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Correspondence and minute-taking competition

English language, 1st column

Test dictation of 1 minute

Quarter
minutes
Are you having trouble paying your bills and are you getting reminders from creditors?

Are you worried about losing








      ¼
your car or even your home? You are not alone. Many people face a financial crisis at

some time in their lives.








      ½
Whether the crisis is caused by personal or family illness, the loss of a job, or over-

spending, it can seem








      ¾
overwhelming. But often, it can be overcome. Your financial situation does not have to go from bad to worse.


















   1 minute (120 syllables)

( ( (
The competition text

The use of the words "budget" and "mortgage" in this text has to be made known beforehand.

A. The letter (dictation of 3 minutes)

Dear Madam, I am presently going through a period of financial difficulties and fear that

I will not










      ¼
be able to meet my monthly payments to your bank. The reason is that I was seriously injured in a car









      ½
accident, which has put me out of work for some time now. The circumstances drained

my savings and so I was forced







      ¾
to miss a few payments. I am very distressed that this has happened. However, the prospects of my recovery










      1st minute (120 syllables)
are good and I expect that within six months I shall be able to start making on-time

payments again. In the meantime I







      ¼
request a suspension of my payment obligations, because I want to avoid having to sell

the house I am living in.








      ½
The option of breaking into my pension savings for paying a current debt is also something

that should be avoided. The








      ¾
enclosed personal budget sheet shows my actual income, and the total outgoings of my household. As you can see, there










     2nd minute (130 syllables)
is no money left to make offers of payments to creditors. In view of these circumstances,

would you kindly agree to a suspension






      ¼
of payments for a period of six months? If interest or other charges are to be added to

my overall debt, I would be grateful







      ½
if you could freeze these charges, in order to prevent my debt from increasing. Otherwise

the burden might become too heavy for me.





      ¾
Thanking you in advance for your cooperation and looking forward to hearing from you as

soon as possible, yours faithfully,










     3rd minute (140 syllables)
_ _ _

· Please, observe a dictation pause of 10 seconds.

B. The text to summarize (dictation of 7 minutes, including the headings)

Be aware of the role money plays in your life and try to make the right financial decisions

1. Something about personal finance
When we










      ¼
use the expression “personal finance”, we are talking about the financial situation of a

single individual or









      ½
a single family, and we are referring to income, expenses, savings and debts. People

who are experts in this field are called "personal-





      ¾
finance professionals". It is their job to look at how individuals or families earn their money and make every-day and long-term










      1st minute (150 syllables)
decisions about spending it. In addition these professionals advise on the way in which individuals or families can keep their expenditure in line




      ¼
with their income, so as to prevent them from acquiring too high a burden of all kinds of debts. Such advice from a personal-finance






      ½
professional might even offer an individual or a family the happy prospect of being able

to save for a rainy day.








      ¾
2. How to stay in control of your expenses
To stay in control of expenses you have to stick to a so-called personal budget. In a

personal budget










     2nd minute (160 syllables)
your expenditure is brought in line with your income, so that expenditure does not exceed your income. The meaning of the word "expenditure" is very broad. Not


      ¼
only do we include the expenses of daily living, such as costs of food, transport, clothing

and rent. Expenditure also includes the cost of debt repayment,



      ½
for example credit-card debt. In the third place there are contributions to be made for

various insurance policies. In the fourth place, if after all these payments are made,
      ¾
there is still something left from your income, your personal budget may reserve this for future expenses, like unexpected car repair costs. Since circumstances can change










     3rd minute (170 syllables)
and this can effect income and expenditure, it is essential to update your personal budget from time to time.

3. Do you need saving for retirement?
Thanks to










      ¼
modern living standards, including advances in medicine, people are living longer. In short, life expectancy has risen and this means that increasing numbers of


      ½
people are spending more years in retirement. We do not know the exact consequences

this will have for our social security system and pension schemes, but we must

      ¾
realize that the present pension and social-security benefits, as we know them, may not 

be fully guaranteed in the future. That in turn means that you may need










      4th minute (180 syllables)
extra income after your retirement, if you want to stick to your standard of living and fulfil

your retirement plans such as travelling abroad or living in the countryside. Therefore
      ¼
it is advisable to make, during your working life, additional provisions to that end and so

start saving for retirement.

