B9: Meeting Excerpt: Third-Quarter Budget REVIEW .......cceeviiiiicciiiiiieeeee e 109
B10: Voicemail: Customer Complaint FOHOW-UpP ......cceveeiiiiiiiciiieeeee e 113
SECTION C: GRAMMAR AND STRUCTURAL QUESTION BANK .....ccccueriierienieenieeiee e 117
C.0 Purpose, AlIgNMENt aNd USE ......ceiiii ittt e e e e e reree e e e e e 117
C.1 Question Formats, Marking and Grammar Quiz Blueprint..........ccccceeeveeiciiiveeeeeeeeenns 117
C1: Personal Pronouns (15 qUESTIONS) ....cccuiieeiiiiiiiecciiee ettt e et e e arae e 119
C2: Prepositions (20 qUESTIONS) ...eiicciiieeeccieee e et eeee e e e e et e e e e etae e e e e saae e e e e aaae e s ensaneeeanns 123
C3: Modal Auxiliaries (20 QUESTIONS) ....cccuuiieeeeiiiie ettt e e e e e e e saaae e e e eaes 128
C4: Comparative and Superlative Adjectives (15 qUEStIONS) ......cceeccuveeeeeiireeeeeieee e, 133
C5: Verb Tenses (30 qUESTIONS) ...uiiiiiiiiie ettt et esire e e et e e e e eare e e e e rarae e e e enraeeeeans 137
C6: Syntax and Sentence Structure (20 QUESLIONS) .......ueeeeeiiieeeeciiee e 143
C7: Spelling and Punctuation (15 qUESLIONS) .......eeeecuiiieieciiieeccceee e 148
C8: Business Vocabulary and Collocations (15 qUESLIONS) ......ueeevevieeeeiiiiieeerieee e eiieee s 152
SECTION D: BUSINESS WRITING TASKS WITH MODEL ANSWERS ......cccceeiriieiniieenieeeniee e 157
D.0 Purpose, AlIgNMENt and USE ......uuiiiiiiiiieieiiieeceitee et et e s e e e s saaae e e e 157
D.1 Conventions Used in the Tasks and Models........cccceevieeniiiiniiiiniieeeceee e, 157
D.2 Alternative Acceptable Phrasings (Variations Bank) .........ccceeevvveeiiiiieeeieiiieesceiiieeeene 158
D.3 Writing Exam and Final Part 1 BlUEPIiNTS ...cccuvieeiiiiiiie et 158
D1: Business E-mails (8 TaSKS) ....uueeiiviiieeiiiiiiie ettt et e e e e e e e s e e e 160
D2: IMEMOS (5 tASKS) wvveeeieirieiiiiiiieeeceiteee ettt e ettt e e et e e e e e e e sara e e e e sabeeeeennraeaeeenraeeeens 169
D3: Letters of Application (5 tasks) ....ceeeecuiiiiirciiieiciie e 175
D4: Inquiry, Complaint and Adjustment Letters (6 tasks) ......cccecvuveeeiriiieeiiiiieee e 183
D5: Case-Study Correspondence and Follow-Up E-mails (6 tasks) ......ccccceecuveeeeiiiieenennne. 191
SECTION E: ESSAY AND EXTENDED WRITING TASKS ...cootiiiieeieeniie ettt 203
E.O Purpose, AlIgNMeENt and USE ......ccccuuiiiiiiiiiee ettt e s e e e e e s anee s 203
E.1 Required Structure, Marking and Annotation KeY .........ccccevvciieeiiniieee e 203
E1: Argumentative e5Says (8 tasks) .....cccuiieiiiiiiiiiiiiie et 204



