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H3"~ you ~"'f picktd U" • book QfI 'poW "'3ding .nd 
,hough., '1 wanl.o "'a,n Mw to ~"d fu. "". 1 don', ha,.., t .... 
u ..... fO n'.od " I>O<JI<. thi< I-IU .0 fi .... OIl' how to!', R~.od on. 
and you will find .h .. is no!. "rob""". 

Introduction to speed reading 
Thi. book h;lO ,h, .. I,,·d. of informorion: 

WhO! you Heed t" know .bou • • poW ... ding to i!>Cr .... 
you, , .. ding ~Ifoci<ncy. 

2 Wh. t woold be- .... ry u .. ".1 for you to know .bout .p<-td 
... .oding and """"orr. bUI i ...... "".1 10 iN ....... your 
~fftal ......... at th ...... t<. 

J nor woold be: "'C~ fOt" you .0 know, bu. is ttrtainly 
not vi •• I. 

What you will achieve 

In Ie .. thi n 60 minute. 
If you ,.ad.,.n a'· ... g. reading .. t. of 250 word. pcr minu •• 
)"OU win be- .b'" to .... rn tilt Msies of.poW reading in 1«. ,han 
3n hour. 

After the 11 ... 1 half hour 
o..c., you ha •• optn,}() minu, .. wilh'M book you will know 
,h. Noles of ~ ,,"3d ing. You WIll II< .1>10: ... p<acri ... your 
_ ,kills wbc:n "",,ding ' M ..... of 'M book. fin10rung if in a 
f,acTion of ,h. li ..... 'ou "'ould ha •• ,.kno "r"';ously. 
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, Firat dlings first 
One of t~ main rr'''''''' p<'OpIt rad slowly;' a b ck of purpooe 
.ncl focus. He •• are so ..... quo.tion. you . houtd .. k boom •• yo" 
.t.n rudin, any book. Tak •• linl. limo to . nSwo. ,hom. y"" 
mlI)' "'"'"r..,rnt question< [" add.o.1It follo"';ng Ii,,: 

Why arc you , ... di", .ki. book? 
• Wb .. ",.ltt$ you ' hink you n..,d ,hi. book? 
• I, .his book .h. best pl."" to find wltat)'Ou aro l(~)k ing fm? 
• How long do you intend to . pend on It., book? 
• Whm an: you ppirIs ro 11K m. irUonNrion ,.... find in !his book? 
• What do TOO alr.ady know .bout sp«<l ",.ding? 
• Wh .. do you npe<! from this book ? 
• How will you know who" you h:.,.. :u:h;'vW your pI? 

Thil book will ."k. you through" .)'S ..... of reaWn& .ha. ";11 
p •• you thor tools you 0<'«1 to lIt.bIt t" ;"" • .,,« you. ",ado.,; 
"' •• in 'WI} import.'" ways: 

• You will ",ad fute. and ,.m<",bt, wh .. roo , •• d. 
• v .... will find .. ,.., you n .... 10 read wit"""t olw;oy1 ""..;'" 

10 ,.ad an .n'; •• book. 
Sp«d r •• ding il .bout much mo •• 1M" r •• ding fa •• : it i • • bout 
,.ading '.m,n', S""," •• adin8 i" 

• o...rmining what it .. that you wlIIt from aJly ",.dint 
"", •• ";"1. 

• Ruding ao d foci<nl1y.s I"'"illl,. 
• Bring able 10 • ..,.n in/o.mation whon yOD need il. 

Th< aim 01 ,hi, booIc is 10 Mlp )'00 mul •• IrchniqDtf ,ha. wiU 
.... allie )'OU '0 ~.d and ablo.t. """'" infonnation in Ic$S rim< 
.hln 1></_. VOIO ,hould find .ha, )'OU spond Ic$S .i .... ~.di"ll 
b<cau,", you manag' inlo. m"ion ",1m quickly. Th, '1"11 gn 
a.ound '0 it" pn, will I>< I, .. ,hrcartnin, .nd OI.it •• 0 gn 
H(lUnd '0. Ako, ........ )'00 ha,.., itam. ""'" TO ...-ad "",,·ficrion 
"",.,rial f ... ~. and TnOK rfficinulr, you will find ,ho, you 
"",u .. lly apply rffidf"fl' ... din, .",hniq_ .0 your lrisu .. 
... di ng without losing .h •• nioymen. 01. good 'lOry. 

AI wilh anything new, .pr«I ... ding .ak" p •• oice _ hUT <>Of .M 
rypo ,ho, ""lui,," you .0 put .<ide ho ..... rach .uy. V ..... aim 
lhould I>< TO include ,perd·...-adin, ,rchniques in yow .uily 
mUli ... and in SO doing boteo .... mO .. "wa,. 01 what yOlO ,..,ad 
and how you •• ad i •. 



How to use this book 
Thi. book i. <k<ign~ [0 be a workbook and. rd,«""" book 
,har will h<ll' you develop your 5po.d·r •• dinc skills as you 
le.,n. 
Each ch'p'.r may be ,ef .... <l 10 indeptnd,ntly. This will make 
i. '''Y for you to lex" ,. th .. in(orm,,;o" you need. Ikcoming 
. ccu$tomtd '" moving { .... If .mund I book in>l •• d of rnding 
it from Iron, '0 I>:Ick is an imponant h.bil10 develop; many 
.urho .. do not put the inlonnanon in prC'Ci<cly Iht .igll, ord., 
II> sui, )"OU. 

I Tha. brings us to • mOSt imporlant mi. of dlt"i •• " 3ding: 
Make your own ' <3ding .ul ••. 

A quick guide to , •• ding ,hi. book 1m and <ff<Ctivdy 

1 Flick 'hrough ,h. book to gel 3 f .. 1 for i,s o"l><1a r •. 
2 Read ,b . .. hi. of conten .. , then highHgh, 'he ch.p,.", you 

want to .. ad and mark in wh., order Y"" wam t" ,.ad 
,h.m. 

J Read.lI ,h. summari ... 
4 Continu. [0 r.ad ,hi. in",xluctinn; it will ,ell you what 

)"OU will a<hieve by ... ading each chap .. ,. 
~ Finally, "udy ,h. fi •• · ... p sy ... m .nd use i, on ,he ... " of ,h. book. 

If you .... "n, only ,h. basics of.peed ... "ding 

Re.d ,h. fullowing chapt.", 

1 Th. Fi •• ·s,.p R ... ding Sy"em 
1 Speed Reading 

If )'(l" wlJl ' lunhcr . kill, to develop yoo , speed and impro,," 
YOII' memory 

R •• d ,he following chapfC": 

S M.mory 
7 You, Ey .. and £flccti.e Reading 

As you progrffi 'hrough the book leaming n.w .po«d·re. ding 
, kill., remember to practise them on this book. II pro.ides you 
wi,h th. opponunity to pro<:tise yoor new skill, so mar you will 
benefit from whot yo" Ic.rn much more quickly. 

, 

I 
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Chapter 1: The five-step reading system 
This .hapl" covers ..... o f . he c.,.. I«hniques of .he book. 
Reading i, will give you rhe skilt. rhOl wilt help you: 

• Em!"y your in""'Y quickly. 
• So" throup piks of I"porwod ,"", haY<' buil . .. ~ ~r ,he 

ycar .. 
• Read bookt rh", you've bftn .... anring 10 ~.d /or ~U •. 
• c." .Iu""gh your ... ading 'If work in. quan« of ,h. ,ime il 

cuff.ndy taka you. 

Chapter 2: Speed reading 
In ,hi. cup ... you willl •• rn how.o ,.k •• Aexibl. appmach to 
you, r •• cling,bow 10 find information fu. and how to u,ra<1 
, lit _go from the documm.,..;, ....... wasting rimr. 

Chapter 3: It's all in the words - developing 
your vocabulary 
Tht !In,.,. your """"bubl)' is, 1M fa".,. you ,..;11 lot . bIt 10 

r •• d. Thi' .hapccr is Hpc<UII, ... .rul if you .r. readi"lla lCCond 
language or if ,h. lJUO'c, i.1 )'<I" ue co •• ,ing i. ,"nn",,1 or 
sptei.liud. 

Ctwtpter 4: Concentration 
Wi,h"", cone.nllation ,b.". will be "" ""'mory. Thi. is • 
practical chapt .. wirh exercises '0 help you lnc.U .. your 
cO"«fl'rarion, wlltre.cr yOll h .... to wml:. 

Chapter 5: Memory 
If you donoc "'lI<mber wl\a( you ro. d, you may .. _II nO( ~n 
",.ding. IN, ch:oplrr will givr )'00 an insiV>' into I\ow your 
mm>OfJ' worla .00 wh:o( may be h:oppmins ....... il does noc. A 
.. Ioaion of .~ fO ....,.".boerin« wh:o.I you .... ",>ding i< 
incllMkd in ,his Ch:o.p<CL look .. Ihrm .11 ar><l choose ,h_ which 
you cou ld US< for Ihe diff ... nl types of ",.ding you do. 

Chapter 6: A book Is 8 book is 8 book 
0 , i, ;11 

E"",y typ<" of ... ding should be 'pp,o;ochod diff .. onrly. In ,hi, 
dtap'" you will find ,tiff ... n, marrgl" ,h:o.( wiU m.ako ",.ding 



• ~ewspapeT in ttn minuII'" • cinch .nd re.ding lor work. 
doddl~. 

Chapter 7: Your eyes and effective reading 
Your e)"tl ar~ you. mos, imponant reading ,oo!. Th. chap'" 
will hrlp you lak. Care .,1 y.,ur ty<s, p ..... cnt cy .. ".in and 
imp'''''' y<>ur roading rat~ by inero,sing what you can pcrcri,e 
within your .i.ual sp.n. This chap'" has exercise. and practical 
id~ .. to make your cy .. work ben« for yuu. 

Chapter 8: Distractions and solutions 
Wher .. ·" you are, wha"""r you a.~ doing, ther. will b< 
",m.thing to di,tract )·ou. This chap,.r links closely with 
Chap"r 4 lConeentr.tionl and Chapt., S (Momory). Th. fower 
the dima"ions, tho fa"" and more producti .. you. reading 
will be. Solution. to a number of diffe.ent di"r.",ion! a'" 
<b:"ribc<l. 

Chapter 9: Real-world reading 
Most "",ding is done und.r pr ... ur< _ in one way or anotho •• 
time i, the critical factor. If prople e\ler gi'e y<>u documents.o 
",ad and 'hon . tand wai.ing while you flni,h them, this i. the 
chapt<, to r.,d. It will.l,o help you priori.ize you ••• ading and 
p",.ent yourself from ~oming an info.m .. ion honleno<k. 

Chapter 10: Working and studying for a living 
If you do any kind of studying and . 1", have a lull_time iob or 
look .ftcr a family you will find ,hi, chap'er .cry usefu!' In it 
y<>u will find way" to ' implify and organiu your ",ading and 
",du .. the ri,k of panicking" w«k befo", an exam. If, however. 
you hav. only a week to go until the exam ,h ... i. a strategy in 
this chapIC' th., will help you make the be" use of tha, time. 

Chapter 11 : Useful information and speed 
practice test 
Thi' js • suppor' and reference chapIC' with additiona l 
information tha, will help you inc ..... your vocabulary and 
make reading ea,ic •. You may want.o r«cord in a not.book any 
u.m information you Com. a~ro<s that help. you extend your 
vocabulary. 

, 



, 

f 
Chapter 12: What next? 
How will you apply whal you h .... l •• med? This chap,., will 
holp you design a 2 hiay programme that will ... ist you in 
intrsrating whOl you ha •• lurned into your day.,n.day 
activities. Also, ,her .... ide .. on how f<) «each someone d ... 

I Her. i •• notMr impon.nt [Uk: 

Have lun. 

Frequently asked questions 
Speed r •• ding raj ... questions; 

What i. rhe I • .rm poo.sibl .... ding .ptt<l? 
• h.po«<l ... ding "'Y to lum? 
• How do J mainra;n conc .. ",,,rion while ... ding dry Or 

!«hoie.1 mate.i.l? 
• How do I ,emomb" what I read whcn I n.M to? 

You will dis<;ove' the 'n''''''' 10 some of 'hese by r •• ding ,hi. 
book. The ."'''''or to thc lint i. that we do nol know wh.r ,h. 
lim;, i. '" ,h. rare or which J'«Ipl. can .. ad. The cu".n. record 
hold. , can .. ad a book the ,ioe of W~rand rCact in 20 minu ••• 
and ""u,, .. ely an,wor qUt$t ioru on it. Abi lity 10 a",wor 
questions is ,he important thing. Why ,ptod pn:ciou. Ii",., 
re"ding if you do not have a way of remembering what you 
want to distil/rom til<! mat.rial? Remembering the ;nfoTJrullion, 
fact or fiction, long .frer you h.ve re.d it will be explored in 
Chapter S. 
Sp«d reading is e .. y: only one· fifth of the ... ding .,rategy 
presented in the next chapt.r r~ui ... practice. the ,e" of the 
.y.tem will work ju" by making"" of it. 
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Introduction to the five-step system 
By rh. time you <ornplerc the fiv •• tep" in the ')'Stem you will 

ha"" 
Explored the material ot I ... , 'hrot rim .... 
R .. d wh .. you need to have r •• d. 

• [nt~raIW the n~ knowledge inlO what you alr.ady know. 
• GaiMd an """utare , ... U of ,h. in/ormation. 
• Found tM information you rctjuitt. 

Mos. impu'tan<1y. )'OU will hal" .pem" lra<l;on of the rime you 
might oth.rwist hal" 'p<nt l •• rning ,htsc ,kill •. 

To .""id . Iipping back into old fuding habi .. , dostly follow 
,h. li'·.·.t.p .y"em outlined in .his book. Once you .r. famili.r 
,,·j lh ;1 you ran adap. ;, '" .nr type of ,r.ding - artid"" 
nrw,p'J><f<, memo,. books, maga,in •• and $0 on _ by 
combining and omining ... p •. 

I The ft".-,'ep .ystem ha. one M<r-riding ru1. : 

Always know wiry you are read.ng somothing. 

Ir dot.,,'! man., what your .. a$On is for re.ding somerhing
whether it i. b«"ust someone rrcommended i, or .imply 
b«au,", you w.n' to - as long as you h .. ·• a ,.aSOn. 

The five .. ep< in 'he .y",m are as follow", , Prrp"" . , Preview. , Pa .. i .. reading. , Active ".ding. , s.1rct;,~ re. ding. 

This 'y.rem is ba .. d on • proce .. that simply .sh yop to 
high/ight and ohm;""It. Ao you usc the .ystem, your aim is '0 
highlight a,. ... for further .. udy and elimin.te ,hoor .hot you 
ar< cenain )'ou do nOl need. 

o.pending on how much you wan, from ,he book, Step< 1 to 4 
could take be,ween 5 and 40 minute. for. book 0/300 I'"g". 
Th, time that you .pend on SlOp 5 wi1l depend on how much 
detailed information you wan, from 'he materi. l. 

Step< 1 to 5 "";11 ,,",W be outlined. Read 'hrough this .le<:tion once, 
then using a non-ficrion book on a $ubjea you are ;nteres«d in 
tty ,be 'Y'rem ou'. For ,be moment, fnrg« "bour !tying.o .. ad 
fast. We shall get to ,h •• l.teL 



Step 1: Prepare II 
Or>< of 1M 'USQrI$ why readinS Can « fru ...... ' ;n' ;. a bek of I f' 
con«1I.nriol\. This has os mIlCh .0 do "';,h fOUr ,hou~<S as I 
fOUl" surroundings. One of ,h .... no... dimacrions is 1m""". 
Whm)'O\l arr approathing a brp' ""um< of .radi~ osperi;llly i 
it ,I>< • .,bi«I is new '" YOU •• <mion ..... y n..,. One way 10 
diminish inirial ",nsion is to nublish ,hal you .l ... dy It...,... I 
."mnhing ol>o.n 1M .ubj ... , . AnOlM., l<>!IX if you k""", , h:1I J 
you do 1'101 knuw .. '1' much, i. tn fu.muLo,. qu«ri<>n$ ,h,,, will 
help you imp"'''' yu". knowledge and .chi .... your objective. 

The main purpo<t or the p'<I"'OIion Itep i. f() build tilt c) 
f""",work onto) which you will fit everything you I .. m ao you ...... 
, .. d. n.. f"'IIItwork c:on be.....de up 01 fa<Il o. qo><Srion •. 

TlIoughI. "' . 10, .. " , 

CctnpItt .... Pf**w:. 01 ",-=a", 10 .- • lUI 10-.g _og.,.... '-.--. t..foN. _.,.... __ hIng 
.- rou m-r ~ __ -... , .... 10 11' . __ .,.... ... 

looking . t, DuM; tl\al 'wOrkIng-0UI' tlrne .,.... compatfI _ you 
... IIttOir>g with ... 11111 .".,.. ........ay I!now .."M )'OIl lind SOITMIhing 
ttlal " oimMar. wIIIch will tMIp you mlkt _ o. _ yoo are 
looking " . It rou lind no!I'W'ig that _ eIos- ....... wi! begin to 
.... -,_ nat.....". 
~to_il-.gtM ........ _)'OII_.tMw. .. 
.... ~ 01 _.,.... ... 1bouI1O.-. _".,..-,_ 
timllO 1fIinI< '" _ .,.... ,..-, It.- 11\11 __ 10 ...... 

yo.> ... Iooking at; W noINncI_ . .... qo .. os in •• 1nICtlnd -
QutsliofU ore impo«.nt; without th~m you will find no 
an,,,,,,". For ~'~rr pi«. of information you place on you, 
fr.mework uk '1" ... rion. ~ who. wh.t, whert. wh en, wh y. how. 
Ther. ia no .uch thing •• • ollly question. Qutsriono th.at ar. 
labelled as such are gen<raU, tho- """ th.t arc difficult to 
answer for $(I"", ,..,,,..,.,. Think back to .... hen you ""' .. " child 
and you .stN .. perfectly cood quarion. If your ... ..,,10 could 
_. or did no! want to, 2m,..,. it, did they "y, 'Don't aU. ouch 
silly quesrionf;'. luving )'0\1 f.tI"" ho-wild<'N and ip><>rllnt' 
AI ...... ,.. uk questions. It is bm.r nne to find tho- __ .r than 
...... , to a,k the q .... rioo. Tho mot( you know"n<! the mo"" 
q".piont you a.k. the mot. )'0\1 will be .bl. to m3k ... ".. of 
tho- .ubj .... 
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Th~ pro""",,;on SI.ge helps you focus on th. "'\:: 

Wri •• down wha, you .1,.aJy know about ,h. subject; key 
word •• rr ,ufficien,. 

• Decid. what you wan, from tho book: is i, genera l 
;nf"fm",on, tnough fO writ. a report on or simply the 
an.wor fO a 'p«ific question, 

• Alw,")" uk your .. lf thtot th.tt qu ... ;on" 

I Why am I ",acl ing ,hi. in ,ho fir" pl.«! 
1 Wh .. do I already know? 
3 Wh.t do r noed to know) 

(;filing yourself into" le.rning ''''to is impo".nr. Th;. will heip 
muimum ~(.>n<.ntr .. tion. Ch.p,.r 4, which d •• I, with 
conan"a,;on, provides a nomk. of method, that will hdp you 
/oeu. on wh.t you h .. ·• 10 do, wh,rh., you au ,urround,d by 
distr.ct;on,.1 home or in the mid" 0/ mayhem al ,h. office. 

Step 2: Preview 
Th. purpose 01 pr~·i.wing. book i. [" become f.mih.r with i,. 
"'uctu,...: 

What d""$ it look lihl 
• A .. ,h ••• summa,;es or condu,;on'? 
• I. it alll.~I? 
• Ju. the .. any picou ••• ? 
• Wha •• ize i. Ih. prinl? 
• Don 'he lon, ",l"'ted make it .asy to .. ad? 
• Is the t.x, broken up into $«1ion.? 

