
cpa exam bec written communication
examples
CPA Exam BEC Written Communication Examples

The CPA (Certified Public Accountant) Exam is a rigorous assessment that tests the
knowledge and skills of aspiring accountants. Among its various sections, the Business
Environment and Concepts (BEC) section is particularly notable for its emphasis on written
communication. The BEC section not only evaluates candidates on their understanding of
business concepts but also their ability to effectively communicate ideas in writing. This
article delves into the importance of written communication in the CPA Exam BEC section,
provides examples of written communication tasks, and offers tips for excelling in this part
of the exam.

Understanding the BEC Section

The BEC section of the CPA Exam covers several key areas, including:

- Corporate governance
- Economic concepts and analysis
- Financial management
- Information technology
- Strategic planning

Written communication is a critical component of this section, accounting for approximately
15% of the overall score. Candidates are required to respond to specific tasks in a
structured manner, demonstrating their ability to articulate ideas clearly and effectively.

The Importance of Written Communication

Written communication in the BEC section serves multiple purposes:

1. Demonstrates Understanding: Candidates must show a thorough understanding of
business concepts and how they apply to real-world scenarios.
2. Evaluates Clarity and Structure: The ability to present ideas in a clear and organized
manner reflects a candidate's professionalism and attention to detail.
3. Prepares for Real-World Scenarios: Accountants often engage in written communication
in their careers, whether through emails, reports, or memos. The BEC section simulates
these real-world tasks.

Examples of Written Communication Tasks



Candidates can expect a variety of written communication tasks in the BEC section. Below
are some common examples:

1. Memo Writing

One of the most frequent tasks is writing a memo. Candidates may be asked to address
specific issues, provide recommendations, or summarize findings.

Example Memo Prompt:

You are a staff accountant at XYZ Corporation. The management has raised concerns about
the company's declining sales. Draft a memo to the management outlining potential
strategies to improve sales performance.

Example Memo Response:

```
To: Management Team
From: [Your Name], Staff Accountant
Date: [Insert Date]
Subject: Strategies to Improve Sales Performance

Dear Management Team,

I am writing to address the concerns regarding our declining sales figures. After conducting
a thorough analysis of our current market position and sales strategies, I recommend the
following approaches to enhance our sales performance:

1. Market Research: Conducting in-depth market research to identify customer preferences
and trends can help us align our offerings more closely with market demands.

2. Sales Training: Investing in a comprehensive sales training program for our sales team
may improve their ability to engage with customers effectively.

3. Promotional Campaigns: Implementing targeted promotional campaigns, including
discounts and limited-time offers, can incentivize potential customers and boost sales.

4. Product Diversification: Exploring opportunities for product diversification can attract new
market segments and increase overall sales.

I believe that by implementing these strategies, we can effectively address the current
challenges and drive our sales growth. I look forward to discussing these recommendations
further.

Sincerely,
[Your Name]
```



2. Email Responses

Candidates may also be required to draft an email response to a hypothetical client or
colleague. This tests their ability to communicate professionally and effectively in a
business context.

Example Email Prompt:

You have received an email from a client who is seeking clarification on their recent invoice.
Draft a response addressing their concerns.

Example Email Response:

```
Subject: Clarification on Your Recent Invoice

Dear [Client's Name],

Thank you for reaching out regarding your recent invoice. I appreciate your attention to
detail and would like to clarify the items in question.

The invoice reflects the services rendered for the month of [Insert Month], which includes
[list services or products]. Each charge has been itemized for your convenience. If you have
specific items that you would like to discuss further, please let me know, and I will be happy
to provide additional details.

We value your business and are committed to ensuring your satisfaction. Please feel free to
reach out if you have any further questions or concerns.

Best regards,
[Your Name]
[Your Position]
[Your Company]
```

3. Reports and Summaries

Another common task is to write a brief report or summary based on provided data or a
scenario.

Example Report Prompt:

Based on the following data about company expenses, prepare a short report summarizing
key findings and recommendations.

Example Report Response:

```



Subject: Expense Analysis Report

Date: [Insert Date]

To: [Recipient's Name]
From: [Your Name]
Subject: Key Findings and Recommendations from Expense Analysis

After reviewing the company's expense data for the last quarter, I have identified several
key findings:

1. Rising Costs: Overall expenses increased by 15% compared to the previous quarter,
primarily due to higher operational and marketing costs.
2. Budget Overruns: The marketing department exceeded its budget by 20%, which
suggests a need for better financial planning and oversight.
3. Potential Savings: A review of supplier contracts indicates potential savings of 10% by
renegotiating terms with our primary suppliers.

Recommendations:

- Implement a more stringent budget monitoring system to prevent overruns.
- Explore cost-saving opportunities through supplier negotiations.
- Conduct an internal review of operational efficiencies to identify areas for expense
reduction.

I recommend that we schedule a meeting to discuss these findings and develop a strategic
plan moving forward.

Sincerely,
[Your Name]
```

Tips for Excelling in Written Communication

To perform well in the written communication portion of the BEC section, candidates should
consider the following tips:

1. Understand the Prompt: Carefully read the prompt to ensure that you address all aspects
of the question.
2. Organize Your Thoughts: Before writing, outline your main points to ensure a logical flow
of ideas.
3. Be Clear and Concise: Use straightforward language and avoid jargon unless it is
necessary for clarity. Keep sentences and paragraphs short.
4. Use Professional Tone: Maintain a formal and professional tone throughout your writing.
Avoid slang and overly casual language.
5. Proofread Your Work: Take a moment to review your writing for spelling, grammar, and
punctuation errors. A polished response reflects attention to detail.



Conclusion

The written communication portion of the CPA Exam BEC section is a vital component that
assesses a candidate's ability to convey information effectively in a business context. By
understanding the types of tasks involved, practicing with example prompts, and following
best practices for written communication, candidates can enhance their performance and
increase their chances of success on the exam. Mastering this skill not only aids in passing
the CPA Exam but also prepares candidates for the professional demands of a career in
accounting.

Frequently Asked Questions

What is the purpose of the written communication
section in the CPA Exam BEC?
The written communication section assesses a candidate's ability to communicate
effectively in a business context, demonstrating clarity, organization, and professionalism.

What types of prompts can candidates expect in the
written communication section of the BEC exam?
Candidates may encounter prompts such as drafting memos, business letters, or emails
that require them to respond to specific business scenarios or issues.

How is the written communication graded in the CPA
Exam BEC?
The written communication is graded based on a rubric that evaluates content,
organization, grammar, and clarity, with a focus on how well the response addresses the
prompt.

What is an example of a written communication task in
the BEC exam?
An example task could involve writing a memo to management explaining the financial
implications of a proposed budget cut and recommending a course of action.

How can candidates prepare for the written
communication portion of the BEC exam?
Candidates can prepare by practicing writing responses to various business scenarios,
focusing on clear structure, concise language, and professional tone.



Are there specific formatting guidelines for the written
communication in the CPA Exam BEC?
While there are no strict formatting guidelines, candidates should aim for a professional
appearance, using appropriate headings, spacing, and a clean layout.

What common mistakes should candidates avoid in the
written communication section?
Common mistakes include lack of clarity, poor organization, grammatical errors, and failing
to directly address the prompt or required action.

How much time should candidates allocate for the
written communication section during the BEC exam?
Candidates should aim to allocate about 30 minutes for the written communication section
to ensure they have enough time to plan, write, and review their response.
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