E2: Analytical @55ays (6 TaSKS) ..ccuuiieieiiiiee ettt e e e 213

E3: Reflective e55ays (6 taSKS) ...ueiiiiiiiiiieiiiie et 220
SECTION F: ORAL PERFORMANCE TASKS ...ttt ettt 226
F.0 Purpose, AlIZNMENt aNd USE ...ccciiiiiiiciiiiieeeee ettt e e eecttere e e e e e e e e rsarae e e e e e e e eeaanes 226
F.1 Oral EXam BlUEPIINES coeiiiieiieeeee ettt e e e e e e e e e e e e s neraneee e e e e eenans 226
F.2 Shared Language Bank (Interview, Telephone, Meeting, Presentation).................... 227
F1: Job Interview Tasks (8 1aSKS) .......cciiiiciiieiiii it e seanes 228
F2: Telephone Conversation Tasks (6 tasKs) .....ceeeecuieeeiiiieieiieiieee e e 233
F3: Meeting Simulation Tasks (3 tasks) ......cccueeeeiiiiieiciiiee e 238
F4: Presentation Tasks (3 1asks) ....uueuiiiiiiiiiiiieiiii ettt 240
SECTION G: MARKING GUIDE, RUBRICS AND EVALUATION GRIDS.....cc.coviiiieenieeieenieeieene 242
G.O PUrpoSse and CONTENES ..cccueeiiiiiiiiee et e e e e e st e e e e e e e e sanrareeeeeeeeesnnnnes 242
G1: General Marking Principles and the Four-Level Scale........oooeviieiciiiiiiieiieiecieeee, 244
G2: Converting Levels t0 Marks ..... ...t 244
G3: Writing Grid (Writing Exams | and Il and Final Exam Part 1) .......ccccceeeiieeieciieeecennen. 246
G4: General Oral Performance Grid........occeeeiiiiiiieiiiieeiee e 251
G5: Listening Marking Guide (WeeK 10) .....cccccuuiieeeiiiiee ettt e e e 253
G6: Grammar Quiz Marking Guide (Week 12) ....cccuveeiiiiiiieieeieeee e 253
G7: Reading Marking Guide and Post-Reading Grid (Week 13) .....ccceevcvvveeiiiiieeeeniiieeeens 255
G8: POItfOlIO Gril ....eeiieieeeiteeetee ettt ettt st e st st e s e e s nee e 255
G9: Presentation Grid (Weeks 11 and 12) .....ccoveuiiieiiiiiiiiieciiiee et eeiree e e e s svaee e 257
G10: Minutes and Summary Writing Grid (Weeks 9 and 12) ......ccccceeeviieeieiiieeeiiiiieeeens 258
G11: Job Interview Grid (Week 8, 15 PErcent) ....ccccccueeiirireeeieiiieeeescieeeeeeieeeeesseee e e 259
G12: Telephone Conversation Grid (Final Exam Part 2, Week 15, 20 percent)................ 261
G13: Correction Codes, Feedback Protocol, Moderation and Appeals........ccccceeeeeennnnnee. 263
SECTION H: ANSWER KEY INDEX AND COVERAGE MAP ......ooiiiiiiiieieeteste e 265
H.1 Where to Find EVEry ANSWET K@Y ...cccccuuiiiiiiiiiieeeiiiieeesiieeeeesiteee s ssiaeeeessvaeeessseneeeennns 265
H.2 How to Read an Answer Key Table ......occuiieiiiiiieccieec e 265
H.3 BanK TOTAIS ...eeeiieieeiee ettt st e e s 266
H.4 Competency Coverage MatriX ..o 266
SECTION I: IMPLEMENTATION GUIDE AND SAMPLE EXAM ASSEMBLY SHEETS.............c...... 268
.1 Evaluation Calendar and Blueprint SUMMAry ........cooeciieeiiiiiieee e 268



1.2 Sample Exam AsSembIY ShEEtS .......uuieiiii i 269

SR 2 TNV =T d g 1= o) A 1Y/ T o 273
|.4 Differentiation, Accommodations and ReView GamesS ..........coevvevreeeeriiirieeiviiiiieeeeenenns 274
1.5 Academic Integrity and Al POlICY ......uuviiiiiiee e e 274
.6 Quality Assurance Checklist and Items to Confirm ........ccccceveiviiiieecciiee e, 275
SECTION J: STUDENT STUDY GUIDE AND QUICK REFERENCE ........ccooouieiiiieniiieniieenieeeeen 276
J.LIHOW tO USE THiS GUIHE ...t 276
J.2 WeEEKIY PractiCe ROULES ...cceeiee ettt ettt ettt e e e e e e e e e e e e e snnnaaeeeeeeeas 277
J.3 Quick Reference: Grammar ........ooueiiie et 279
J.4 Quick Reference: Formats and LaNGUAGE .........ceeeeeuiiieeeiiiiee et 280
J.5 Quick Reference: Spelling Information on the Phone..........ccoccveeeieiiieieccieee e, 282
SECTION K: SUPPLEMENTS ...ttt ettt ettt st st se e st be e s e bt e saneeneesaneens 283
K1: Intercultural Reflection Prompts ... iociiiiieee et 283
K2: Responsible Use of Al and Source Evaluation ..........ccccccuvveeiiiiiiiiccciiee e 284
K3: Plurilingual Toolkit and False Friends (French to English) ........ccccccueeeviiiiieieiiiieeennee, 286