4. Steps to take when buying your own home
Buying your










      ½
own home generally means that you have to take out a loan from the bank, called a mortgage loan or a mortgage. Usually, a mortgage is repaid through monthly instalments

that are dependent









      ¾
on the total amount of the loan. So, first of all, work out ( taking into account your

personal budget ( how much you could reasonably spend on those mortgage repayments. Then make










      5th minute (190 syllables)
an appointment with your bank and ask them to make you a loan offer for the exact amount of mortgage that is available for you on the basis of your well-calculated repayment
      ¼
capacity. The amount of mortgage loan you can thus obtain, in turn determines what price 

you are able to pay when buying your own home. Knowing all this, you may at last start shopping










      ½
for a house or apartment within the price range you can afford, for instance by looking at advertisements or consulting a trustworthy real-estate agent.

5. What if you









      ¾
cannot pay your debts on time?
Having debts is not in itself a problem. However, debts do become a problem if you cannot

meet the obligation to pay them back on time. When you










      6th minute (200 syllables)

are in the situation of not being able to pay your debts on time it is necessary to take action,

if only to avoid further trouble. Get into contact with your creditors and ask

      ¼
for more time to fulfil your payment obligations. Then start to solve your problems by

making extra money available for the repayment of debts. This can be done in two ways:

by cutting down on your








      ½
expenses and also by raising your income, for example by putting in more hours at work.

The consequences of not solving your financial problems will be unpleasant. Your property,

like your car










      ¾
or home, can be taken away to pay for your debts. You may even receive only half of your salary, because a court has decided that the other half goes to the creditors until debts

are repaid.










      7th minute (210 syllables)
( ( (
Before the transcription starts, competitors are to be informed about the maximum number of words allowed in the paragraph summaries: *)
1st Paragraph
    -
65

2nd Paragraph
    -
73

3rd Paragraph
    -
66

4th Paragraph
    -
79

5th Paragraph
    -
84

____________________________________________________________________

*) Half the number of the dictated words, without counting the headings.
Correction model of the summary (including the distribution of the 100 credit points to be earned)
Be aware of the role money plays in your life and try to make 

       Max. number of
the right financial decisions






          credit points
1. Something about personal finance






      (17)
1. Personal finance has to do with the financial situation of a single individual or family.
          5

2.a. Personal-finance professionals look at how people earn and spend their money.
          4

   b. They advise on how to keep one's expenditures in line with one's income,

          4

   c. so as to avoid too high a burden of debt and being able to save.


          4

2. How to stay in control of your expenses





      (19)
1. Stick to a personal budget in which expenditures are in balance with your income.
         5

2.a. These expenditures include:






         2

   b. daily living expenses;







         2

   c. the costs of debt repayment;






         2

   d. the costs of insurance policies;






         2

   e. reservations.








         2

3. A personal budget has to be updated from time to time.



         4
3. Do you need saving for retirement?





      (18)
1.a. Because of risen life expectancy increasing numbers of people are spending

       more years in retirement;







          5

   b. this development makes future pensions and social security less certain.

          4

2.a. So retired people may need extra income to keep their living standard and fulfil

       retirement plans.








          5

   b. It is therefore advisable to start saving for retirement.



          4

4. Steps to take when buying your own home




      (22)
1. Buying your own home means taking out a mortgage loan.



          4

2.a. Work out how much you can spend on mortgage repayments.


          4

   b. Ask for a mortgage loan offer from your bank




          3

   c. on the basis of your repayment capacity.

 



          3

3.a. The obtainable amount of mortgage loan determines the price you can pay for

       your home.









          5

   b. Shop for a home within your price range.





          3

5. What if you cannot pay your debts on time?




      (24)
1. Debts become a problem, if you cannot pay them on time.



          4

2.a. When you cannot pay your debts on time, take action:



          3

   b. ask your creditors for more time;






          3

   c. make money available for debt repayment





          3

   d. by cutting down on expenses and/or raising your income.



          4

3.a. Consequences of not solving your financial problems are:



          3

   b. losing your property and/or losing part of your salary.



          4
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