I, il a ",rie' 01 paragnph'? 

For. 300-page book, the o .. ",iow should take about 10 
minu",. 

• Re.d the front and back cov ..... ,he imide /laps, and the table 
of ''''' .. "'' and have a look 31 the inde~, gloss.ry and 
bibliography. 
Ottenn' n" the Strucrure of 'M book: chapter h •• dings, suI>
huding<, pkntres, graph • . cartoons and im.g ... 

• Elimin"" the portl of ,It< book ,h., you are .ure you don't 

""'. • Highlight a.ea. you think you do neN. 



• Rt-.ffi",. your decision .""'u whal you wanl from lhe book. 
• If ir b«umr:o <kat d .... 1 lhe book dots nOl mnw" Whol J'1>U 

.....d. pul il away. You will hove .. VflI yours<lf hou ... of 
work. 

Ther. is • y .... moune of informalion you can &Ican from .aeh 
of ,ho "'&oS of your previorw. H .... ~ somr i"'as aboul whl! 
you ,hould br iookinB lor durinS ,hi, s"S" 

The cover 
The coy .. i, ,h. fi ... ' call lor. book. Any picru .. on lhe frool i. 
dooigncd 10 .lIrO<1 your .... nlion; i, i, the~lo .. import.nt '" 
look bryond ,he picrure to find OUt whelhe •• he book will he 
.... ful If) you. 

a.c ... ~bIurb 
Thi, should gin a good iftdiarion of ... hot lhe book contains. 
lr oft.n conca;'" prom""" ,,,,,h ao.: ' If you .. ad ,his book you 
will ..... .' You "..y aoo he .bk '0 IP~ .he book's 
rrad..o.bilil)'; if ,'" bad-paS' Murb is wri,ren in <omplu 
langu.g., lhe rt$. 01 tho book may bt tho .. ""'. lion the OIh .. 
h.nd il i, d.or, OIraighllorword and •• ,y '0 und.rstand. Ih.,.;1 
• btu .... ch • ...:. of ,h. book bting .uy ... ding. 

I~""~ 
M"" ha.d.back book, and ~Y.n ",,,,. ",ft·bach hoye 
information on .he imiclr of.he c ..... rs. This ...... 11, consisu of 
........... ""- biuvaphical iniorrn.o.rion and • photOg:lph 01 . he 
ou,hoc. Rcadi", ,his will give you infotma.ion about ,he au.""" 
and ... "". poinl of yitw!her "'ish' he takin .. 

foreword 
The foreword, hardly cye' .. ad, i, probably Ihe mO$t important 
.s«rion.o coy« .t the preYiow SI"Ko. An",h .. <xpcrt in.he field 
o.u.lly Wli ... it. If will .1"'011 alway, oon •• in informalion 
ahou, the author and .heir nprri ........ in the field 'My art" 
wririn& in. 

Table of contents 
The con •• n.. !able is in,.nded '0 htlp you find your way 
Ihr"""'. book and is lihly.o be the _liOlllo which you refer 
most often. When you mak •• fi ... , pass" ,he toblr of oon,.nll. 
mah no •• , a, you go. If you know Ih •• you do no{ need lhe 

" i' f 
! 



" 

<:> -

con,en .. of. ch.p~r, make a note .I>oU[ why you think you do 
n<>' need it, For ,h. chap"" 'ha, you do w.nt, nme whot it i. 
)'OU <><pe<! t" find or queslions you want . 0,_" to. 

Graphics, pictures and cartoons 
Th_ may be excdlen, sourers of inform .. !on. They con •• in 
inform.tion about ,h. t"pic in a piCTorial fo,m.,. Since moot 01 
uS remember piCTUres be"er ,han words, they will hrlp you 
remember wh" you arr ... ding. Do nnt juS! glance at graph' 
and pictuK$; «udy ,hem, ,<3d ,,,," Iill ... and any . ' pl.nation, 
provided and work Out how they will fit into the framework you 
began t" boiM in Step 1. 

Tables 
Th,.., ... u .. ful but can som.tim« bc conf"sing wi,hou. 
background knowledge about wh .. rhey ron,,;n. look b,i.Ay 
at the tabl •• wi,huut ."emptio!; (<> memo.i •• or fully 
undcrs"'nd wh.t tho)' contain. If. brid •• pl. n>t;"n i. OIt.1ched 
.0 .he .abl •• ;'rn . ead .ha., bu. wi.;,ou, spending nmoh 'im. on 
i •• The information will be<;"me d ea .. r a. SlOp 4 - Active 
••• ding. 

Index 
Nex, '0 ,he table of oontem" ,his is .he m"" valo.ble oe<.ion in 
.h, book. Th. index will give }·ou d"3iled inf,,"""'ion in a 
diffe .. n. format from ,h. COnlOn'" ",bl., 

If you ... Iooking for inform .. i"" on. 'p«ilic",p<"CI of 'he 
.obj"". m .n 3n,Wer '0 a sp«ifK qu."ion you "",y find. 
,d • • ence '0 i, wi.hou. fUrlher r •• ding. 
Th. index will giv. you a ve.y de .. indication of ,he derail 
,h. book ha, on you • • ubj"". 

Glossary 
Thi. oe<tion i, useful .0 ,kim during .hi •• ltp and )·ou will 
c,,,,,inly find i, m"'" "",ful in Step j _ r ... ;v. teadint" when 
)·ou or. studying 'h,languaGe of ,h~ 'ex •. Whil. you ... teading 
,h. <cerioo. you h .. · ... I..,ted .h. glos"'l")" will be in",luable
pl.""" m"k .. '" 'he '"'' of .n • ..aion ... ,ha, when you need 
'0 de.ermine .h, me.ning of. wo,d you will be abl •• 0 find i. 
quickly. If you a" studying from ,h. book, chock wheth .. you 
may photocopy ,h. glouary so .ha. yoo can add nor ... ro i, 
ea,ily as you work . 



Bibliography 
n.. bibli"""phy may indic:u. some of .he books tho au,hor 
.....d •• rcmena dllring tht <k .... I0 ..... ~' of tht hook. It will 
.Iso ~ aO idu of ...... Itvtl , .... book ;" pifChod al. If ,lot 
boob IiRtd in ,he bibliography art .11 "'milia, 10 you. ,he hook 
mar ..,. be lofflCi.ndr advantW for YOU' ......... If ' hry a .. _ 
fO you .iIe>I ic will bt a good ,u;ck for !unix. """r. 
On .he N.i. of.M inform .. "", ",.M,«I do.inS 'hi< o"P. ~ou 
will br able CO think more <k. rl y 01>0 ... who. 'he .n. c.".n. AI 
,his ".~. «view your pU.pos<. 1. il .. HI ,h. lOme as you >tared 
btfor. you pI.-iowed ,h. book or hal i. chonged b<CIUSC of 
... ha, you hove [urn. ? 

AI this ... ge you ,hould .bo bogin 10 bt .bIt '" Slmch you. 
knowlods< and un<\cntandiftg of wha, ,"" I ... ho. is .<yine .0 
Uf. If, hown .... tb< .u~·. poln' is .. ill no< clea .. "'Y 10 dcrido 
whal aooumpl'ions d~ author i. ""'kins. 
All ' 00 oflen, sp«ialists .. ill wrire on ,bei. ~rricub, ... b;tc. 
forgcnin8 lIu, mlny of lhe pcopk who will bt .,..:Iin« j, will 
nOl ha .... h.:od ,he year. of training. , • ..,arch and ""poIu" 10 th, 
,ubiw" that.My nave hod. A •• con .. '1"<"", ,he lan/""ge may 
be complex and ba.k e~pl.n.tionJ mar be lading. I thi< i, . he 
ca>e. ~onsid<, what question< Y"u Ini",. -.J.o a,,",Wor bef".e 
yOII can rnntinut wi. h d.e rexl. With thoK questions in mind. 
ca,')' on to Sle" J. 

Step 3: Passive reading 
Now tMI YOII . .. prep.IIN and It""w tho """"". e of , ht book. 
'hit "ep will lamitiariu you with ,ho langu. and ,he 
0floni .. ,;on of ,he book. Is it fu ll of jargonl Is ,he " u,h.". • 
'lingualan'l How i, the informal;"" otpni .. dl Are th,rt a 101 
01 exam"I .. ? DoN tM book 10k, you through a step-bY"'ep 
p.oeu.l 
Knowin, how a book i< orgoni..-.! ",ill bell' you to identify kry 
idea. and ..,n<men in Slep", - Acti~ rnding. n.. inlonnll'ion 
may be ... "n&«! in " number of ..... "" 

Chroaological - Fim, 0«0nd. Ihird or by ...... 
• bampla _ If ,hou s«m '0 be "OriQ in rhe "~'. ,hen 

"".h"", ,I>< .. "" .. a .. lhe evidenet 10. argumenu 1M' lho 
au,hor ... , .. elsewhe,e . 

• Adv...,taBOS ond di,advan'aIU - T" uncov .. ,hi. ".uclute 
look 10. word. li ke ·bu.'. 'on the m he, hind' and ·howev .. •. 
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• 1'rIx«. - Actiyity A l~ad5.0 activity Ii and on.o . CTi.ity C. 
o M Oll ;mportanll1 • • 1C imponan. _ Dots.1It author piX<' II>t 

~or~ of tho infonnarion >I II .. lIa' ! 0< ar .he endl Moo 
-.paper ,,<>ri<$ will ..... • I>t ttI<)U 'mporun, jnform,nion 
a. ,he ..an of me R...-y, fo~ by.1It dttail ntUfU.ty to 
say"",,,, about rhe :aaul incident and J'C'.lups finally 
comment from .hoo< invol.~ 0< .he opinion of .h. 
ioom.li ... 

The p ... in ... dinK OIep works he" if you thoroughly 
""mpl.red Step 1 - Prol'"'" 
II .hould , .ke onl)' ",",w •• n 10 and IS minur .. to ... d • .l00-
p.go: book ~ .. iv.ly: 

Scan ,he, p.>gn ., a r.'. of about. "'II" nny .,... to two 

""""". 
• Hl(lhli&h' "'Ofds ,"", UlInd OUt. Thrr may be names.1onc or 

.Khnial word< Or wo.ds in bold or il .1/;{. 
Decid. if .... w.paso i • • ..:hnkat, non',echnieol Of u ...... 
friendly. At< you familiar with ;. ) 

• Look OUt for word. ,h., will gi •• yuu a d ue [" how the 
inlorm •• ;o" i, ,uU<lUred. Sr," looking for key ideas. 
Make a nOle 01 whore the h y . tJu m ....... <c<:m to ... . 

w you know _ )011 _1ooIdng lor, you wiI _ it. N )OIJ know 
...,. you aN r-.g III book you ... """"" _ you ... 1ooIWIg 
lot. 'I'ou'" notice _ ~ 10 your .. 0I1n1--. 

r .... thit, look""",","" ~ ~ rwl. Only red._ 
how I1'\1III)' ~ 01 "" IhM .... How. doH your eyoM WId ,.,*'lIMo everytIIk>g t>Iuoo In 1M room ,n Wh&, did you noIee.1 

Step 4: Active reading 
n.. ..... in PLlIJ><R of I",i •• • tad,,,, is 10 idenlify ,,," ..... in ideu 
of • lUI. n..,..., • ..., ""0 . u ...... why Ih i< ""'Y bt " ,""llt-nllt': 

You m¢tu IIot know""""", .bou, Ibt I.'" or ,bt IUlhor 10 
rocogniu ,.,"", rht idt •• or af"Ju"","", art. Thi. i< lik. be,ng 
•• k«l w~her you "" ... on y qUnlion. about. Jubi«f you 
kftOW nothing aboul _ you do not know <nOugh to know 
what qu.:s,iOflJ 10 uk. Th. mo •• thorou.g.hly yoo carry oul 



Sups I .0 j ~nd .ht clc-u .... I"U' p"rI"M is. rho u .... ,. ,,·. 11 
... 10 find .... ,n ick~s. 

• n.. stCt)nd eMU.nKo i • • ha. you may 001 kn" ...... he .. in . ho 
,"x. Ih. m.in id.a. arc likoly ." be oxpla inc<.l. Allh"ugh Ih, 
main idr. of m",,' w,l]·w.ittnl m."ria1 i. in .n, fi,.. te"It"'"" 
of tht p.aray"ph, it ..... , he in tht middl. 0. a. tht .nd 
irIsInd. 

Finding the main Idea 
Knowing .ho . ypc of ma ... ~1 J·nu ..... ~ding will help you 
.... ""'i ... wht ... ho: ma in ode. it likdy.o ht. A •• ~ . ,,·. ilk" 10 
inform WIll probably h ..... he h y .. n •• net " • • h-c ''''It of .ht 
p.uguph. If .he pu.po .. i, I" en .. nain .hen .he k.)· 
infomut;'m will mort .h ... likdy ht or Iht end (hk< ,he punch. 
ti", in a lobi. If dt.t tu." . ht ••• o pc" .... "" you, lou .... Y find 
kty info.m.""" a • • h-c ... n 01 in.he mMldl •. Du.;nsS..ps I and 
j look for Ihelo.;; •• ;on of key inform.tion; this will help you.o 
<kt.""i". the na. ure of the tex •. 

For more detail 
Th;' is tho IirS' .ime you will be doing .n)"lh,"3 , ... mhhng 
r •• ding: 

• Dc<ermi ... ,ht '}"pc of m .... i.1 you ...... ding. 
Rcad ,he Ii ... pualJDph of <w..,. "".pte. and , he lin, and 
I"" ....... ne< of every pat"&,,,ph. 
M you pros .... th. nugh tile t<x', begin to idrntify wh ... tile 
m. in idu i. hkdy ,,, ... . rod f",,,. more . ".n.inn "n ,h".. 
~. 

• Avoid ... d,ng ""ri"I'l"'P"PM.. Th;' will . 1ow you down. 

Th. key q""'ion 10 .sk during .hi. ltep;" 

• Wh., point i. ,J.. .u,l>o. rrying '0 m.ke? 

Cross our, highligh', underline, cir.:lc- arod take """" .. you .. ad. Lt,,, in .hos bouIr. you willle.m how ' 0 mind· .... p (1ft po. 15). 
n.. tnOfe .horoughly )"" do this. .he ~.m. ~teninR ",ha. y"" 
.. ally "...d to .~ad will be. 

Analyse YOW reading 
Ilcfor< y<lu IJunch infO SI<p 5 - Stlc-coil'< ... di ng. uk •• lirole 
,im< to ,hink .bou t w~or you h .. ·< .ud J.O far: 

" H 
i 
i 



" 
• Did you h ... any difficulty with ,'''' «Inrex,. vtXabu lary Of 

conlont of .h. book? 
Did .h< material yot> read evoke any thoughu or f~lings ,h., 
we .. out of tht ordinary? 
What W3. your .niluJ. bel"", you ... ned re.ding? H ... it 
cho.ngW nowl 
As you wtnt thtough Sttp. I 10 4 did you I>«omo I .... 
int.rested;n ,h. mat.rial 0' mor< in,.rested? 
How mIlCh time did you , ,,,,"d? Could you have r.dOl«d it) 

Did you go, d •• wII ;1110 3ny p.1nicular staion? 
• Did you find wh •• you W"'t looking for? 
• Ar. your nores clear? 

The third qu .. ,ion. "" .. ,,;.ud., i. vcry import.nt . If you (",I 
"'Prive .bout the u.k, your mOlivarion and ,011<:<01 •• 1;011 will 
diminish .lId $<I«orillg wit .. you n,.d .o r,.d .ccu r.,<l y m'r be 
more difficul. !O accompli'h. 
&10,. you begin .h, next "'p, writ. down question. that you 
would lik< In h •• , .n, wer,d by wh., you intend 10 re.d. For 
example, you might a,k: 

• What was the mat.rial .bout? 
• What were the main points the .uthor was trying to PUt 

acros.? 

Step 5: Selective reading 

Thought 8"1*1 ...... t !don't actually do thla "" .... you want to 
w aslOl • graat deal 01 lime and P<Jb"OI) 

IffII9ne}'<IU .... 10 lake a trip from LOfl<Ion to EdInbuyh. You wiN 
U$CI country road$; as I ... as POSSible. !mag .... }'<IU have .
taken 5'JCh • tnp before. but stili }'<IU _ rIO! to take a map. 
On your em.aI In EdflbuVh. clleck your tme. incII>cjing the tme 
taken by detours IIt'Id by ~ dQc1Jons. Malee the trip a second 
1_ using a map. IIt'Id tIIen contpano the dillerence In time 
_ the two joI.mo~ 

The same applln to read ing. The first lour steps. lrom 
praparation to active r$II<!W>g. ervatt _ map 10<' }'<IU 10 loHow. 

When }'<IU know -.. }'<IU "'" going IIt'Id how }'<IU "'" going 10 
gel1I>enI. the task Is !OOCh easier to accompIlsIt. 



Tho PU'""",, of .... firs! fou, "'epo i. '0 allow you ,o .. 1oco: .... h, 
you......J 0' want !O read and help you ,ead i, in'tlli3mdy. 

Du,ing the fim fou, .. .". you ha~ decided w ..... i, i. )'OU wan' 
'0 ,orad, " ..... , .nswers )'OU .'. looking for and who, your 
in~res, in ,he .ubjeocr i$.. You ha~ ",lIdi.cl ,he $t1UC'l ..... 01 ,he 
hooIe ,),ou .... "'mil,., wi.h i .. Iolljpllse, you have rnd some of 
,he .on'en ',IIi'ing you an u,,<llen' unde .... nding of w ...... he 
book conuilll. You can now "Jc,:, ,he Ot<:ti<m$ you fully nttd 
.0 re.d wi,hou, worrying .bou, whtthe, )'0" h"'e mi • ...! 
anything. 
'In.elligen .ly' ref ... to your initi.1 pUfpo$t. R.ading intelligently 
wiU help you di .. ingui.h befween wh .. you need!O know, wha' 
you would like.o know and wh.ot i. would he fun.o know. 

To ... 1ea wh.t you need!O mid to fulfil the PU'''''''')'OU Itt fo< 
yourOtlf duri", )'OU' p"'p.>.ation: 

, R"";"w ,he nOla you .... de in Step l. 
, Add .ny ... levan, informa.ion you gained as )'011 we ... 

.... ding. 
• Answ., ,h. qu."ion '00 I al ••• dy ho •• wh:>t I w", I""kina 

fo, ) ' 
• If you do ... op. 
• If you doo~, .. view ,he kC")' WOl"<I. highligh,td du,ing 5,.1' 3 

- I'a";~ ".ding,.nd .. ""a"ho q""";on: 'Do I ha.., wh .. I 
w .... 1· 
'1'"" mad.: nm .. during S,." "' _ Acriv ... ading. Rmew ,h .... 
• nd again uk whc-the, 1"OU h.o •• wh .. you want. 

• If you cI.cido: that )'OU nrn:I IIWX< infor .... tion, '" ,hrough ,ho: 
hooIe and .. ad ,ho: ""'"' of ,ul you idemifinl n ... Ionn, 
duri"3 ,ho fi ... four steps. 

• If you dKidc yoo need '0 ,oad ,he en,i,e book, you will be 
.bl. '0 ... d i, much faSlc, because, h •• ing complored 'ho fi ... 
four ... ,.. nf tho fi ••.• ,<,. . y. t<m, you will know wh., , he 
book "''''ain< .nd wh" '" uptCl. 

lIy now you will be fomil;'. wi,h tho layou', langtlaJlC" and 
con ..... , 01 ,he book. You will ha~ .""nl 'pproxim.ately ~SO 
minu,a wifh ,he booIc .nd you wiU h.~" good ide. of wh.:o. i. 
con,.inl . 