DOCUMENT CONTROL AND CHANGE LOG

Title

Business English | Exam Question Bank

Course and code

Business English |

Target competency

EJ79: To communicate using forms of discourse appropriate to

business administration

Built from The instructor lesson notes handbook, the student companion
manual
Version and date 19 September 2026

Compatibility Plain Word format with no macros, no images and no embedded
objects, so the file is light and opens easily.
File name Business English | Exam Question Bank

What the Bank Contains

Section Content Volume Evaluation served

A Reading comprehension with | 12 passages, 96 Week 13 (10%)
sources and keys guestions

B Listening activities with links 10 activities, 60 Week 10 (10%)
or scripts and keys guestions

C Grammar and structure 8 sub-sections, 150 Week 12 (5%)

questions

D Business writing tasks with 30 tasks Weeks 5, 7, 14
model answers (40%)

E Essay and extended writing 20 tasks Portfolio, practice
tasks with models

F Oral tasks with models and 20 tasks Weeks 8, 15 (35%)
information sheets

G Marking guide, rubrics and 13 grids and protocols | All
moderation




Section Content Volume Evaluation served

H, | Answer key index, 8 assembly sheets All
implementation guide, sample
exam assembly sheets

J, K Student study guide; 15 practice routes; 3 Formative
supplements (intercultural, Al, | supplements
plurilingual)

Total structural questions (A + B + C): 306, each with a keyed answer. Together with the 70
extended tasks, the bank holds more than 376 assessable items.



Change Log: Decisions and Substitutions Made While Building the Bank

The question-development prompt allows substitutions when a suggested source cannot be
used, provided that each one is documented. The decisions below are listed so that the
instructor can accept or reverse them.

No. | Topic Decision and reason

1 Course code Change the title page and file name if your department
confirms the other code.

2 Passage titles A1 and A2 | The suggested title "Quebec Manufacturers Report
Stronger Export Numbers" was replaced by "Quebec
Exporters Look Beyond the United States", because the
Institut de la statistique du Québec reports that total
2025 exports fell 2.2 percent. The suggested title "The
Rise of Remote Work in Canadian Banking" was replaced
by "Canadian Banks Call Staff Back to the Office",
because the sources report the opposite trend. Other
titles were adjusted lightly to match their sources.

3 Reading texts: Published articles are protected by copyright and cannot
adaptation instead of be reproduced in a bank. Each passage is an
reproduction independently worded adaptation of facts checked

against the real sources cited in MLA format (accessed 19
September 2026). Students can open the source and
verify the facts, which supports the CRAAP question in
every set. The passage on customer complaints (A7)
adapts French-language sources; the translation is the

adapter's.
4 Listening: sources and Ten activities are provided. Eight are instructor-recorded
links from full original scripts, which guarantees exact

transcripts and keys. Two (B3 and B4) are authentic talks
with links, chosen because their runtime is under ten
minutes and their content could be checked. Every
activity also points to an authentic companion in the
library (B.2). Even though the author played the videos,
check each link once before exam day.

5 Listening: podcast and The prompt suggested podcast and news audio for some
business-news activities. These were replaced by scripted interviews and
suggestions briefings (B5, B8). The scripted versions keep the same

skills (gist, detail, inference, action items).




No.

Topic

Decision and reason

Sample exam papers

Delivered as assembly sheets (Section I.2) that list the
exact items, marks, timing, grid and student instructions,
rather than as duplicated full papers. This keeps the file
light and avoids two copies of every text.

Student practice
booklet (Section J)

Delivered as weekly practice routes that point to bank
items, plus quick-reference tables. Duplicating hundreds
of questions in a second booklet would add length
without adding value.

Weights for G3.3, G11
and G12

The outline and lesson notes list the criteria but not the
weights for Final Part 1, the interview and the telephone
exam. The weights in Section G are proposals for your
department to confirm.

Essays (Section E)

The course outline does not list essays as a scored
evaluation, so Section E is designed for practice, portfolio
work and optional in-class writing.

10

Typed writing exams

The outline states that the Week 5 and Week 7 writing
exams must be typed. The sample assembly sheets
therefore specify typed delivery on a supervised
computer.

11

Dates in scenarios

Dates in scenarios fall in September and October 2026
and match the 2026 weekday pattern. Change them if
you use the bank in another term.

12

Fictional content

All people, companies, telephone numbers and postings
are fictional. Real employer names appear only as
settings for letters of application, and no posting is a real
advertisement.
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