Think ca .. ful1y "gain .bou, wh.o, .nelly you wan. from ,ho: 
.... ,.ri.1. The length of rimt you I""nd on Step 5 de""nds on 
how much you decide you need . Wheth .. you w.n'!o .. ad it.1I 
Of iUI! one p.,.gr.ph on one page in 0 ... chal'''~ ,h .. will he 
an info,m,d dc<:i.ion and you will no, IIJI,,,. w .... ed yO"' 'imc. 
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On. of ,h. biggest complain,. people m.oke abou, spud-reading 
booh is ,ha, they arc tou big and rake tOO long 10 read. Use 
wha, ~ou I.arn as you learn i"o increase the r ..... which you 
read this book. 

Old you !<now? 

~ you know no1hing abouI a subjolocl before you star! ~ is almost 
~ 10 .............oe what you read. The _step .~Iem 
helps you build a 1 ........ "orI< cll<.nowle<)goo. ~ oetentk)n and --. 

Reading for levels of meaning 
n.. pur~ of the fiv •. st.p .y"em i. '0 enabk you 10 gath .. as 
moch informa,ion as possible before you .. Ieet what you waD' 
or have '0 read. Depending 011 your material, your .. asons and 
,he amount Df .i"", you have available, you can use the .ystem 
in diff.r.nt way •. 
n.. more you und.,..tand ,ho contenl of what you are ... ding, 
the bette, you, comp .. hen,ion will be wh.n you ... d in more 
depth. The nature of the moaning you ga,h .. f,om the rove·step 
process will d.pend on wha, you are looking for. 

You can get diffe,ent I ..... ls 01 meaning from .... ",. Each level 
requi .. , .. differen, 'YP" 01 reading: 

Li'eral meaning _ This i< the exact meaning 01 'he teXt. It 
m.oinly con<i,,, of fact., figur..., due. and nam". This 
informa,ion may have 10 be m.moriwJ .nd i, cannot be 
changed or reinterpreted . 

• Imp~ed meani"ll- This information i. no, staled directly. It 
may require analy.i •• If the author oars, </r was a hOI and 
beautiful day', th.y imply tha, ,he: .un w.s shining for so:me 
of that da~ . 

• Ittf ...... d meaning _ Thi. takes a ~tde mo.e analysi •. It 
requires you to qut<,iun ,he au,hor and examine more Je<:ply 
wha, ,hey mun. 



I T .... !hit _~: ThIll .......... _ • likoo • compuI", !he 
_ • tNt 'compuI"'~ """' ................ __ " 

• Tht ~.fr.d m.,..,i"ll of ,hi, $nI1I'd«;' ' hat (tmptttftS co,,", 
wi,h .... nu.b. 
n.. implied meaning is Ih>l lho •• is somt ';milariry bttweon 
,II< way a cumpulCr sy • ..,m VI"'''' .1><1 ,I>< ""1 nu' mind. 
Km1 10 function. 
111< inferred moaning i. t hat w. koow how. <omput. r work. 
bocau .. we have " manu.l •• " guide but w< will n<vo, know 
how our mind. WQfk becou ..... c don~ have" guide to uk. u' 
rhrou&h tho intricaci<$ of i .. functions. If rhr~ w= a m.nu.ol 
we- wouldn', h."". probltm ... 11. 

Inkrrfd ,,",aning can bt as diwrw a1 your imagi ... tion. Lift,.1 
and implitd _"ning ., •• link more ,nnin~ 

To dnno>Mlr ••• how your ",oding dlfkr1 wb<n Y"" look m. 
dilkr<n, Ind. of ....,."ing. r.ad ,h. following '.XI ,hru ' im .... 
First, look only for lil.",1 me.ning; tM" for implied me.ning. 
~in. lly t.od il with yo ur mind wid. open,/or infcrrrd mc."ing, 
giving ,I., In, as many diff ... n! inr.,pm.lion. as you con. 

'A manager needs to understand that all people 
are different' by Morris Taykw (printed with the 
author's penni8$ion) 

1h:oH _ tall. ~ .. 0tgrW...- .. ...,......,. $IuCtf for 
.t IMt1 bI ~ tI>o ...,. room uj whf,t _ 1:1 known and taught 
obout ttle tope 01 -.- 0ifI......,.. - • ~ MIl· 
I~ory linn. 

Thoy wII Ibo e>,pIor8 vorlotlonl on ttle Itleme 01 ctQSie.oJ 
_~1criIg 1. to> P."""" Ooos). and tilly wII controe ttvougII 
10 _ to .......... _ - bella ............ _ I •• ml"g, and _ 
~ tl'wc>1w obout how ..., wf!y __ ~ ~ 
pwUc:UIr WIyI. And port\apI tilly .. .... • _ obout 
~lI*"Yand thlnlbcut __ ........-~_ 

ThoM _ 1Ilu<fy ."tIItOpC>Iogy _ ~ pwticuIat. cult .... 
anthropology - wi. read about 'HufMn Un..... M': _ 
__ \lind non-obMrvltlle) ~ _ '*' tNt ptOWfI 

1con ~ ~ .. ~ ~ IIY'I and .. ..." I'umIn being 01'," 
tI>I v-v _, ~ brood cuItunIl ~, 
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ec...Id M ~ that. 1)« .... 01 ~ 0iII_ c-. for_ 
....tl ... cuII<nI dlfIaoaocwj. ....... _ not as ........, ......... 
I..JMne!t ..... mighlsC _ IhW<1 

_ KIm (Who, I hope, lOll potdon "." ~ 
I*IIQI'W ..... said ItIIt -.g '1I"""f _ only 'good' • M _ 
".,.,. lor IN oakf 01 doO'Ig 'good', 

AlIIOf' Toman <:1is<:usHd~: •. .. m.. intrinsic """lvalkln" 
~It..,. by "'"' psychologkal and Int __ Ion of <1M""" 
wItI\ . _ "Ior ~. own .. ~ •...• " 

JcM Soddon NId •... IN big IhIn9 II\aI woniM ...... INII ..... 
)'OU' _ W-- you "11'*1 se., _ )'OU mighllNI good. IN 
_ dilldo •• hlt\t eIM.t mighlletI_1I'>ey k>II our. 
/! ..sed 10 bit IIw caM .......... ~"""a·"· _ aboI.t 
~ ....... var\aIlIM In IhIIt _~i"ib IIwy ........, """'
among _ '*l1li .~ "",_', _ ... _....".01 
'tItftJuo 1n-<:oo4<!', 

SI*<~ _ 'No\hir'q II good Of b.cI except tI'WIkIncI ........ 
• 110.' 

So _ ~ bit thaI 8IlY one DIll 01 • HI 01 oticky (1! gold l In on 
• ohMI has IiItIe Of no ~ t><CeP' ..... _ ... as • group 
11m _ ~ cnocu \Q mpon 10 iI7 AAd would trIM _ 
_ 10 _.....obIy tr.I .......... ", of. gold _,.,. .. ......:II 
10 do .... cuIbnI ~ .. . 11M 10 do wil/) .., _ tIIec:wy 

01 ....... boII-.r? And em. """'_ -*IQ ... irr1port 10 • 
Il0I0:I_ ~..-...y 10 •• ",.. .. __ QIIIS ...... _ W 
!he conI_ ... not .......-r 
0.. - .. o.n'ing POl - it ..... ~ .. diIIMnt1 

And could 'being dill......,,·l!seII boo _ ~ 

And tIIat makes ".. wand« _ " u... IMIty .ny OiIIertnee 
_.gddst.or.,..,.NdbMd ... 

I ..-y do ...." I "'- ... bill I don't 

~ MorrIs T*1IO' (19117). 
frunI ...... ; .... lIwo..WQEIocb .. oicNtt"oo<lfk; -----



Ikfou you carryon, ... Ita. """,.Iot ~~r idea ill t~ .ut? Wu th~ 
au.hor .rying to inform, 1"' ..... dt ~ <It« .... ;n YOU! Whnc ... a. 
the k.y .. n •• nc.? Did ,h. k<y .. nt.nee chanl" depending on 
what meaning yeu we •• looking /e.? 

Tbi< ,um.. .mph"'; ..... Ita. you will find what you Win •• e 
find. It i .... , to pIact" your OWl! ;nterprffarion on wltal )'QU a~ 
'eadiDg and .~n prrv~nr rh .. snr;n, in t~ way 01 why you a~ 
r •• ding in .hc fi.st place. It i. important .0 m.k. .u.e your 
pu.pooc i. dear. 

Reading with a purpose 
The me •• defined you. pu.pooc is., .he e •• i.r your .eading will 
boo<; ....... I-k~.~" few .hings'G kc.op in mind a,}'QU r .... d that 
will IIdp you maill •• in and eon< •• ndy ~fid' you. pu.".,...: 

• Appli .... rion _ Whik)"f>U r.ad, think of why you a~ r •• ding 
.he rexl. Wh.n •• e you going.o 3pply it. what will .pplying 
t~ rI("W inform •• ion fc.olli ke, what will .hings look lik •• It.r 
you Ita~ . pplitd i,l How mlJCh Gf)'OW" <>W1"I k~ will 
lot indudtd in ... Ita, l"'" a.el ... nin«1 
~ion - A. you ,cad. predict what you th ink .~ au.hor 
i. going.o .. y. A. a lint ,,/ argument begin., p"dier whot.~ 
ou ........ might I>c. You do .hi. naturally when you rrad I 
good d ... «ti~ ........ 1. You can do i. jUl' '" rff«ri,..,ly when 
,..,... ~.d non·f",ion. Pr~ict wlta •• he a".hor i. "ym, ar><! 
check you. predic.;"n. 

• In ....... ;"" _ Readin .. i, a ","o_ .. ay acrivi.y. The au.hor hu a 
~ tha. you co,,1d simply :acap •• but .ha. would not 
lICU$$a.ily .... a .. you Itam«! an)"thin« DC .... lnt<rXtillg wi.h 
t~ lu.hG. ;,.he hnI waY'G .",u .. you kam and arc . blt .o 
apply ... h.n you .e.d. 8c criTical bu. open-minded abouT .. h .. 
you ••• d. 

• Solu.ion _ Many """.flCtion booIu are ... i" .... "'. soIu.ion 
.0 • problem. Thil p;lrricula. book is about Ipttd ... d .... 
The probltm i< ·How can people Itarn how '0 ttad an, 
m3«.i31 .hey come a.ross ea.ily. quickly and .fficiendy/" A. 
you "ad •• ry'o an.we •• ho quo .. ion without waiting fe. the 
arlSW<" to I>c .. ~.Itd to you. PaIlS< for a """""n' now and 
.. k youndf: 

s.. .. d on whll I h • ..., Itam .... fa~ ... hat ... n I do now '0 
.. ad fos«., mG ... ffioirnrly and mer. <",ily . ha. t didn) do 
I>cfo .. h.nd? 
Whol can t chan", about the wly Ilhink Ind ~.d ,hot will 
make .. odin« an ... joyabJe ."por........,..? 

" i ' I 
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Wh,,;. good about eM w.y! .<ad now? 
Wh .. ;. 'nd/""';v.? 
Wh,n c .... l~ do I fxol 
How ..,n I solve .hew probkms N..d 011 whal I ha ... 
lum. so farl 

• F.vaiuarioD - Take I f~ """"",,10 I" nop and .wnm.riu 
wh., you h",.., lum. f,om <"" ,,,",pta. AJ you , .. d .he 
I:>ook ,hink 00w ""h., you karn. in • • ch cha",<r fiIJ In wi,h 
,h. chap'e, you h .... ju., ",ad. TIlt mor.linh you an er .. r. 
her ... «n ch. p,c .. and ilk., ,h. br"., y<>ur understand ing 
and ."".11 will bo. 

Summary - The five-step system 

Step 

1 - Prepare 
• Determine why you ar. 

.uding and uactly what 
you ... an. from .h. book. 

• Wha' i. your purpos.ol 
• When will you US< It.. 

informa,ionl 

2 - Preview 
• fa..uliutu yourvlf wi.h 

It.. .. nKtUK 01 .h. book. 
• Co.hrough .t.. boaIt 

quickly: look al its 
""""ur., p.ragrap~ 
ch'plets, co.rloans, 
""phics and g<ntra l 
I.,..,... •. 

3 - Passive reading 
• Skim 10 lind key words 

.nod f.mili.o~ )'<I'IlfWIf "".h.he '.""",g<. 
Your fomiliarity w;.h , h. 
language i<. factor 
don.,mining .h. <pHd at 
which y<>o will be .bl. 10 
'ud. 

Time for 306-page 
book 

TIt;, .. ep .hould ,ak. nO 
mort ,h. n 5 minUln. 

AW""';"""'" 10 w 15 minua. 



4 - Active reading 
o To famili.r' '''' you ... lf 

wi.h .h~ ronl~n" of.~ 
book read .~~ firs. 
paragraph of ta.h chap'" 
and.he fi .. , ..... en« of 
~;och p"",,",,ph (if 
n.,;nsary). 

5 - Selective reading 
o R.ad only w ..... )·ou need 

.o,..,ad. 
o Alw;I)"$ ask: 

_ Why am 1 ,.."ding .hi.? 

- When am J going t<, uS<! 
!Ix infonn.rion? 

_ Do I .... ~ w ..... 1 nttd? 

Appro~'mo.dy}O minu.cs.. 

20 minu,,, at. rin><. 
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In this cMpI« you ..... IHm: 
• how '" • "" II )'l1l,I" bask: --· ___ ._howlO _. 
'_10 __ _ 

• how III goIII ..... _ 'V 
' __ down_~ 
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Loa,"ing.o «ad fa" Can be challenging. While yo~ leam ,hi. 
imp,o>ed version of .pe<d .. ,Jing. a lifetime of habit will 
const.ndy in, .. I ... with the I.arning prOtt«. You will be 
developing anJ ,,",uring new h,bi, p,,,ems. AI'hough ,hi. will 
require p .... "i«;' will be easy and mioyable. 

Speed ... Jing i, not in« ahout ... ding worJ. f." .. ,han )'"U 

did htfu ... Jr' •• oom being .ble to r.ad a, a ,petd approp,ia" 
for ,he material you .r. re.ding. If you read '00 <lowly your 
mind will warul.~ you moy breome bortJ and )'ou won', 
remember ,,,)·,hing. If you .. ad '00 fast you will ,edu<. ,h. 
eh.ne .. of rememhtring wha, you want to remembe~ you will 
breome lru5t,ated and .".,,<cd anJ 'hm ev~n Ie"" likely 10 
remember. 
Th. mOre Auihlt you are with your ... ding. ,h. f ..... you will 
bt .hle '0 ... J and ,ho more inform .. ion you will w.in. 

II you want to increase your ... Jing rate and incr .... ynur 
comprehen,ion. th.n it i. imrnr,an,!<, read ohen. The more you 
... d. the be" .. you will breom •• , recognizing when )'ou can 
read la" and when '0 slow down. 

Factors contributing to speed 
• Oarity of purpo.e _ Step I 01 the five·,tep ,y ... m i, 

prep.ra,ion. Alway, know why you are reading 5OIl1.,hing. 
Th. cle.rer your purP'*. ,h. fa.t .. you will be ahl. '0 ... d. 

• Moocl- If you are I •• ling ti,ed. , .. rI .... impa,itn, o. irrirabl. 
you a .. unlikdJ"o be obi. to ... d •• quickly a. wh.n you arc 
.Ien, I ..... h. happy and relaxed. How.ve~ you may nor 
alway. be al.,l. I,.,h, happy and "Iaxed when you have to 
«ad. Loaming how '0 rccogni .. and man.ge your f,dingS ,., 
,h •• you con con«n,rate regardl ... 01 how you might be 
reeling .t the time is nO' .Iway. e •• y. Th .. e a .. rom. 
guidelin .. in Chapter 4 ,ha, m.y h.lp. 

• Familiarity with ,h •• ubjro-,datcd ,crminology - If )'ou ... 
• Ire.dy famili .. with 'he . uhiro you will h •• e a framework 
on which '0 build. You will not hav, to $fOp '0 'hink .bout 
what 'he wo.& might me.n and you are mo .. likely '0 be 
.ble to •• ad quito quickly. 

• Dilr.cuhy of ,he ,ex, _ Some book. ar, dilficul. '0 "aJ " 'en 
if you ore famili .. wi,h ,ho ,rrminology and com,nt. 

• Urgency and 0"'" I •• el. - Do you nori •• ,ha' when you 
absolut.ly h •• e to re.d $Omrthing immediately. you can't 
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re~d quickly? $" ... will slow you down. The ch.p ..... on 
concen".,ion .nd memory (Chapte .. 4 and 5) will look at 
. u· ... , more dostly and ofler ways fo, you to ,rouc< your 
.t' ... I.,·ds. 

--In thtI mIdd~ 01 an exorcise during a speed·madlng class one 01 
1M . 1u<I&rIIa $Ud<IBnIy puI <Iown .... booI< . .... 1 back and ,_ his 
armo. ~. I _ him what w ,," wrong. He shrugog&d. 
looked at tt>e Inc!MduaI 1>8)(1 10 ~Im and said. 'He', raadlr.g lasler 
than I am.' For tt>e resl 01 tt>e .ession he sal al the t>ack 01 the 
room ...-.:I mad a .-..paper. 

Speed rMdinQ b; 8 very ~ practice. Everyone mad. w ith 
<$iff....,1 _. 01 I<nowIedge ...-.:I eJ<.p8rience. Evon W you "'" 
learning with someone eI ... y",-, wilt ~ learn al <$iff......,t 
rates. Avoid comparing your ski. whn anyone _'so 

~.ctO .... fle<ling learning 10 read quickl )': 

• A good . ni.ud. tow. rd. r<ading. A d ... irc.o l<am how )·ou 
c. n imp'O"e your rcading ."d con,ide. wh .. i. i •• h .. )"ou 
will get Imm specd r<.ding. 
hmiliarity wi.h .he language ,dOled .0 .he .ubje<. and • 
good ,·o<.bul>l)" . 

• Good backgtound knowlodg<- "I ' he ,ubi"'" 0'. if y"" d" n", 
have Ih.1 yel. a malesy fo, building .he background 
knowledge quickly. 
!'racli« - if you can sc, aside 15 mino,., a Jay for 30 da)" 
you will find .hat .h. <pecd a. whkh you <:an rcad, .he re<all. 
com prehension and .he f1oxibili.y ,,/ your r<.ding will 
quickly improve. 

There are many w. ys.o pick " ", information at "' rying specd, . 
Reading . ,·cr)· word in . book or arlielc i, onlr nee .... 'y if you 
Ira ••• specific rea"'" lor reading ftom ."n '0 finish. Re/ore 
you decide whe.her )'ou need.o do .hi .. you need.o know wh •• 
inlornralion the reading materi.1 conlain •. After you Ir"'e gone 
.hrough Step< l .0401 Chap", l (pr<p .... ;on, pr<y;~, pauiv. 
r<.d;ng and ac(iv. lOading). you w;1I be ready (0 sclccr what you 
want (0 fOad in more depth . Now i, Ihe time 10.peed read. 



Where are you now? 
lido •• you CIIn ;m~ """ .. hinl you n<c<I ,,, know YOU' 
.. ~ning poi .... Th' " 'ill IIolp you '0 .. ,~bli'" w ..... wiD boo 
ttquittd '0 tok<)"001 wh.,.. you wan •• o so. OM W~f ' 0 do ,hi. 
i. ,o .. k ,..,.. .... II. hao .h . .. q...wons: 

• W"",,,.m I now? 
• Who .. do I w~nI '0 g .. '''/ 
, How willi knu,.. wh~n I haY< K'" ."".o? 

To 1'''' ,ho .. <l1I<"ion' ano,h« way: 

How f>o' do you curr.nlly ,.ad? 
, How f . .. do you w.n, to •• adl 
, How .... iII you h ow .. hon yuu h . ....... ",,1rc<I YOOl' pi? 

II is "'" """y 10 d"".m;". aDCU"'~1r how fw yuu ..,.d; ~1hi11& 
}"OII road ;. diffnml. b;h Po« oJ .... otri:d is wrirn-n "'"" varyirc 
..... Is 01 <XIillplt...;,J' :and you will bt ~ing nch """ \Owh a 
diffftmo r>W'J'I"I<. To dm:rmino an a~ rndirrt:: ,,"e, you nted '" 
... ><1 .....,.. m..n """ type oIlU1. 
Fo, ,h. l'u,JItlS< 01 ,hi. exerd"" ~.'h • • 'ogolh ... ix dill ... n, 
Iype. 01 m".ri.1 you migh' .cad. Th, ... mpl .. Mould vo.y in 
compl"i,y hu' you .hou lJ bt fomili .. wi,h ,h •• uhj"'" 01 ""h. 
II you do no! have OPpl"opri'" ma .. ri.1 10 hand and you would 
.. ill like an <5("""" oJ fOOl' .. ading.ptt<l. n",e , ..... " pie« 01 
JUi.able 'U' has bttn included in Chap'''' II • • • • pm:! pracric, 
, .... n.. tlI",f2C! is lroort Tbt-~ "J • .,.,,',,~ by o. a u;' 
f...., ( ... pp. 152-7). 

Measuring your reading rate 
Read through ,hi. procedu .. belore "a"ing !<l "',UU" you. 
own ra,.: 
I Cot h, •• 11 you .... ding m'leriol. o. go to Ch.ple' ll . 
2 Sn a ,;mr. lor 2 ",inu,,, (al'l>ousJt yOOl Or< working ou' you • 

••• ding "',. in tams 01 wo.d, pe. minu, •• you will neHI.Unc 
'0 warm up: I minute don r>O( si ..... you .be rim, bu, 2 
minUles will). 

} Thnl. ... dins a. you normally , .. d. wit ....... doiDg .... Y'hin& 
difl .. enrly a • • lI. "".I for ,00<1 rompn:l>ensiod for 2 minu .... 

4 WMn.he .im •• "OJ>< you: 

~oun. 'M numbe. "I wo.d, on th ... lull linn of leX,; 
- Jivide lho ,otol number by }; 
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coon, .he numkr of lin ... you ".d; 
multiply ..... number of lines by ,he .<-.... 11" nwnber of wonJs 
P'" lin<. 
Example: Number of words on 3 full lin.. • 30 

Divided by 3 for "=i" wOfdsilj"". 10 
If you "'ad SO lin .. (50 X 10) _ 500 

S Di.ide that figure by 2 ("mom,,", you arc looking lor your 
word. pt. minu« re"ding nue; you read 1M 2 minut« '" you 
n«d to divi"," the number you calculated .boY<" by 2). 

Examplr: Divide 6nalligurt by 2 (51)0 + 2) _ 250 

6 n., figure is your avc .. ge reading rat. for the ,exl you 
,ead. 

7 If you h .. -e chosen )'00' own mo'e,i,l, do the ... me with all 
six "xt< you gathered." that you MV, a word. pt. minute 
(WPM) n3le for .1I.i" ,ex .. , 

II Then add .11 .h. fin.1 WPM, toge,hor and divide the 'esuh 
by 6. This will give you. r.flraion of your current ... ding 
'al' aCross a number 01 diff.rent «XI>, 

'1 Plot your re.ding ,att on the graph .. ,he cnd of .hi. 
ch.pln 

10 finally, check your <ompr.h.n.ion, If you •• ad the .xtract 
from TI". E""rK1 Ad"amage an'w<r ,h. qw:nion. pJovidw. 
If you used your own ,.xt .. take a f.w minu, .. '0 recall 
wh., you can from each 'ex'. Ch«:k yDUr informalion 
againS! ,h. :leCtion. you rcad. 

Rrmemher '0 fill in 'he dOl. and, more important, the time of 
day you ... ad. A, «, ... in ,im .. of day you .. ad he".r ,h.n a, 
olher lime •. When you have ch.rted you •• peed·reading 
progrr« for a w..,k you migh' hegin to nOli,. a p.ttcm. If 
possible, read mare rial ,ha, r~ui .. s maximum concen, ... ,ion al 
on. of the times you identify as being mos' prOOuct;ve. 
Ploning your ,eading .at. will give you an indie .. ion of your 
,peed.rnding p"'g ..... If your .. ading ra'e hegins 10 drop .r 
any point, your progrr« graph will tell you at wh .. tim .. of the 
day you are reading mos, eff«:rively. 

StOP ... ading ,hi. book now and dttermine your current r.ading 
r .... u.ing eirh .. ,he six reJ((s of you. choic. o. ,he rex, in 
Chapter 11. 



" .,.... ....a Ihoo UIraCI _ 17» f'*0' ~ you can do • 
~ .. ..-. _ you _ fIniIIIed..-.,g __ 

•• _eod .. ......,. <1' ........ .,.... can. _Ihoo ~.,.... 
_ , (It eoojcjn, __ • !hen go IhrouCJh u.. text .... ""* 
time u.. purpose o! r--.g II 10 lind !lie ... "' ... 10 Ihoo 
qoJMlioni. ~i"'~ 10 time.".,.......... 

A~. yellllII ... done llIat. COIWicMo" t~ tOlIl)wing ~: 

• .,.,... .,rlll1lt\1Y cj!d yeIII ..... 1 
• ........ )'OU looking to< ~ay _7 
• Did you _ """" __ ~ lOt _ onsww1 

........ you NiI_ IN, )'OU k>.rnd Ihoo ~ __ betor. 
rnovitIg on7 

• How......,... IIISI .. did you "- IhrouCJh u.. lex! Ihoo ~ 
time .,.",..- 10 1M _ time .,.... .- .7 

• w.. ..... .....:IW>g _ _ you !\lid • ~ <IefinId 
JIU'POU (It did \'OIl lind you ....... tiII ,~ 10 .- """" ---

Increasing your basic reading rate 
Two of ,lot main ... asons ....... nd 10 ... .1 slowly .... thal: 

• W~ ... ad wilh our nrs imrnd of wi,h our ryes ("""" on this in 
a..",e. 7). 

• W. a" ~'''I, d"'racrM by .. 11.:01 is on lht P<"F:lnd by ,,·ha. 
is ~ng on around .... 

The pacer 
A limple 1001 In.. will help ~ou elimin.ate manr of r<m. o"",,d . 
"'ad;nR p.obknu is a pau •. A />Xe. can be you. fingo •• a 
( hopnick •• pm<il Of" pen - .nythil\i you ""n ~ to htlp )"<lU 
focus )"<lUI ."en""" on.be WOf"Js on ,ht p;I&t by mo';n, i. as 
you .ud. 
A pact. btl.,. ." dimina •• mos, dis,oacrions, and io in..,l"ts an 
n lra ....... in ,be .... di'" procas. UsinK a pact. adds a 
kinawberio:. ph, ...... 1 dimcnsioon I" )'QU' ... din~ You a.. 
actually doing somahing as w~1I as simply . e.ding. You .... 
in'nl.inK )'<IU' hands .. well . 
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tlsing a p.ce r helps )'00' .... ading in .. v,,. J wayo: 

I, enen"rag« your er" 10 loco. on rnor. ,h . n one word ... 
rime - ,hi. immedi"oIy increa ... your r<adins "" •. 

o The pacor focu<c< you on whar ) 'OU arc r. ading in<t<,d uf 
.lIowing your eye. '" jump • .,.und ,h. page 01 .ny,hing ,hat 
"'".c" your ''''<orion, 

An "'perlmMl' 

_I . .... e~ 10< you t" try. Fro ~ wil ing to ,""_ 
pM. Ask tN1 person '0 _ a .,.,,1& In the air uslng !/>eO' _. 
Notice the -re tI'IOVOO"IMt •• Ate they smooth or jetI<y? Do Ih8)r 
~t. a full circle or does ~ i0oi< like they are cutting """"",7 NIl"'. 
as~ ttlem to draw a circle In the air with !heir own Iingoot and !!is t_ to follOw IhtIir finget with tMI< own ..,..... Walcll I!\eIr ayes. 
This ,_. do rou nolo::. that "'eI< _ .... movtng _!>Iv. 
quickly and <!eIObo<atety? 

A po .... , will also hdp )"OU: 

• /<.10"< [" new lin •• smoothly and ••• ily. 
PrCI"cnt )'OU losing your pl." •. 

• I" ..... n' su!>-,·oc.liz:uion (the ,'uice in,id. your he.d c.u .. d 
by reading with fUu, .arsl by .p«<!ing up , h. p. CO:1f which 
YQU rcod .nd . lIowing you to = more ,h.n une word or a 
rim •. 

How to use a pacer 
PI~ •• you. p=' on ,h. firs, wo,d on ,h. line and move i, 
.mOOfhly ae."". ,h. p.g. to the end of ,h. lin •• ,hen mum i, '" ,h. 00 .. li n •. 

U ... you, pace, 10 r •• d 'he boxed pa""Sraph. Pia"" the p;1cer on 
the don.d line and mo.·. it smOOlhly along 'he line acros, ,h. 
page. Re·,.ad ,hi, pa •• groph ... ,·er.1 ,ime' un,il you feci th" 
you have the rhythm smoo,h and f ... - al .... mo.·. ,h. p'''''' just 
• lilli, bi' quicker ' han )"ou think you can ,.ad. 
Wha, was diff.,.nt about ... ding wi,h a pacer? How did you 
f.d? How much la"" did you feci you ruM How do you feci 
.bou, comprehemion? 



------------------------------------------------------------------
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-------------------- ----------------------------------------------

------------------------------------- -----------------------------

Procrise rhe "I",..e at I""" 'tn ,im .. '" ge, used '0 'he rhy,hm. 

Art you .. ill ,eading wiTh your pacer? 

Use " pacer '0 [<od ,he ... mainder of ,hi, book. B)' ,h. ,ime you 
113..., fini'hed Th. book u, ing it will have btcome a habit and 
you will be ",..,11 on 'he way '0 btcoming an expert ~peed ,uder. 

Different types of pacing 
Th. padng you are ",ing now i. on. basi< method fo' guiding 
yuu, e)'e tlCross ,he pag •. Th .... : art dill •• en, method. of paci ng 
for diff.r.m typ" of ma,erial and , •• clor needs. 

TechnlcallYllllerlal with which yoo are unfamiliar 
Pla,e Ih, pactr under ,,'ery line and mo'''' it sttadily "" ...... 'he 
pagt from 'he beginning 10 the end of eoch lio • . Thi. method 
en.ures that you mi« nothing. 

Technical rrwolartallhat yoo are lamillar with 
PI.c. your pac« under every second lint. This m .. hod 
onconras .. you '0 .... d more than on. lino.t. ,ime. 

Look at the: spac< in front of you. Notic. 'hot your view is quit. 
wid •. When you learned how to read you were taushr 10 focus 
on only one thing", a ,ime in"ead of i>eing encouraged '0 ON 
what )'ou are cap.ble of ONiog in a ,ingle glance. Reading more 
than one line a, a time C<KO<O wi,h pr'Clice. In Cbap'er 7 w. 
e"plore Ih. or .. and how ,h'r work. You will find an ." •• d .. 
in that chap«, IPr. 111)..11 ) that will htlp you fOad mnfO tha n 
on. line ot" rime. 

i 
i 
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Very f. mUIa. mat&ri.ll 
If Y"" a.e .... ,.., bmili3' with ,he r~"di"8 m, .. , i"I, .nd if you 
only ~ . 0 "" ... a gtnt'",1 'd ... boo. what Y"" arc . udinS. 
yo., ,an "", ,lot .,aut down n,,,", •• ho: $ide o. 'hr middk of II .. ..... 
Ulri ..... '"ly •• ho mO.e you txptri .... nt. lho< mo.., fkx:ibk you. 
",.ding will btcome and you will d ... lop , he abiliTY'" cI .. n~ 
f,om <nit .«hnique t" .nIX .... . J you ... d, 

Hin .. 10 incr .... your '1'«0:1: 

• • " .. h you, .. " - II i .... y '" "'r in" comlon ."..., of ... ding 
.Iowly. One. you break ,h.ough the ha,,;., of believing .h>! 
you Can only r.m<rnbe< what yO\> •• .,.! when yo<> he.r ...... ry 
'*""'<I, you ..... jO)· ..... n. of ... dillJl.nd yout ~ will illCft . .. . 
Pracri.. oh... - Usr <vnyfhing )'OU ... d •• " PQCriao 
medium. Spro«! .... d .Ior inforr"'''ion on bon .. 10M!. 01 II>< 
blu.b on ,he, ""ck of" ct ••• 1 ~k ... I ...... d of j ... , ... ding 
as you ",",". pruiou.ly, ..,.d wi.h the purp<m of p'..ct~nB 
..... ding a$ fa" a. you can for good mmprd.C'ft.ion. Us< " 
pact •. 

o Build , h. context fin. _ 1'h" firs. fOIl ' IICp< of 'h, fjv"IIq1 
'f",m ( .... Cha",., 2) will make i, ea.i .. '" .p«d ",.d 
.nyThing you ",ad, and '0 do ,har se.".1 limes fa" .. rhan if 
yow Were re.ding i, f"" ,ho Ii", ,i.-. 

• The fw ... you go lhe .... you will vocaliu - [n lho nexi 
....non, on , kimming .nd KlInning, ...., ,haU di<CU$.l .... i[ding 
IJ'<ftI and main,,,ining if. Play wifh.htsc ""em... daily unril 
you fttl ,h., ,hoy a .. " "",uralI'"" of)'OW" ",.ding lira.<"&)'. 
EliminOlC (W dcucau di .. 1;onioltf - [n ChaP"" , wt lhall 
disc .... disrucrion, and 'UJSHI """,e solu,ion, .0 ,n Ih .. 
will.llow)"O\I .0 co"""n"." more .. ,i[y. n.. more you arc 
.b[ •• 0 <:<>occn""". ,h. f •• «. you will be .b[" '" .. ad. 
Read ",Ii.ely - The .rchniqu .. you usc du.ing S"p 4 (. c.i •• 
",.ding) ,hould be u .. d while you .pre<! ... d in SICP 5 
Isclrcti,.., readingl. Tah nor ... m •• k and hi",ligh • • clevan, 
lCC"lions. make romrncnlS a. you ",.d. build mind·"",ps 
' •• pl.incd on p. 75) and ' hink .bour.he "ry;WfI<1I" as you 
",.d. If you m .... do any . alki", imide your hcad while,..... 
rc.d. choose .0 .... k. i, • <lebo .. Of dialos ... on 'sp«U of ,he 
ropic with ~ .utt-. TIlt mort" .ctively you uad, .... bnr .. 
you ... ndc",.nding and Iot1g.tcm\ """p"'h .... ion will bo . 



ImpottaM IIIlngs 10 remember about ~ re ... l1"", 

Spee<j f$lIdO"Ig Is I'IO! lost readlng la st all the lime. The le<:m1cat 
conI ..... t 01 "'" material. lI1e pt1nl size. your familiarity with the 
subject ond. ~icularly • .".,.. purpoM In reading can affecl the 
speed a1 wI"IictI you (Md. The key 10 .pee<j reading Is having the 
_,0 mad as last 01 a. slow as you wish. 

Now ",· .cad the in",,,,,,ions fm measuring )·our .uding .,,' 
11'1'. 27_81 . nd follow ,hem '0 "'~ •• n",hcr speed·.ooding 
m •• ,u, .. n. n •. Us< ,he p. cing .. chnique. 

Skimming and scanning 
In 'hi' «<"lion wt consid .. skimming "nd ",anning: 

• Wh" arr .hey and wha. i, .he diffe.e"". belWtcn Ihem? 
• When should ...... us< rhem? 

Th. diff ... """ belWeen skimming and """ nning is lha, when 
)·ou ocan for info.mation yuu ... looking for something ,·ory 
. pt<:ifk, for example > .. Ioph"". number o. an an.wtr 10 a 
p."k ula, queSfion. You generally "01' on« you ha,.. i •. 
Skimming i. us<d whon yQU . ... «<king mo.e of a gene",1 
imp.eosion of wnOl Ih. tex' i. abou •. You could . kim > whol. 
lox' if you wantrd '0, bUI yoo would pTObably nOl . kim a whol. 
telephone di,tclOry 10 find your numbe •. 

Tty IIIls experiment 

In the f<>llowlng piece 01 te" there are iii>< J8pM/IStI words - you 
ha"" 45 seconds 10 find u..n>: 

The history 01 spood rea<Ii<lg dalos back 10 the b&gio •• "g aI the 
century wIlM the vo\O.In'Ie aI pt1n1ed malarial exploded. Thi$ 
_ .... alkl .. the IlMudo"meo ~ 01 the notion aI ;jI8 J99ding. 

Mono inlormalion engulfed readef$ aI "'" trn& 1 ... last ... than they 
could mad H. 

The lirsl tkwetopmeo n In speed...wing eam& from the Ro)'aI,.., 
Force. believe il 01 0011 PiIoI$ ..- 10 be trained to opot onemy 
pIane$ blllore they went Inl0 battle. training took place M a 
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___ .~~.Tho~_bugei 

In ~ 01 "" ~ &I I/» pilot lot • _ 01 • __ 
lilt ..... _ becIme ...- .... ........-; may rouna 111M 
all •• _ the piIotr. __ ... ~o...:ognilfl-..,. __ fnm 
far IIIM* ~ M til' grMI. opeCs 1ha<l ....... tid ~. 
Tho ~ooIog, was ~ 10 It-. otudy 01 rudIng. FIr&I. 
~ word was _ on "" 1aC:flisI,*,~. INn two u... 
1_ and 1 __ .......0. __ flashed II alirM. A .. <lng 1111" 
_ 10 about .aoo word •• mInuI. witn 1M akl 01 'r-.. 
mactllM. Tho great dr._ or "'. ~t<>SCope was hy\n;J 
111111 ~ was not POttMH. ~ pooopIo otoppood pracI-.g dNY on 
~ II\W ..-.g ral_ """"*' rapIdfy. 

It was ~Iie,ed lor • IIInQ ..... limit sinee _ IittI 
__ .... 1lI INI .aoo w.P"'" _ ..... ~ """"" 1""" .... 
.-.g~8uI_~_IO ____ CIP' .... 

0I1w 1'I'I(lrfI1IwI_ -11'l0I.9'II pes 1" - in hoc! ... ,.... no 
10M _ \he 1Mt.ol P "'" rNding "'" II; tw: ....... .. 
dOn' ~ "" ...... _ ~of "'""_ 

• Did you find Iht .ix J3, .. ,,., .. word. in 45 "",,,,,d,) 
• DiJ roo Iind ~nySp.nW> wOtds OS w<D? fTht,~ ".lhr~ in tho 

"...,.., 
• Did )"OlI find a w.".d al'ld rnliu it w.SJI't English "'" if 

w • ..." Japannt till"" and RIO..., on wi"""', ~ou ... ;ng ii, or 
did you j .... loot for.ox rom&" words? 

• Did you p;ck up an, mfaninc from tho ,ex. ) 
• Did ·uch'noocop<' 8"1)'OU' .n.nrion' 
• Did )'00 nOli« II>< f:J<'tw.1 ."or in Iht lir .. \, •• ognpM 

For your "'f""""lkIn J.., •• n _In 1hetut: aid, bugeI. ~ ditI<I. ne/<I.ov, Ut! 
~ _ In tIM lett: IWCOl, _, IIIqUi/tK 

What roo Mve jw.l: dont ;, _iDg. AuJ,..,ady ul'lain«l, ,"i's 
m:hniq ... is u....t wh .... you an \ookinl for op«ific mfOl'maoo.. 
_II •• an .... _. m a parTicular "....non or •• "kphont 
nurn"". in. dir«lory. V .... ha~ ,n know t:CaClly wll •• )'0\1.~ 
lnnki nS for. If )'011 don', knnw J~pa ...... n. Spaniol> i. woold 
l> .. c beC11 v¢ry difftcuh f". you to d<le.rninf which Jongu.8" rhe 
fn •• iS" words ""long '''. 



Skimming is r.,ding wi, h "diff",'n' purf>O«. Thi. ,imc, sp<nd 
45 s.econd. on ,ht "X, 10 find OUI wha, i, is gent .. lty "bo",. 
Don~ rt3d i, word lor word, iw;, ',kim' o,'.r ,he « x,. re.ding 
enough '0 );et ,h. m<<Sag<. 

How did )'OU do? 

Did you nOlice.1t nint fortign word.? 
How moth of ,h. , .. , did you rt.d and how much did you 
drifr o.'tr? 
Arc you .. ,i.fied ,hat )'OU h .. 'e 0 general idea of wh,lI 'he I"", 
i •• bou,? 
Wha, eI .. did you pick up? 
Did "achi"oscop<' get your . "cn,ion? 

Skimming i, u .. d during Sltp 3 of ,h. /lv""ep ')'5ltm Ipassive 
" . ding), y"" "oe skimming whcn ro" know whot you arc 
looking for .nd want" gtnt .. 1 impr ... ion of wh", 'he •• x. 
con",,"., 

Thre ore diff ... n, ')'p<s of skimming 10 u .. dtpending on wh. t 
your purro" ,>; 

• Skimming '0 o,'.",i.w - Th. pU'""," of ,hi. method i. 10 ge' 
an outlin. of whot ' he materi. 1 is abou" You will'" looking 
mo .. at <I,,,,,,,,,, ,h.n con'tn" This m"hud is uoed m".,ly in 
Sltp 2Ip.evi.w) of 'he /i'-e·nep sy'tem. 
Skimming '0 pre"i.w - Thi. i. u,.d wht" )'ou know you "t< 
going 10 ,.· ... d the m"ori.1. You, purf>O« is '0 g.,h .... 
moth hackground inform.,ion a, you can on ,he subitt< 
wi,ho,,' spending ''''' much time 00 i •. 

• Skimming ' 0 revi.w - You would use 'hi' method when you 
ha' .. . Ir.ady r. ad tho ma1<ri,,1 ~nd your purf>O« i. '0 re· 
f.mili •• i ... you .... lf wi ,h the conltn" 

SucoessflJl skimming 
Skimming for inform .. i"" i. t"'er wlltn you know wh .... h. 
inform.rion i,likely '0 bt within the overan schome 01 ,he pi"". 
you ... re.ding. Whil. you ore.~ ... ding look lor ' ht Core 
info rm",ion. Once )'OU have d •• i/ied your PUt pose for 
skimming and you know wh .. you . .. looking lo~ you will he 
.bl. to identify nigger word. , hat hold ,/u: rei ... an, in/orm"';on. 

who 
what 
wh ... 

" i 
i 



GO 

I 
i 

wh, 
whffl 
how. 

n.. iullowing word. p<O'-mIpI • wntr.>dicrion Of argummt 
:>gai"" .h .... .." .... 

no .... 1M In< 
ho,..."" 
)'.' 
"" 'M OIh., hond. 

Pnoc" . boa 

Pr-=liH using _ WOt<IlI by going It"ttIIq. ~ or 
.....-~ _ !he purJ)ON 01 ~ IN 5W1 ..-.I 
how • .-.I _ ~ at quIekIy _you c.n. 

Speed reading and getting the message 
Whe" roo ,"ad )"OU conH" 'h< i"f"nn.,ion embedd.d in 
groups of "'or<l< in." ;d .... ;mI&"' •• houghlO, f~linlP .nd 
..,..""'. 0"" purp<>OC 01 readi", is to got 'M ......... g. from tho 
words. This don not ntCU$;I..ilf _an )'011 have to •• ad . 11 tho 
words. Whn>)'O\I.~ , •• d - """,,,ian, whm you " . .. t" uad 
m.ott ,ha" one Ii... at • ,imo - you .... y initially ~ 
coni......! boca .... ,hot words a .. Prn<1l.'" 10 you m an .".<k< 
difkr.n. from ,hat i1".ndtd. Whom you read wi'" you. '1"""'" 
will find thaI thii does "<II p.--n •• probkm !>«au .. your brain 
works nul what ,hi: .. n.rnu moan .. ""go.dl • ., of ",II" o.oitt 
.h. word ..... in. 

Your brain i. alwaY" .rying to make .. no< 0/ inform •• in" it 
,«<i .... Whtn ,t.. inf<>.m.tinn you ar. re. ding i. I\IK rompkt. 
your b .. i" will natu .... lly fill in .1It blanks and organi .. ,"" 
iJlfonnorioo 10 .ha. you can make H1IK 01 it. Fim, ... d .1It 
foUowing ..... ,rnces ou' Io..d and work ou' w",", , .... y ~a'" 

o W~'IIIWt'II'Y minu, .. in bo: Ih.,~. 
o Ln'. din .... 10< toniglu .., ou •. 
o R~.ding visual xliv;,y don •• Iowly i. only ...... 



Now 1001; "' 'he nr .. ha,ch of ,.n,rn.;e< and gel ,h. meaning 
from ,hem as quickly " you can by louk ing ,. ,h. whul,· 
.. nt<nce .nd identifying the kc y w"rds: 

S[>C<d· ... ding h .. ·< if )'ou a purpos. is .asy. 
• Haw yet hulid,)' you been on ,hi. yeJr: 
• The impro"e is ' 0 !>cst wa)' '" practi , e. 
Which wa< quicker, " ,.ding wi, h your ,>at. or re,ding with )"our 
')'OS' 

You Jon't h~,-,' ,,, haw ,he "'ord' in ,h,· righr order to get the 
""'''''se. 

Making sure you get the right message 
Wh." if )"ou ,[>Ced tc"d • tut u.ing . 11 th,' .kimming and 
.. ,"ning method, )"0" \;now . nd g<t the me",se. only to find 
,h" )""" ho\"[" mis,.d "'" "ne «uci.1 word that changes ,h. 
<n,ir. moanmg of the p, .. ,gci 

In th~ [olowlng senlMCe: 

lin eHecti'e speed reader ""'"' ",ad~ without something to 
wril~ with. a/w'ys reads with a porpose and .......-"' ",.d$ IO\'er)I 

.~. 

If you ml .. out t"" wotd ·"",.or'. you \l8t: 

An 9H""tw. .peed ",.de.- ",ads w~hout SOIl"HIt~lng 10 writ& 
with .• ~ays reads with a purpo.& and ",ads "'er)I W<l<d 

The .emencr make. <en« bUI tho m«<:Igo is comrary TO ,hot 
int.'ndrd. P,,,,,i«. 3 d ea, p"r!",,,, and u,ing the fivr·"ep 
'r"em will help yo" ,mder_lund 'he meani ng. 

Bilingual speed readers 
One challeng, f", hilingua l read.rs i, w.nting tu dow lor o[>C,d· 
r. oding ,kill, in their new !;nguag' before ,hey .rc tnull)' 
nucnt , AI." the re.dins thoy might !>c required to du rna)' be 
fairl y compl.x. 
I h,,"e hod foreign SluJen" in my da..." who could .[>Cak th.ir 
second language fluentl)" but had bee"m. highly ftumorod with 

i 
j 
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,hcm""lvn b«~u .. ,h~t, ",,,r. un.bl. 10 '"3d In.;' !.o...:und 
I.n~u~ a. fa .. a. ,hr" fim L>nt:ua~. Sl"'.k'n~ • Io«'<.n<l 
bnj:uap' i. d,fh"", from rt.d'0lt- You can eh""", .h . .. -.ord. 
)"0<> ..... ,,-hen l ..... , ,,uk. bu. "u' rho ,"0'0 • .1. y ....... :wI In. nt'" 

"" .... !to. 
SJ"<'<'d •• ad ing • ...., .. .,.1 l.nS .... I;<"" full of dulk 0l:<'>. n,.. fitS! 
",·"".bul,,)", An,,,,,",. "1'<'" " f ••• Jing a !.C'Cond bnS"'''' ,holt 
",ill .10 .. ' you down i, run,I'''"jI mto y"ur r,,,, l"n~u'K." yo" 
~". A. 10"" as )'0\1 .I" rh .. )'"'' "",11 not'" ahl,- to, n'''-'' hl~h 
'1'«.1. , 
n.c ..... r< • f~w ,hin~. )'U" con do to .... ~In '''':r<''ln~ ru'" 
rrodin~ "'. for. for.i," I.nsu'l;<' 

• I.e;'" ..... ron, ... <uffix< •• nd p«fi~ •• of . ... .... ,,' bngu.tgt. 
rr ..... ..., """""ud",!; ,000ho":1"0> on ' -01)' !limrl. book .. 

Sci ....... f ..... ~h ,ld,rn~' l>uuk. and .......... ad .htm .... os 
,001. and .«hnlqu .. yo" 3r. " • ...,0.1)" dev.Iop,nJ;. 

A,-OId """,'int: ,,, OM'''''' 1 .. <1 un,n you ore ~"m f"n.b'" 
w,rh ,h. '1'".1 ot whICh )''''' ~, . .. adm); and ' UI< ,It" Y"~ 
un<k,.,.nd wltJ' Y"" ot~ rc.dm, wiflt"111 It~,·,"~ '" 
" .",1., .. if i",,, )'OUr ro"'r long".,e. Whe" you (0" dn ,h,,' 
yuu .r .... d)" '" mol'. un ,0 more complex ",",<ri.1. 

• For I"a<.i<e. ,,'" ,h. AI, ..... p iy .. em with every book, .,'.n 
""".1 • . Th .. w,ll ''''. j',,,, .n ,,,,,, .. II P""UI< of wit .. I' ''' .. ~ 
tndms and ",,',II nuke compt .. h .... ion muclt u .",' . 
R~ad as ""'"I' "",~h.< y"" Can. The stm,. will of, ... d .. """, 
you flOm ,he compl ... "y of ,he L.ngUol{:<. 
s,., o~' ""It .he '"'en' nf "'~'ing ,I>< k .. "m, pt<Xffi. 
flu,,,.,ion ca" .. " ,,,<u .nd .Iow. you do .. n. 

Exercises to increase your speed
reading rate and flexibility 
For . 11 tl>< follo"';n~ ex«.;"' .. u'" book. "OU ... louI<,ng 
fur,.· .. d 'u , •• d'ng. h . .. ,f.1>< boob u" 01\ <~bi<cu )'UIJ .... 

.. nbmi],., ",,~,h, .... k ...... '_ .. ~ , .. t<.estnl In ,It.,.. .u~ .. 
WItt" you .f< comf"".bl. ,,"IIh th< diff •• en, en rclSC'$. bcwin 
\tS'"~ m>tenal th:lt you ."JOY .... d,ng 1tM. This rna, Includ • 
.. >me ",.,e.i.l ynu ha," '" ,ud for w .... k ",. r.rudr th,. yOu . , . 
nu< powi . .. I.",· intef<".d in. Wh;k 1".Kt;,;ng un .uch m .... i.1 
make .Uf< ,It", )'ou .. , "c'y fi'", ,im. limi ... If you dun', you 
w,ll b«om. bored .nd w.nt , 0 mo", on to >"m .. hin~ 01",. 



Tre31 these e .er~iSO$ •• games and ehaUMtg<:5. Don~ do th..,., for 
an)' mor< th, n 10 m;nu.es ar •• ime unles. you r •• lly wan' '0. 

VVarm-up stretching 
Thi. i •• short 5·minu.e w.rm·up e"o",ise, 

• Read lor good "omprehen.ion lor 1 minu.e. 
• Pur. mark", rhe point you r<.ched. 

Add half. page to what you h .... ahe.dy re3d and mark that 
poin!. 

• Now go bock to the ""ginning and re~d (for good 
comprehen<ionl to the <ttOnd mork ;n 1 m;n u,o. 

• Make ,ure )'ou make )'OU' mark. 
Oocc )·ou .r. comfort.bl. reaching ,h. second mark add 
aOOlher half page and r.ad ftom ,he ""ginoing to tho .hird 
mark in 1 minut •. 
Add .nmh .. half page. Re.d.o .h. f",,"h mark in 1 min u ••. 

• Add .nother half page. Read.o .he fihh mork in 1 minut •. 
If at this point you find ,h., you are nm ',".ding', k«p in 
mind rh;, ,h •• is ,,,,, point 01 ,hi. u,,,,i$<. M.h sure .h .. 
you see "'ery word iill' .ulfi,ienlly!(, <erogni.., ,hat it i. an 
£ngli,h word . This ."ordse will help you got u$<d to 
seeing/re<:oso;,ing more ,han nne word at a 'ime. 

Stretching speed and comprehension 
This quiCK .,,",ci .. will help ;mpro," )'our memory and inc ..... 
)'om .peed: 

1 U.;ng. pacer, read one page .,1 ... a, you c.n. 
2 SlOp ond wri •• down ever)thing )'ou remem""r lrom whar 

you juS! re.d. 
3 Re.d he poge' like .hi. " 'ory day, gradu.II)· i", ... ,ing .he 

num""r of pages you r.ad ""1o," you "op to recall what you 
... d. 

4 S.att wi.h 3 .ubje<:! famili.r 10 you, then - ," you notice ,h., 
your .bilif)". confiden" and <omfon.re improving - take on 
mor< challenging m ... ri31. 

The next .. age i. as follow<: 

5 Read for I minute and <oun, bow many lines you h3\'e read. 
6 Continu. 'eading lor aomh .. minu .. , ,ead ing two line< mot< 

.han you did ,he firs! ,ime. 
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7 In , he n .... min .. ,. ,ead lou. lines m<>K 1m" you did in ,h • 
lim minu ••• thtt\ si~. thrn ';iV't, ,hen , .... 

" Alwa)'S rud ro. jI<IOd <OmpKhmlion and r«all. A. soon.s 
you think Y"" .Inn', understand " ... m.mhcr tbe rUt . 
<nnw' ida .. ,II ,h., level un,il yuu arc cem/on.ble. 'hen '1'"".1 
"I' graJuall)', 

Rudintl quickly .cquirn CODCM".,ion.1f you doo~ "ndrnund 
or ,.mtmbe, wll .. )'OU ,.ad )'0\1 mar find roo. concmmu;OII 
drjftjns bee,u$< yoo are be<;oming di .. ppoint<d .nd 1'C.1top$ 
bo •• d. 

M yo", rotlUtlturion improv<$, u rnell youuf!f by .XI<ndin~ 
,,'" '·minu.., .rip to 2 minu.<$, .h .... 0 4. and 6. and " ... and 

~-. 

FInding key sentences 
Thi, '."'lniq ... ;. &ood fo, ,h. P'"' of .be lUI .Not )VU ". 
al. udy fairly familia.";<h w ...... you jus, w ..... o lit......, you 
Ito ... mj.....J "",h'''II 001: 

• Road.he fir .. ""'<rICe of ,h. 1'>~~groph. 
• Skim ,h. ,OS! of ,h. paragr.ph /{lr koy wu.d. and if "..:cn • .,. 

",.d.M Ia .. s<n •• _ of Iht pa ...... "h. 

Increasing speed fJexibllity 
To impro,," ynur Auibility: 

• Scln:, .. tu. "" . lubjecl familiar 10 ynu. 
• S ... n ",ading slowly a, fi ...... lmos! word for WUfd. 

A. you finioh 1M lim po.ragraph. >peed up )'OUr ",a<ling 10ft 
un,,1 JOU arc tradinG a. fa" a. yOII can fo. load 
comp",Mmion. 

• One. you think you are boginning '0 ••• d I.Sltt ,h . n you can 
comprebend. slow down a bi •. 
n..a I>r&in 10 prac' i .. fkxibk ••• ding. To do Ihis, ",ad ' M 
firs, ..",rna of ,ho po.r.ogyaph "b,o.tlr slowly.nd sp«<i up 
a. rOIl go 'hrouah 'M po.r'V"ph. only sIowins down wl>m 
you cn~ to J.t(1;ons ynu .... nOl familia, with . 

• Whtn yon ho •• , •• d. book 011. famili., .ubi«' In •• whik. 
chong<" 10 . I>ook on an uRf.mill ... ubject.nd lIart a",in. 

• Compo..o.be fW'O OltJ'<rirna-I. What did you tIOfict1 Did you 
find ' '':11 t"t"adi"ll ,ho. familiar book wa. "'lICh .ui..- ,han 
trading tho unf.mili .. book? Did ,ho $po«Iat wh ich you .<ad 



,h,' unfamiliar book i"",,· . ... ", you began 'n no,;';o wh", W'.' 
c";';' ur mo'e ch~ll ,nBinB 10 ,.ad' 

Practice box _ no. e l e , er<:lse 

No_", a", a good source 01 prac!ict! to d&_e1Op l\ex ib~rty In 
pacing. A, the start of ,he no," yoo might fir><! that you pace 
under every line: as you get familiar with lhe piot yoo might pac<! 

under every two lines, When the , tory "' .. ~ go" going and you 
"'" kloking lor the ""caing ~its In betwOM the descriptior. you 
might find l!>at you run the pacer down lhe midcle ot the page 
""'~ you cornu to the """tions 01 the book lhat ....... ~ carry the 
. tory. Your enjo~t of th. book i. flO! ~"_ in any way al 
aM: in facl you moy find lMaI yoo actually finish more n'''el$ than 
you usod to. 

Metronome pacing 
You can bu)' a 'mall o1","oll i< m("lrunOn,," (id<~I1)' one wirh " 
"ick' rhal is nO, roo louJ) a, ,ny mo.;'; ""'0 qui'e cheaply _ it 
will be a gc><.>d ;nv."m<n'. 

Do 'hi' <x."is< fo, 2 minu" •. thon relax f", 5 minut"" 

Set tho rn<lIonome at;IS . Iowe" '1"".-.:l.1nd read <In,' line r<r 
,,;';k' . 

2 E,'",), P'\;< '>r ha lf page ;",,«as< ,h< pac< of ,h. ",.,,,,nome 
b)' on. ,;';k, or more if ),on'" cnmfonan l •• oout it. 

3 Th.n relax. 
4 R.pe", 'hi' un,il ynu r.ach tho /O".S! .pe,d <In 'h" 

m<trnnnme. 

TIl< ",mon",,,. win roach • • pe.J .. which you will no' be :lhl< 
to road .VO!)· word. Thi' ox~rci« 'pu.he,' ),ou, ey. and " .. in tn 
••• "nJ ,,,,urb more ,h.,n one word at a ,ime, .nd grodu"lIy 
",~,ch .. ),ou, abil i, )'. 

If you dri,.~ on a ",<>to,w,)" ar 85 ",il .. per hour ,nd ,. )'OU 
approach a town )"ou .uddenl)" Iu,'< to rrouc. yow- 'pe<d to 30 
m.p_h., )""u might 'hink )'ou ar. """~l1ing a, 30 un,il ,h< police 
stor )"ou and infOlm )'00 ,hat ynu w",. ,ra\"Oliing at 40 Of 50 -
much f.st., ,han you thought. TIl< .imiloriry bet"",,,n Jri"ing and 
'I""od re,ding de><>n', stop ,here. When tr,w<lIing .u 90 m,p.h. 
),ou hot", to ,oncentralo and Jon't Iu,< ,ime to k>ok a, tho 
sc.nery. Whon .peeJ «ading you a,. reading ,0 r,,, ,h .. rou r 
mind Joe<"', want to wander a. m""h ," i, can a, '30 m_p_h ... 

i 
i 
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As woll .t p'M'jdin, )'fiU with in/orm>llOn on )"our 'pe<'d· 
fud"'ll ptQC.rtl<. tht spt'<'d.rcaJing " ... ph will Mlp )'0<1 '" 

remain """;v .. ...!. p.,. a ......... inru.IIW'Oun inlO " U )'0'1 notd. 
M".utt )'OU' Kading "' .. ro.. . be duration of your 21 .... f 
procnmm< II<'< Chopl .... 12, WI\a. NUl?, PI'- 160-3) 

• In.he mom ...... en'''- ,h. cb •• ~nd nm. "'hm .... ~ ... nng 
you. «:><iin," 

• I'.ach .im< you m<a." •• how many w".do pu minu •• you .... 
read,", pI=. mark in tho: appror>riat. box. Add any , .. "ugh" 
or 'd .... bout rout ~ in a nlK.bow'" .p«ifoc. ll y h I" for 
ymo' ... a<ling development. 

• Wh<n your .... ding ,a .. '0'",,'11:' 1200, wrile your own 
num","" in ,II< blank ",:acts .bow. 110 1- 1200 fO f<'CO,d II. 

• ToJtc, "'"""· ... ading mra.u ............ ;II d,fl.""" II...,. of tho do, 
and undtt difk,nll COftdirion$ ,.,,"" ",dINk mood, 11m< 
preUUtt .nd so on). 

Summary 

What slows you down? 
Th. luliowin,.r< exampl ... of ',peed .topper>" with .ugg .. ,ed 
","ys ,,/ prov<n.ing ,htm from .Iowin, rOIl' leading. 

• Sub-voaolilinr. (",.ding will, you. unl .. "';ng .he v""'e 
, ... ,<Ie rour he-ad. 1M faot .. you make )'Oul'sdf ... ad. the let.> 
you ..,11 .ul>-........ Iu.o. 

• Vocali .... , _ If )'OUt ~ps """'" .. you .cad you 3." roc.a~ .. n, 
}'OUt text. literally >pea. i,,& .. !m.ly To you ... lf. Th • .dow. 
yoo down ovon rn"", .han ."b.v.x:oh .. nJ; Y"" a« limi .. .! nOf 
I>IIly hy ,he ",,"'" a. which you can ,,,,,.11. bu •• 1<0 by !>ow 13 .. 
you 'an mov" you. lips and h"p .il"nl. 

• Habit _ Mn"l h. bi", a." below .he I<nl of your comeiou, 
.w ......... (you "re noI .wa,. ,hal you h,." .hem). Thoy at. 
usit. 10 «<ofy wben roo i:«ome ow, re 0/ them. To 
"xunguilh ....,.,.lizoa!ion. read WIIh •• poon """'em you. ttcCh 
and you will SOO<I .. "" "),i"3 '" ""'.., rt'u. lips whik you ",ad. 
O....~ .JIow children to do .hos a, it could be dangtt<>uL 

What speeds you up? 
• [n(rn .. concenltarioo by blocking OUt r>OI$t <>< in ... k .. ",. (for 

l'1l<)I'<" _boullh"''''' Chap'" 8. O ... rxnons and SoIurionJ). 

t 
! 
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• FfXW; on 1~ fa,k, uil"i f1lO«' .h,n one KMC by ~adin8 
.rottly lf .... rno<e .bou, th~ Ke Chapef 5, Mem<II')'l. 

• I'ud! rour readi", 'P"'I 10 fu,", man )'OU thidlt YOU eon 
<fad 1_ a pKtt). 

• Don't worry .bou, "'_ins <MIl 100 man, wordt (Kid with 
Jour ,.,.et in$lcad 01 1011' can 01' )'WI" ~p<). 

• Han a dicrion.1ry kandy 10 look up words you aK ""f.mili .. 
wilh before you >Un J~ mlding (for .ochruqutS 10 
;lICr .. s. )'QUI v",abut.ty. , .. Chapt« 3, ].'s All in 1M 
Word.) . 

You don', ha .... 10 r •• d wGrdJ in the righl ordfr '" 'l" , .... 
m<'WII.' but you do havec 10 make $I". you a lel •• be words 1hal 
tart)' "'" message. 
Lea"';", how I" spttd read. 5Kond bnguogt ;1 n5Y, i. iufI 
.Ik., • ~n" 100& .... 
Now 1ho1 ,.,., ho"" impro ...... )'010' ~ opttd"Mnc fa«, iI is 
ti"", ... consi"'" ....... he. aspoa o f inI:<easing your rn.di.., rile. 
The ad~ in.be nut ch.~r il .. p«iaUy U$tful if EIIIlish is 
)'Qur "mod language or if you W<IUJd like '" incrn .. you. 
vocabu lary. 



In this clwlpl .. you will,"",: 
• the diflMOOt typeS of 

~"" • Mw to ncrease you. 

~"" • how WOId!I are made up 
• Mw to deal with speciali<ed 

~"" 
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Why increasing your vocabulary 
speeds up your reading 
n.., bOw. fOur .......... Lary ..... f~r you .. i ll boo ablt '0 ~~d. 
H .... ".ins.t .... ' :unilia. WOl'ds Slops you and "",k .. you try 10 
"""" "". 1M IJI<'aDing of ,II< wholr ~,OOI j .... It.. WOI'd. 
T'hi' ......... Ii ..... StY ... 1 qunrioru mish ....... whon you rome 
"""'" • word )'011 d" 1>01 und'l'$I.nd. What d ..... ' hil word 
", ... nl no... i. ch.nll<' ' ht '''''IOn? I. it impon.n. I<> my 
undem.nding of the '",,? The ... q .... 'ion. go rhrough )'Our mind 
vtry quickl)'. The u" ... hl. i, that who" you h .. ·c . nswered ,h,m 
you m' r hOYt forgo"." wru.. you ho,', be<1I r .. dinJ\. Tbc:r 
MOO>< ",.1 .ime "' ... . " if Y<MI hav. to rc1Urn to the btPnning of 
• po~ and .. an . gain. 

You hI'''' .hl'ff differ ... , I~. of ....... bulal}' kl\<)wltdgt 
" " il.bl. I" you; you, . po .... voxa""lary (tro ....... , II,.. ..-. 
hmi .. d "f .he , lutt), your wri" . n wocabubry and your 
rccosniud yocabulary I''''' largest of d ... thl'ff ). M_ pwplo 
uS< htlWttn 2.000 .nd 12.000 words in <p«eh. Wrinrn 
"""o""l. ry i. b<gge, .!un ,,,,,ken voeo""I.!}' bc"",, .. you hoo. 
m", •• im< 10 thi nk about wh., )'00 want tl> "'y and con go ov.r 
wh3t )"u h. vr writtcn and odit your toxt until yuu ",. h.ppy 
with it. Must p«>pl. uoe be"".rn 2.000 Ind 25,000 dilkrfflt 
",.,..1Is in thoi, lilotimr lDO" w,i ting. By fa, tho I.rg.n oet of 
"",,"hulary )"u hi ... It you. di.pus.o.l is you' rccogniud 
,'"".hula..,.. Thi' i. tho """d. t'uu .~iu ..,;doi". rotIf .. , .... t 
..., not DO"diRU1lj' ..... """"do }'W ~itt are IOmnimt1l 
difficult to deline du.ly. YOII haft" .. _ .ha.) ..... know what 
.1It wurd .... ans in ,lit con'ext .ha. }'W •• .>d or Mud i., but 
cannOf defint it d •• ,Iy. 
Your ",cogn;z.d "ocahub,y i •• 1'0 known a. ·p3»i •• ' 
v<X3bul . ry _ you kn"w.he ..,,,.d, bu' don', u .. ,h.m. W, itten 
and spuxen .. ocabu lary is you. 'aaivo' vocabul. ry. 

Th. lim of thi< chapt .. i. to C<ln •• rt you, 1"''';.< vocabu la.y 
in." amY< voca bulary. Tho J'U'P"" of .ho .x.rei .. ,hotold nox 
br t" I.am ,ho ...... t "bo<;"", words in tho bngua~ 10 .ha, Yot> 
!urn. '" 00.< you. frio ..... and ..... -dr.: ... a<;ng auditflCf' of 
1" ,.-", ; ..... ad, it dtould be '0 " am tho lan"",&" .ha, will 
IItlp yOll ex ........ roo' "","a, .1Id "ndent"nd "' ..... cka.1y and 
prtti ... ly. 



How to increase your vocabulary 47 

Th .... oro .. vcr.1 way. to in" ..... your vocabulary. You .hould a f 
approach 'hem gr.dually r3ther 'han d«iding 'hOI you W3m to i !t
I,oro 1,000 new word< in on< doy .nd locking yourself in a [1 
room until you have. Unl ... you happen to learn be .. that w.y !! oili 
land have the time and genuine indinarion 10 do iT) ,her. ar. ~ 
other, rno .... useful malesi.,. . 

A bene' ""r of nrending your vocabula,y may be to brr.k ,h • 
.... rei .. up into 30-minute <hunh. Picking five word. a day 
from ,he dictionary mighr nO! wurk for ... ryone. The followi ng 
aro a few diff",n, way< of incre •• ing your vocobul.ry. Your Q 
choice will be determined by how you like [0 gather (0) 
information, 

• If you like r •• ding a 101 (and you have rhe rime). ,hen r.ad 
books with cornplic.rrd I.nguage. Use a di<"li"n.ry a. you go 
but btlo." you look an unfamiliar word up "Y to figure OUt 
wh3t it means yourodf. Thi. w.y you will learn the langu.ge 
.s you go. Mak. notC of rhe new words you learn as you do 
thi •. 

• If re.ding is not your favourite activi!}" but communicating 
and 'p<a king ro p<ople is. then aim to moet p<ople who you 
know have a good vneabulary and talk to rhem. You con pick 
up • 101 in con"""ti"n. If you he~t a word you dt> nor 
und,mand but don·t wam to •• k the p< .. on whour. it what 
it means. then make a menral note to look it up lat ... It is 
wonh remembe-ring that many p<npl. use a word beea"se 
they know it firs the romex! hur do nor rtally know what ,h. 
word mean •. If you he", a p.anicul3J1y obscure word think 
rwK. ahout a.king for a definition; the 'p<ake, might feel 
awkward if they are not entirdy 'ure ahour its meaning. 

• A third way of increasing your vocabulary i, to u'" new 
I.nguage. Pick a word a day and US< it whenever it i, 
appropriate. Try not to ,""k. it obvious that you are trying 
OUt. new word by u.ing it in every ",n!Cnc. unle .. you .re 
in .n environmen, whe .. )·ou can "'lax and play with 
language. 

• A good way to incre"", your active aw.'''''es. of language i. 
to corry" vocabulary notebook with you. Wh""ever you hea, 
or tr.d a word that you do nOl undc .. tand Or thar i. 
unlamili.r, writ< down the word, yuur undemanding of it 
and the conte", you heard Or read it in. Then, when you have 
the c","""e, look the word up to check wherher your gue .. 



.. was accurate. Thil ;, an <'$peci.lly good e".,cise for rurning 
p4. .. i.e vocabul~ry into acti •• vocabulary; it encourages you 
(0 think about ,h. definition of. word you ,hink you know ,h. meaning of. 

o Rdax while you learn. [f you gfla word wmng, don't worry 
about iI, The more you pr;u:ri .. , rnd and use new l.nguage 
in conversarion, ,h. be"e, your vocabulary will bo<:<>m •. 

• Use your imagination whil. you kam now langu.ge. Imagine 
you,self u,ing I new word and think .bout the ""pon" you 
might '''pect if you u<td it inappropriately. Imagine whot 'he 
word might mean, basing thot on your knowle<lge of other 
words. Imagine whallhe wnrd would me." if you ."uld give 
;t any definition you lik • . Tak. lime 10 play wilh 1.ngu.ge. 

The source of it all- roots, suffixes and 
prefixes 
Onc of ,h. cuies, way. 01 kaming more language and of 
becoming ablo 00 rtCognize new word. and work Out ,heir 
meaning i, by learning how words are mode up. 

Did you know? 

A quart ... 01 the W<ltds n !he English language CCIITIII dIrecI!y from 
otherlarlgl.lages. This 8CCOU1t. 1<>< !he div9r1e sptI!Hng 01 many 
words we use. H..--. mucl'l 01 !he English language originates 
n Latn or GJeel<. The mol ... _ and ~lbes thal10rm the 
b ..... 01 OU" languege "'" almost "u Latn ...c! GffIoek. How mIlCh 
easier ~ s 10 learn II .- word H you know IhII fCCts 01 !he w<>r<l. 
Here Is" fact you migl\1 nol be aware 01: 22 roots and 13 JlI"II"Il<M 
"" found n 100.000 words n WI Ul"lElbridgad dictlcnary. Th"1 
"""",.Ihal H you knew 22 roots and 13 preI\lIes you may 1>& able 
10 _ out th. ~ 01100,000 wortIs. 

To ger you 51aned, in the table oppruile there are twel~ roor 
words, lheir definition, and scme words made from ,he root 
words with their definition •• You will notice that II particular 
rOOl, prefix or suffix may he US((! in several words. If you know 
the roots, working ou, rhe r .. ! of the meaning can he e •• y. In 
Chap"" 11 ,here is • larger coU",,;cn of roots, suffix .. and 
prefixes (pp. 148-501. 



"~ ~"-
Voc9"'~asy ..... 00 .. 

~ -" ~- ob _ 8QAIno! II Ioq - langu"9" 

', b ~ a_,te u_~ .Ii - -,- -, an - ncIJ101 , 
arch _ rute , - .- ..,tipathy anti - against 
path _ fMing ... ,~ .. ..-- path-f-.g 
oI"9\' - stud)' 01 C> 

',~ -, ~ .. , a - """oot ~ 
path _ feeIi'Ig 

~ -, ...... 8-0<.11 

greg - !lock 

.- ..,., 
~- au - wetVgood 

"""--w -.- - &II - welVgood 
log - talk 

~ ~- ~, I)8lOO - not pIeasan: 
pho<1 - sot.nd 

Ioq, 1oc,Iog ." - .-~ 
Ioc - talk 

,~~ ~ - elreum - MO<.IIId 
Ioc - talk 

Carry 'he prdixO$lsuffjx .. and ,001. list around with you for a 
few week. - make a copy of if if you prefer. Instead of looking 
up an unfamiliar word in ,he diCTionary, try [0 uS<' your 
knowl~g. of prefix", oufh •• and roots to work 001 ,he 
meaning of rhe word. 

0\rl'Ig Step 3 (passive ..... ding) IIIld 31"11 • (act"" rvaDng) of the 
fiwl-step system look I", unfamillw words as part of the sI<irmIing 
""_. then look tIIem up before you begin Step 5 ( .... ..."ivft -., 
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Specialized vocabulary 
~Ioping an wlllenunding ollp«:i;l~ WlCIbulal1' n«ds 10 
be deal! 'Irith ia a way dilfttftw; &om noruW voabubo..,. 
GmrnopY. words you do nof undo ..... "" in .............. ~ .. 11K 
widoia .IM: conlUl of lilt "1IU1ICe. Usuali}' you can rad 01'1 
wifi>ou, Ia>owmg ....-Iy ... Ioa •• word means; you will SliD 
"nd.nraDd ",hac ,1M: .. nlenc. or p;uavaph IMIOI. Not 
\lIIckrsanding spccialiud lan, .... nn make it impoUiblo 10 
understand any of tht ""'. "~ially if ,he enriK pi«. KV(I]YH 
"'"\lnd lhal on. word. 

Tht more fomiliar )'011 .... with the lpecialiud to"'. ,b. fUle. 
you wiD'" able 10 "ad. Sccoming f.mili", willl"~ ,u,mi&hr 
like .....,. lime dependi>o& OIl,iw ~.I oi ImowIedce you alrudy 
h ..... If you follow I kw oimpIe steps, .... leamiDg ptO<'C$t """ 
bKonl. """,b cas;e.. 

• DIIrini Srq> J lpuoiYe fudinsh his"'ip. I U .... ~ you 
do 1>0< undcntond npcciloU, if Ihq look "" if 'My .... y be 
1'''' of. Ipccialisr ."",bulary. 

• If you art allowed, copy 1M slossary from w book (if .1Ine 
i. one), If 'hm isn ' •• lis( • pod specialist di~ (mol! 
l ubjecll have one). If ,he dknonary belongo 10 you, yO\l <;<lwei 
bi&i>ligh. e:ath wocd you hid diffieulry wim. Al"mariwly, 
.... !i.en world", from. di<;rio .... ry you could..nlt thc word In 
• N'J'I'r.l1t book or pIaco marken on the pal" ... duol you 
(:ltI1" bad: aDd find tbe Otfinirion quid<ly apia (rou IIhouId 
CIOouiDIy do dod if .... dictioury ill DOt,..... ",ope", ). 

• Onc. you an familia. ,.;1111 .... YOaIbuIuy. r:olu. bif of lime 
'0 dliIak """"nth word Ii .. in wicb anyidcas)'OU ha~OI1IM 
IUbi<ct. Think abou< how ~Isc you could .... the vocabulary. 
ConJ.idr. bGW the word " nllcic up. Don the rocc, ,uffu: or 
p.dix Ii •• you aQ Ide. of what th. moaning w\lld bel In 
what otMr o;on •• ," miJht you Como acrossth" wordl 

• If Y"" h ..... tM rime, look up th. IptOafu. vocabulaty in In 
ordiaary dK:riooary. y.,., ""'Y be ourprilod by differm:n in 
...... nin3 and int"'l'"urion hom ,,,,* in the op<eialis! 
d;crionary. Do mit esp«ially if J'OU do DOlI wodmfand me 
definition in doe q><eialisc dictionory. ""' ofmo, • lenl 01 
know~ is usumtd in ,he Iptciditt dictionary .ad 
<ll:firlltiofts may IIOl be compltw. Am ordinary d;criOllary 
.......... a tn,e Im<>wlodae of the sub;rct, 10 if rh. word .. in 
01><', d~ definition ""'Y be mo .. helpful EDqdop .. dic 



dkrionari ... r< good btaU'" ,My w:rt "hen haw: piCl'urn 
nut to ,h~ definition. You can explore and have fun with ,,-, 

• Con you lind • picNn , hal ill ... ,nln ,lit word? If .... 
"' .... rnberi"l! , he dtfinition will be u sia. 

• Tht more r?" ..... d on ,lit 'lIhjecr. ,hot RlOfo farnili.o. )'0<1 will 
become w"h .h.l.ngu~ <>I ,he IUbjOCl. 

1l1IIa' ..... 1 work •.. ... *"" It you I tNI till •• ~I with lptClaIlsl ~. allonel 
lIS "-'It_ and 1ec1 .... on the SI.Clftd .. Y<N can. SpMk 10 
~ on the II\Ibjfc! and. Instua of ukIng them CII'II)' what • 
WOId..-. (you wII...,...1tIIIn iUIy 11M. dk:tIc>rwy doI'._ .. 
.... them _ the _ 1iI$"" the "'*'ftoe:l ... ~ 

Summary 
1 I'o y a"on,;"".o I>l"W words. 
1 Kee p • ,m.n n",.book in which '0 wri,. down new 

,crminology (with it1 mc.ning) th.t YOII rome across in 
.... dina and conv .... tion. 

1 U ... your new vocabulary . 
.. Bttomt fami li.r wi,h .he roors of word,. If you undenn.nd 

the root.)'O<I will be able '0 work...., ,he ..... ning of many 
words. Many good dictionarion , how ,he roors. 

e;;-

If 
1 



(") 
o 
::::J 
(") 
CD 
::::J 
r+ 

"" Q) 
r+ _. 
o 
::::J 

In this chapt..- you will .... m: 
. tIMIlmportanoeol 

..... _'bation 
• the dln_1ypH 01 

=--• t%>S 101' ImprtlVing yow" 

~-• ex"",_ to _ 

~-



The importance of concentration 

• 1M firS{ rule of acquiring knowledge: Payanention. 

W;.hout co",enrration th~ is no ..... mol)'. So ..... ideas on how 
to concenm"e and avoid .be dis.rarnons thaI break up your 
cOIlCmlf"ation will be p .... nted in o..p .. r 8. Dis,ractions and 
Solu,;olll. 

Coneenna.ion does no! co= easily'o many, for twO .. asons: 

I We c.n be VOl)' e •• ily di"raered. 
2 Th .. o can be much '0 dislf"act us. 

Improving concerllrarion isn't ea.y. We cenainly do nor always 
ha •• either the time or d.si .. to modita .. and practise absolu .. 
concentration for sever.1 hours each day. Fortunatdy, rh ... a .. 
orh .. ways 10 achieve ben .. concenlf"ation skill •. 

Focused attention 
AnemiOll has certain definite p,oponi .. : 

• It is dynamic. Try focusing on one rhing only and norice how 
long it i. before your mind wando .... The aim of m.ditation is 
.0 enable you ro focus on on. el.men, of sOll\01hing wi,hou, 
losing anention. P.ople n.in and practise for ye.rs 10 achi .... 
thi,. 

• Anention is undivided. If you 'ried to H,ren 10 mo .. dun on. 
conversation at a time or to .. ad a book and drive a car 
simul .. n.ously you would fllld that faidy challenging. 

• Anention follows ;nler .. t. Boredom willemngui"" a"""tiOll 
in a moment. Always keep in mind 'What i, in it for me?' 

• Anenrion i. maintained by. seri .. of discoveries. Be aware of 
what is n.w about what you are learning. How often do you 
gn tha, 'Ah.!' feeling? 

Sometime. w. have to fore. ourselves to pay anentiOll. This can 
be unpleasan' and intffecrjve lince "n."nOll luIS for Ollly • few 
secnnds in th .... circumstanc .. and h .. to be <on5lantly 
reinforc<:<l. 

1M .. a .... veral kinds of anenriOll: 

• Voluntary an."titlfl- Thi' i, wh •• you di.play when you a .. 
tOla11y absorbed by what you ar. doing and dilt",ctcd by 

" 
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notltin&- Who ... roo vol",,,.,,), pay .<lmrion to """,ething 
you do 10 naruraU,. You don't h.~ to f<w<r y<I<1t1tlf 10 
roncmIralr. you fiN! yoouwil .b500-kd ill ..... ,.sIr.. 

• A ... opiIot - Tb;s OC'CUrJ when you find roun<lf " )'OIl' 
deori""rion but do DO)( blow bow rou y" ,ho.." I • • lso 
IIoppms .. ho:n you rnch the- tnd of a book aDd K.lia you 
"~n~ .- ....... mboml anything .!thoough you know you mid 
<V.I)' word . 

• Dispersed . """bon _ Unfo""na,dy ""'" of us luff •• f,om 
'hi' more ,han we would Ilk •. Having 100 ~ny ,hings goins 
on ,imul'antOUily CIUSes dj.~n.d antotion, as don .. lic k 
of "'!e'en. WMn.1tis up!"'''' you feol as tho"", you cannof 
"","",nuarc., .]~ .v.rythl~ lmacts)'Oll' Inenrion and you 
an' fOClll on an)'lhoirc lot longer than .. few momtf\U.. 

11w aim is m bo: .bIe 10 control woIuntl'1 .nentioa to duo, ~ 
in siruolions w!>t •• you would nonnaIly find i. difflf;ull ." 
((II"OtC1I1r,II" you an: .hl< 10 fotut your an< ....... willin&/y and 
fully. 

Divided attention - when It works and when It 
doesn't 
Anmrion ;1 .. ~nt., activory. If you Ill. already car<yinl oul I 
,ask uling ..... ....,IC .... if you Ire doin,somedtinc ,"", rtqulres 
I hoigll kveI of I"mpo", you wiU be .bl. m do only on.!hina 
II • riOM. For ,"' ... ..,.., if you arc drivin& in cbncerous 
conditions you will norioe Iha' your IltIOnhon to drivi", i1lO1al. 
If ,ho radio is on, you will probably 1>0( '-r it. If, 011 .... Gthn 
hand, the ro;od is c ..... and .... condirions _ Boor!, )"OIl rur ... 
• bIt.o drive,lis.en.o I'" ndio Ind han. con~r"riOll III'" 
"1M lime. 1M mOm,,,, • • dOl ruN imo the .oad)"Oll' In"ntion 
will . hin "ntittly to drivinl within I fnaion of • ..cond. 
Divided an.nrion dOH no. liwayl work while you.", ",.ding. 
Readi", \l$($ .... visual Ind, for many people, lhe audilOty 
.. lISt. II limits con.enation. inhibits orh .... olJdj.ory ""i.itin 
lih Iist.ning 10 .... ndio and Pf'"t'aIJ f<xusin& 011 oroo .-iswtl 
oniviry bta. .... your ..,..,. ••• focUKd 0111 ~ge. 0 ... "' __ 
lind concenuarion ... IUI. ",ad,", <halIoDp..g is beca .... it ;. 10 
sin&lr Io<-uoed. As a . ",uk i. can b«om •• ..di ..... fairly quickly. 
HptNrBy if ",I>:" is brina ","d;' ",""fCratiDg. 

"'eadinl and calT)'inl our anodw:. acti¥iry I ..... .. "'" lilM is 
.1rr'1QCf impo$Sible. If only 10 demOll5lrI"' .... poin" if is wonh 
"",king an experimenl. 



--, Select. 1aJr1y light book, put • ...cording tape In a casse!t~ 
pi"l* "" thaI you can reootd _ you are 11ster*>g to and 
make youf'Sfl/t oomIor18b1 •. 

2 Put a radio on IDly loud, then b8gin to Mad. 
3 Try to read and listen Ie the radio at It!e SB/'I1tI time. 
4 All ... 5 minutes stop ....:Ing. Slc>p 1t1e tape and sw~ch 011 100 
.~ 

5 _. down ewwything you can """omber from the booIc and 
from thtI radio. keeping the twe separate. 

s eo...l lM rum"'" of words you read IIr!d check how lUI you 
reacl. Then skim 1M book to _ how acctJI'a1e/y ~oo 
remembeNd what you read. 

7 Re~ the \ape and _ how aoc:urate/y you remem~ 
_, you 11ean:I. 

Try dli. 00' in ~ •• ral cliff ... ", .i,uorions: rtading and l; .. rning 
to a <",, \-orsa.;on, .. ading and w"ching teleYis'(}n , ... dins and 
having a <o'I'",,,,.rioo. Some cnmbina.ioru; will be more difficuh 
,hon mho". 
The pUl'poK of this experimtllf is [0 nOli« wrn.t dimact> your 
'!fenlion ft'K)$t. If you diKo"" that you can read and compl. te 
another task at ,he same rime, then you will have developed 
.nothe. , kill that, if nothing el.e, will aid your . ime 
man.gement. 

MO!I' importandy, enjoy the game. 

Interest end motivation 
The more you ate jn .... $~ in whot you '1" doing, the e. sior it 
i. to concentra,e. Remember when ~u ~re last so engrossed in 
what you were d<>ing thar you lOS! mock of 'ime. Nothing 
di.tracted your atftflnon. You ~re totally interested .nd 
motiv ... d to te.ch a go.1. 1Mte aJ< three words here to tah 
panicula r no', of, ;,,' ern,ed, motiva~ ond goal. 

When you know wbar ~u ate afret (a goal) and why you are 
doing i, (motivate), ,hen the de.ire (in .. r .. t) to com pl ... the 
task .uccessfully make< for rotal concemralion. 

If, how"""r, ,he ta$k i. ~rliculady boring and i, i. bard fO find 
eilher morivation or ;"'e"", th.n the process i5 'he challenge. 
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You will nttd '0 make the d<ci$ion, fur example, ,han 

• Your g<>a1 i. l<J fini,n this 'a,k a> quickly a. possible. 
• You, motivation is rn .. you can get home $OOTl<r ". ge' on 

with" more interesting m,k. 
• Your ;'uerc., i. de.doping a .yot"rn tbat will an"w you to got 

through boring m3terial f."., and more dftcrivcly .""'1 
rime y<>u ar. lacod wilh it. 

The.e are two main ways in which con«ntnlt;on can be 
intrrruptod: by internal dislTactions and external di5lracrion •. Tn 
Chap .. , 8, Dls.racrions and Sol".;<>"<, we ,hall di$cu .. extc,,,,,1 
di.tracrion, in dotaii. Hore, we wmOOk at in .. m.1 disrrae.;on. 
and how to rfflU(:e "reSS _ one of tM grea,e" contributory 
bolO .. [" lack of roncentn.rion. 

Stress and memory 

R_mber Itll' 
"""'11$$ to mass infoml8tlon can be S\reS$fuI; dealing with m ..... 
informatlon by using powetIuI ohoos~ Mel .... ding OIral8Qi ... 
~ stress. V&ty oft .... 1M probIan Is no1 """'I '"" have to do, 
but the rr-... we have at our disposal to do ~ ~ how). 

On. of.he bigg<s. cks.roy<'rs of memory i. $tr=. When you', • 
• " .... d you rei.... high level. of corri.ol in,o your 
blood<rrum. Corrisol i, a hormone that affocts you in a numbe, 
of ways, de~ding on the amOunt rdused inoo your body at 
anyone time. Cortisol demoy. glucose, your brain' •• ourco of 
rooo. 
If you have ever been in an aceiden, or wi,nessed some,hing 
''''\U'''''~ you may have got through tlK experience, wholly or 
partly aware of i., bu. be unable '0 remember anythlng abou, 
the incidem afterwards. Biologically speaking, you would have 
experienctd an enormous amoum of mess, and your body 
would have .. Ie.sed large quanti,; .. of corti.ol tha, went 
straight to )'our hippocampus and destroyed the glucos<. With 
reduced food your brain did"'>, have what was n .... sary to lay 
Ihe memory down correctly, SO although you saw everything_ 
and maybe even .poke to people and walked around - the 
memo,i .. we .. nOf laid down In any form tha, Can be recalled 
or they were di .. oned or encoded in what is known .s 'statc
dependent memory'. 



--StaI&-dependenI memory OCClQ when )'011 .........oo.r sometNng 
In. pattIcuIar am. and can onI)I recall " when)ICII.I "'" In • _ 
_ .. ~ you do somet!lIng .... en you ow drunk, lor Instance, you 
m8)' h8V8 'fotgOltan' y ...... embarras$i'\g behavlooJr by Ihe 
rnorM>g: bulb nm lime you are out and have one too many. 
)'OU wi" probably be able to _title __ oj ItIIt pteV!ous nJgh1 

~ 

State-dependent memoty has ml>Ch to do w~h the low 
per1ormanoe that frusIrat .. """. people durW1{j . -. They 
sludy In tI>o comlon oj their home and then wrtIa the exam n • 
big. hAl. omc .. I-Iookirog hall. The 'stat.' they we ... In when they 
s1udied .. cttrerM1 from thI oo.lhey .. In d.n.g !he exam. 

Ano,ht~ and loso .. "'~~. insfllQ« O«ur1O whon you .r. und., 
• mode",r .. amounl of slress. If you arc .bou. to give. spe«b, 
mee, a large group 01 peopk or imrod~ your parmer 10 your 
boss for the fin. time, you may Itel • Jlighr fuWnn$ in your 
brain - you have .lIth .. detail. tha. you need for .he occasion 
bur you can't quite Fl1he id •• " names or words straight. 

Some medicalexpen. believe that cortisol cln affect your brain 
chronically and do more .ubtl. d.""'ge in ,he long term. 
Becau .. of ,be level 01 <1m< in mo., of Our ~"es "'" have a 
."""ranl drip of cortisol into ou, bodi .... Thi. cortisol goes 
round our .)'Stem and into our br~ins, d .. lroys pucose ~nd 
,1lCtt$ calcium in,o fru .. d~~l$ ,h., destroy br~in celu from ,ht 
inside oul. Thi. can cause: age·rdaled memory lou. People 
betw~n ,",0 and 50 years old may f~llh", Ihey;oK "ollhinking 
as fas, .nd dearly as ,hey did before. If rnis siN.,;on is left 
unchecked, il could have serious consequences. 

No mane, wha, ago you a,e, if you rake are of your body and 
mind by laking regular exe,cise, uting heallhily, exercising your 
mind, .. Laxing and enjoying ~k, your m<n>Ory wiU ""'ome 
more clear, more cre.riv., more activ. and more accur.rc. 

Those who adapt !heir lifHryle wiU find ... ry ~trle will happen 
thar lhey notiu O ... rnighl, bUI constanl and determined action 
will be .. warded. 1lIere is no magic pili lhat can be tak.n for 
;OSflIni memory - if one were PUT on the market you should 
approach il warily or .... n .void i,. You have lb. natural 
cap.ciry 10 be brillianl if you choose. All il rak .. is a ~nle effort, 
commou :semc and the knowledgt .nd bt~ef ,h,,, you have wha, 
il rakes.. 

" I 
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Reacting to stress 
Sm, .. arises wh~ your ,i,uadon ourweigh. your p<~ved 
ability fo deal w;,h it, Pcrceprion of )'<Iur ability will vary day to 
day, momen, 10 m"",.m. 'Pc..:cption' i.< 'he operative word 
hc~. You may hay. no mure 10 do on Tuesday th.n you had on 
Monday but beaU5e your mood o. your environm,n, i. 
diff ... n" wh •• you have to do may s«m more ,h.n it really i •. 
The !""=ption ,hat you c.nnor copt will increa .. , regardle» of 
the reality of your cu.re" surroundings. 

Thought experiment 
Imagine two people wall<lng down a street. Both of !hem $fill the 
wne ,trMI. people lind evllflb. Both see " bus narrcwI)' missing 
• cyclist. both .... &On'IeOI'Ie (/etI;.,g "'-If bag .... 'ched. both He 
• coopl8/1ghllng Md II child ctyIng. \Yh .... they ......,., the and of 
the '1m<II. one Is 1_ and trustrated and Ihe other Wugs on<! 
says 'That's "e.' 
1M vtJI'f ne.<I day. the same two people walk down ttIe same 
street. notice Ihe same things and their reactions are opposite. 
The on. who felt ",Me mIaxed the day be1_ notices me same 
_ and _ upset by them. and the one who preyIousIy was 

agitated remains QI.iIe calm. 

S1rMS 1& cmmed bylt1e way you n!ISJXI"'I to II oiIuallon rather ttlan 
the _1or11tse11. The "m In a potentially stressful ~ Is 
to focus on I'IOW you can deal with the Iltuation and imprtMI I\, 
",!her than fcaJsIrIg on t>ow not to get Sb : II :I by M. 

Thcr< or. a numM. of 51"»0," that may affeel your 
ron«n,ralion: 

• Environmenl- Noi.." ch;los and pollu,ion. 
• Social- P..,ple, deadline .. financial problems. 
• Physiological _ Ache .. pain&, poor nutri,ion, lack of exe",;x. 

By far the mos' dominan, and polentially damaging Slro...,,.. 
oro your thoughts. The inle'P«t;I,ion ..,. pla« on a situation 
in= ..... " .... As Shakcsp<are ..,rOle, 'The .. i$ no,hing either 
good or bad, bu, thinking make. il so.' 

In some .irualion. we respond to our narural instinCts and flIn 
f,om ,,,e5ifu] ,itua,ion • . Mosl ,ITCSS romes from $ifll3,ions we 
cannot run f,om or figh, with, inslH.d ..,e haY. ro ,;1 .till and 
smUe while w. boil inside. This is when da ..... ge may occur and 



,hil is who' .... ha. e.o deal WiTh if .... ar. 10 CO!ICWna,. fully 
and efleai.ely. 

Tips for improving your concentration 
The following are diff.rent ways of d .. ling wi.h and 
,..,inl.rpr .. ing "re •• ful .i.ua,ion. and improving your 
c~ntration. 

Break the routine 

.. 
I 

If you .... re able fU do only on. Ihing 10 improve your ~ 
c~n,ulion, .h.n breaking your ,ouline should be th. choice. 
Taking a break will imp.ov. you. memory,COnct:11lTarion, mood 
and ability and .nahl. you fOconrinu. for mucb lo~r Ihan you 
could wilhour 00 •. A br.ak from what you are doing will give 
you Ih. opportunity 10 r.a_ your .ask, Ihink of n.w id.as 
and app.OlIchos and will ultimalely hdp you 10 be more 
pro<iue.ive and reduee your "'essl.vd •. 

Your body io hormone driven and works on a cycle Ihroughout 
the d.y. Wh.n you kelthal you need a cup of .ea '" coffee '" 
you SIan yawning or "",king milrakc< your body is lelling you 
il iI tim. to stop and rn'. lJ .. en 10 your body, but don't lake the 
colf« ' .. e Chris Fenn's book The EntTgy Ad""ntdg<!), The 
lo~r you PUI • bre. k oil, 'he more difficuh i, wiD be '0 gel 
back.o W(lrk ak .. you finally okcide 10 .ak. one. [f you hoY< a 
10< fO do i. i. bener 10 take pl.nty of linle break. and have .mal! 
.nacks .... Ih •• than W(lrking through .he whole morning and 
'lOpping for a fun lunch. If you do Ihal you may haY< more 
concentration problems .han you normally do in .he ah •• noon. 

Carrot or stick 
On. way .0 encourage you .... 11 10 i""",a .. you. concentration 
i. 10 make sure thaI you rew.rd yourself well. If you work in • 
conventinn.l en';ronm.n, you may no! feel ,hal you are fully 
.<cognized or ",wardtd fur you. effortS. In ..... d of wailing for 
a reward for your W(I.k .0 come from somewh.re else, .ak< .he 
reJport$ibility of giving yourself a reward. AI the beginning of 
.h. day det.rmine what you are going.o accompli.h and what 
your reward 10 yourself will hr. Vary your reward .. Make them 
.hing:t thaI are good for you and things that you .. ally want
an)"lhing ranging from an .vening af .he ,hea ... or io a steam 
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room m a proper holiday for fini,hing' big proi~ on IUne. If 
you find r •• ding a chor< rhi. kind of incentive is cspKi.lly 
usefuL M.th s"re you have plenty of rra$OJU'O nea. yoursoll. 
You will fed happi.~ your motivation will increase and your 
Sfres. levd. will rWIIC<. 

Rid yourself of clutter 
One environment you ~"n oon.ro! i. your desk. A .ingle pitte of 
"'"PC ' on your <k<k may anraCl your attention scv.r:o.l .im ••• 
day. If e.ch piece of paper ha •• dudlin •• !tache<! to ii, you will 
have" desk fuU 01 alarm clocks going off every five minu ... , 
alening you 10 .he pressure you are und.~ interrupting you, 
concenrn.ion, inducing chronic '''''U and cau,ing Iong' ,erm 
damage to your aopacity 'D coneonu •••. 

If you have a clear desk, )'<III' rnvironmrnt will look and feel 
under CQnlrol. Vou ""'Y have. great de.1 to do hut yoo will lit 
able '0 rackl •• he ta,b one a, a time with . dcar mind. The 
perception ,hal your environment i, our of control will diminish 
if it looks organiud. 

--A delegata 10 on. 01 rrI)I classes had .. novel melhOd 01 dealing 
eIfeoctlvoe/)l with urwead ckJtter. He would place everyt!"Ilng that 
came onto hill _ Into 0<>& pile 10 II. tray In th& comer. W he 
.-M. he took M out 01 "" pile and thllfl repIeced " <)1"1 top W 
he k.-- ..... would need ~ again. Gradually l1li the paperwork and 
documents ttIat ..... did not naed and did 1\01 have to read W<lri<ed 
their way to It.- bottom or the pile. Every t!Tee months ..... would 
tsk& the bottom hall 01 the pO .. and. withouI going ~ H. 
Itmw~_y. 

His arournem was that H ha did not need n 10 tine months ha 
would not naed n at lit. and that H • was really Important 
someone would l\ave sam IWn another COPY. $0 the MW copy 
would be 10 the top hall 01 the pile. 

He 10 vwy IH.ICCt$SIIJIIo ~. Since ..... adopttod this atratllg)/ 
he has quartered the atTIO'.II1t or readh; ..... _ ..... "'_ people 
knew that H they want hOn to pay anontion to ~ they 
mJst take It.- time to carr 1"IIm. As .. resu~. hill desk is always clear 
- $0 is his nWKI. 



Music as an aid to concantration 
Sound. ,hOI surround you can ei,her make or b~ak your 
working environmem. Have you ever b«n in an offiC\' and 
found 'M silence 50 uncomlonable ,ha' you kl, you mus, 
whisper even although you kMw you didn', have IOf On 'he 
OIher hand, have you ever entered a room 00 full of music and 
noise ,hat you kit within mOm<'1\1$ thaI you had to 1o",,? Thcsc 
arc exrremrs; ,here is ogre., de.1 of vari.lion belWttn ,hem. 
Our ~'ponse varies .. well; a rong mighlco"," on Ihe r.dio one 
day and wi,hont l><$ilOlion we swi",h it off; On another o«: •• ion 
we feel the urge to ,urn it up 10 full bl.st Ind sing along. 

Music i$ a phenom.""ny powerful for,. - so much ro that ., 
one ,ime in Chin. C\'rt;I;n chord.< and sound$ we~ banned by 
,he rule .. of the lime because ,hey fca~d lhe effect Ihe sound 
had on Ihe population (from Th, ~~ .. t POW<!' of M,..;c by 
D •• id Tame, Turnstone Pr .... 198<11. 

For th. purp<>s<O of !his book we.ru.n look only a' mu.<ic that will 
belp your ltvels 01 concentration. Ilsu:d bolow are a few pieces of 
mu.<;c Ihal have been rested .nd proved '0 aid concentrarion and 
I.arning. Th ... particul;lr pi«<$ will enahl. you 10 .. lax 
physically but r.maio menrally alen. 
The imp<>rtanl Ihing about music il,h., you should enjoy and 
appr~;"re wh., is pl.ying. If you ploy music you don', like 
while you try 10 c~nllate, all you will achieve will be 
OJPtation and increased sl<CS$. 

The music you select .hould have cenain propcrtie" 

• The mu,k should bo ~1.'i.e1y gende but n0l50 gentle that il 
pu," you to ,leep, 

• 111< mu.ic .hould h •• e no word., 
• The yolWM .hould bo fairly low and un"bmuive. 
• The" sh""ld be plenry of v.riery. 

Some suggestions 

• Boch - Largo from H • .".khord Conceno in F Minor 
• C<mlli- Largo from Concerto N"",bor 7 in D Mino~ Opus 5 
• Vivaldi - Largo from Concerto in D Major for Gu;"" and 

SlIings 

" 

I 
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Brain food - eating for maximum concentration 
E,t<y aU .nd "",!«uk III )'Our body changes and dcwlops 
..xur<!inS 10 ",hat you pu, intO il. This includes d't . ir you 
t...~.I"". th~ liquid you drink .nd .. poria!" , .... Iood you nco 

If ,OII hln 10 ((II"OttftIUU fot I n txn:ndtd porio>d of .ime, the 
iclul taring po.~'n to follow is link or><! omo - 01 ,lit ,i,11t 
II"If. In our fa5l-food O<>ciny __ d to p;ck up whl' ..... can 
on I .... run. Sn ... ks ohen ;",Iud< high-«ug. r foods IhOl r«Iuc. 
ou, ...,.,gy I«d •. 

~H1In_ 
In Cto8!lI_ 5. 1MmcIIy •• ......-. 01 P?"Sa\IM 10 _ you to 
"'_ dit" .... ".'10, _1~ ... "- bHn -.-. They ......... _"~~..-_tothwn_ 
...... _ .... II-. "., .... _ ...... you ..... _ on IIMm 
,**_1he\I CIDflIaW> ........ o.IorrnIdon. 

Exercises to increase and improve 
concentration 
"".", is 110 <>lit thin« ,..,.. ~ do 10 suddmlr "",k. ~U'lItintI 
in lUIy m';ro",,,,,,, e:osy. Concmmorion has ,<> be d< . d opcd I nd 
improv<d. J-Icft .... ....... l'lC~ )'OIl CUI .... 10 ~ 
CIIIIICmlJ'aIio and ~ '"'""-

Breathing 
AI,hough most of y<)ll' h .... 'n «11. "'DIIId die within 3-5 min ... " 
wilhou. oxyg.n, you can live. whole lii..ink- wi.h(}". brealhing 
plop',I, and nol be fully ow.,. of ,h. conseq uence •. YB". body 
usn your brtothiJ1& U •• i,nll 10 rdl you whtn som('lhin, i. 
wrong. When yOll a .. I .. lin~ .Tr .... d or 'h ...... ntd you noli .. 
i. first in your bro. thin&; "'Mn yOII a .. feeling ti.od you Ylwn 
.0 •• k~ in ""'.. air, ",Me. you a.. in a room ....;u, poor 
YffIcilarion if is "'" lana bcf.:n )'OU £ftl untasy, sa • t..acbct.. 
<w 1 ... 1 cired. n.... sip" should no< bo igooI~d. 

Con-ect b ..... bi'" .~lic-Tn a numbo. of complain ... includins 
S(iffum,.msion, ,,,,lab ilitY, t..ad;l~,,", latigue and dcp<Ulion. 
Good b ... ,hi"l h.bi .. con .. ibu •• ~on.idcrably to fOIl' .bili.,..o 
(01\1:0"'" '' Ind .O • .dud", fOIl' . ,,"" Jowls. 



Th ••• a~ S<'Vt",t b", •• hing .n.ei .. , fha, don't ... k. long.o do 
and ,hal you can do in .ny .nvi.onment, all of which will help 
you inc ..... and mainto;n ronceJltrarioo. Th .... x.rei,.s .'" 
quick ,0 loam. ""'cri ... hem for a f.w minu, .. every day. 

A good habit to d.velop .. '0 pracn.. • b ... a.hing exerei .. 
before you begin a reading session: 

• Select one of ,he ex.rea .. ou.lio"" below. 
• Sil for a moment and relax. 
• ""'cti ... he b.e. ,hing exereise .. I",,~. 
• State what you wan •• o achieve and what you. pu.pose is. 
• Btgin reading. 

Thi, .ourine will take only a few moments and your body will 
very .oon "'lax naturaily when you settl. down to ",.d, 
inc .... ing you. eon~n,,...ion and ~a.ing ...... ion. 

Discreet breathlnll exen:iae 
If you are in" .i'nOlion where i. can't be obvion. ,hat you are 
carrying Out. brea.hing exerei .. : 

• Take a ,low, deql b",ath. 
• Hold i. for rhe counT of 8 and .Iowly uhale. 
• A, each in·breath make .ure you a .. breathing into your 

abdomen n.her .han your ch .... To check th" you would 
norm.ily place your hand. on your abdomen and find OUt 
whether it is moving Or no •. When you .re in '00 public a 
oiruarion '" dD .hi., focus you •• warcne$$ On your waist _ a. 
you brea'he you .hould r ... 1 • righ.ening Df yDUf clothing. 

• Tak. tb ... Dr four b .... hs lik. ,his and ,h.n relax. 
• Accompany ,h. b .... hing with a good .... tch if you can. 

II"I~ 
Sornetmas you leet as ~ only .. wetch wil do. A colleague of 
minto Is • lrainer and coach who raguIarIy gives talks to large 
grtlUpa of Jl8OI)Io. When she _ .. IltIII netVOUI or ucttod .he 
ge ... on overwhelming U'l/& 10 Slnllell. 1<"0$_ of IIeprM'Ig herself 
01 the pieas<n. she ~ the _ """" to stand up .-ld _ell 
with her. ThII gooup always feel. the! lI1isls part oItlleoouree, and 
since 11181' lend to loe! _ IDt ~ no """ COfI1l/akIL 

II you can1 !'nd B qtieI place. get IIVIlfYOIlI to jDJl n. Try ~ althe 
next ............. '" ~ lJ$8.., """'-J58lik1t 'II's WIml in _ lind 
we .... .. _ sIHinO "" II. wille. lei's gel aome """'lW by moving, 
$l8l\d0tg up lor • _ and _cling.' tt.....:wks WtJtY limo. 

.. 
I 
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Quick breathing exercise 
If you ha~ only a few minu' .... ,hi. yoga bre.thing exerci .. is 
wonekrful for ~Jax ing and fO<:USing. I, i. ospocially good if you 
ha~ boen rushing, and have a ,ime limit '0 .tick '0: 

o Close your O)'M fot. few mnm.nl$. 
o rlace your right thumb on your right nostril and hlock it. 
o B ••• th. in d .... ply and oIowly through your left nostril for 6 

seconds. 
o Block both nostril. and hold for 6 .. conds. 
o Unblock your Irk nos"il only and .Iowly exhal •. 
o ra use for 6 se<:onds. 
o Then continue by breathing in through your tight nostril, 

dosing both, and exhaling ,h.ongh your fish' no.,til. 
o Continuo to do ,hi. for a.long a. you f .... l comfonable. 

StImulating alertn81l8 
If you .to b<coming tired and you .,ill ha ... mu<h to do, ,he 
following exorci .. will help inc ...... your alonn ... and wake 
you up. You can do ,his <Xelci .. in public. 

o Stand o. ,.;, up ""'igh!. 
o Br •• the in compleTely and naturally (imo your abdomen). 
o Hold you. bre.th for a coun, of 6. 
o PU<$< your lip. and blow OUt .horr bUMS of air fairly 

forcefully until you have rorally <xhalw. 
o Breathe in deeply . g.in and repeal ,he exe.ci ....... "'1 tim ... 

1I __ ~work •. . 

II brealhlng exercises <jon1 wort< to< YOU. don' push ., 111810. 
When you """ you na«I to 11IIax. bit, tust $~ back and dose you: 
_ lor.........al momenta. 

Being present and in parspective 
A wandeting mind i. a symplom of lack of anenrion and low 
concen,rarion. Being prosen, dotSlt" always come naturally. It i. 
e •• y ror your mind to wanekr off to foreign lands and times. 
The only way 10 learn how '0 remain pr ... nl is to become 
aware of when you are nOI pr ... nt. Here i. an .. erciR you can 
do in public 0' in priv.~. It i. ve". relaxing .nd yery dfeai ... 



o Si, or •• and lIi1l for a momen'. 
o Fif$l, clofe your <y" if you can nd IIOritt ... ha, you can h..a~ 

How m.tny _versono... can you .... ke ou,1 WIw: are 
people .arms! un you hear any . ... ffld What is .he funk..., 
.... nd you can hear1 What is , he closur IOUnd you can hea.? 
Wha. is the mo<. familiar or .he mo.. foreiB;n or ....... oul 
.... nd? WIIa. is .he most: or leu. pltaSallf SOWldl Idmrify 
e"ery fOUnd you can hear. 

o Nu., ""'"'" ",11.0, you can 1«1. How close are people 10 you? 
Wha. docs .he floor beneath your f ... fcd lik" Wh .. do your 
cloth« 1«1 lik. on youl Is ,he,. • br .... ? If so, what 
direction i. if ctJming from? 

• Wi,h your eyes open now, ~ .M colours. How m.tny 
difl.tml shades of red or bloc or ora"&,, an you 1«1 Wha, 
is .he most common colour il\ )'Our \'irN? Wha, is the Ittil 
common colour in fOIIr view? Now norioe .... lhapes you can 
..... If yon o~ your lurroundinp and had 10 d~br 
.hem in ........ of shapes only, and IIOC what ,he obi..,.. .... Oy 
are, !>ow would you describe them? 

• Finally, app<""';" •• you. sutt"undill&J, 

Vou may not;'. ,hal. no mailer how noisy or chaotic your 
su,roundin •• mi,h, ,II fill, $4'C'm, when you .. ally pay allen.ion 
and brcomc pn:scn. you are l urpri .. d al die level of comfort 
and ",Iu.tion you ge".,raIC. This «MIl d limply br lite remit of 
knowi", ,...... Morl"OUndingo for wha, lhe, ar. instead of .... king 
interpreutionl of .hem. 
Do .hi • ..,«d .. ofrtn. ~aUy when you a", ,"ling thaI YOU' 
m"i ............ ........ 10 be Be",", ..... of con.roI. 

Delibel1lt • • ction 
Thil .... rcise will be useful if you hav. only . ,hon piece ' 0 ",ad 
and can't seem 10 focus your mind on it: 

o Ca.". OUI one of 1M brea,hi", .xercises, giving yountl! ri ...... 
'0 iiI SliD for" ... hilt, and Balloet yout Iho""," fir". 

• TlIm •• ake the ........... 1 you want .0 rod and for j minu.es 
. tad .1 slowly I. you can without .'Iowi", your mind .0 
wandeL If you /«1 ,..,..,. mind is drifti .... bring ir: back. 

• If you, mind drifts ~ry mIlCh. rod OIIl ioud for a shon: time. 
Aft" a while your mmtion will foe .... Vour nalU.al dt$itt .o 
.... ,h.ouJl!.he ma.eria l.nd finish wka. you S1.rrcd williak. 
o~. and your Kading . peed will incre.se. 

.. 
I 
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Mental numbers 
yo~ will ~ surprised how easily you can be dima«C'd without 
.utilin!; that i. i~ hap[><ning. Try ,hi, .impl •• "perimem: 

• Count from I to 26. Notice or wha. number .nmh.; ,hough, 
comOS into your he. d. 

Many poople will h3'" anoth ... hough, in ,n..;, mind. by the 
.ime .hey .. ""h S. When )'OU .r. counting it is ea.y to think of 
01"". ,hing< .nd "ill k<,<p going t..can« counting from 1 to 26 
i." 'imple e".rd ... When you are ... ding •• he men,al toergy 
n«d.d to f<>cu. your anent ion increases and drihing though .. 
can contribu, •• o a loc k of conc.n" .. ;"". 

You might Iik {o = ,ho following '''porillltm 10 ;"cruse your 
~""tion, 

• Sim ultan¢Ou.ly count from I to 26 and go through ,h. 
alphabet from A to Z: 1 _ A _ 2 _ B_ 3 -C- 4 _ D_ S _ E 
.nd lO on. 

• Imagine . h. "omhcr, a$ being on the right ,ide of you r brain 
.od .he I,,,.,s on .he Id •• ick. 
Then .witch .ides: imagine the numb.: .. on ,he lef, sid<, of 
your brain and 'hele''''1"$ on the right. 

How f..,t con )·ou gol How far can yuu go b.:f",e you ,eoli.., 
your ,men,ion ha. drifted? When you <an go through ,he 
alphab.:, land up to 26) nUC11 ,ly going forwards. If,. ,hi. 
h<ldwa,d •. 

When you f..,1 you, coneen".,;en drifting. do 00. of ,he eadier 
exerci~ a few tim ... Thi.""n b.: quite meditative and rela xing. 

Time out 
The ",ess ,eaction p,,,,·ents concem,ation and inhibits memory. 
When you ,",I you are reacting to a stress/ul situa'ion: 

Sit back /0, a moment and do nnthing. Ju" breathe and 
rdax. 

• Take 5Iock of wha, needs '0 b.: done. 
• lie aware of .he rime you haye availa ble. 

D""ide wh., COUtu of action you are going to ",h. 
• Prepar. youtulf. 
• Act. 
Worrying about how you will do everything you hay< '0 do ; •• 
di,,,,,«;uo in i ... lf and .chi,,,. linl,. 



Summary 
lips to relie'· •• ness and fa,ilit;lt¢ conctn"arion: 

I Tak. bt¢3k •. 
I follow the hr •• thing and rd..xing .x.rd .... 
3 Know your goal and purpo ... 
4 Manag. your environm""t. 
S Be firm wi,h poople who d.mand your 311.n,ion 

unnea .. "rily. 
6 Devolol' a routine that include< J"tlt and rec,,, • .,.. in your 

reading and working. 
7 Enjoy what you do _ .. w~rd your .. 1f often and gen.rou.ly. 
8 Pram .. king p .... n'. 

I 
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In IhII .n.pw you will ...... ' 

• h "'*""'Y...-• 1M dIf'" ... It 1)'IIeI oI"II1'_."_~' 
· _" .. '''''1 __ .... _M_' 
• _oIqueI for..-berIng 

-"' .... 
. """''''-_ ...... . ", ... 



Good co",,,,,,,olioo is.be first g.p to. good memory. AI ,J>< 
md of. panJf.ph, chap,,,, or .... rire booIc, hay, you t;Ver had 
10 JO b;ock '" the besinnu.g bra_ you could no< rcmembc1-
what you .ud1 No mom, how laM: y ..... reid"" speed, utIld.o 
you ......... 1In ",h:It)'O\l ",ad you will tIIn ",amd)'OW" rimt. 

To tttrCmbn illlomwioa for • Ion;r; ,i"., )'OIl ""'" rniM. 
~ needs fO be fast. II would be tr...smci", 10 find yourxlf 
.pondin, as much ,; .... ttyidg to ...,...;.. .nd ...... U what you rn.d as 
you did rn.dillJl; it in.he fin. plaa. 

In ,hil ~h.p, ... we look at 'h' memory P'octlS, how i. work. 
and how.o S".I\< best from your memO<)' while fau ••• d. 

Memory myths 
~ is • ct.""" .ha. mOOtrn livin, is ..... IOIdi"ll.he hUIMJI 
.... mory l"c..... Wi.h ........ ""mm .... ;,; . .... ' .. growing. mou 
00", prilltCd ,han ...." befOK and lhe emphasis of ~ 
"""';"1 f.om physico1 sm'ngth 10 mmnl ~~ "'e han f(I 

lkYoiop skill. ,ho, holp U$ ktql up _ It •• ~ se< ahead. Th, 
main fl~'ot conrrii>uring fO o •• rload io not n~rily ,h • 
• moun. of infom13tion we are fa«<! with, but rathe, our ""irude 
(Ow",d. i •. 

Normally ...... only become ......... of Our .... mocy whtn we 
fOrge! IlOmnhi",. This is • big i ..... in trading bccallK ""'" 
ptOpIo: find .ha, "' .... mberi .. what .hey wanl from what th<y 
....ad is challcnsi".. This iI mainly bra_ thq au .- using an 
appn>Pria~t mention and r«all .... aoqy. 

Tho,. aro oomc baoil: prin<ipin aboul I'IIt...-y ~"", should ~ 
""",idtrod firS(, 

• Memory i. not. stand.alont 0Y""I'II. II ",Iiu on perception, 
a".nlion and roasoning. 

• Momo')' i. no! a systom ,ha~ il basrd on isola,od faCIO. 
b.ryI"'''' rOIl mnember i. inl.r[()llnoctfd 10 OIhor pi«n of 
iIIformation in J'OI1f memory. 

• M ...... ry rem .... l ,olin gr-eady on aNOnllbOn. Tho Il10''' 
?'l"ni~ your """""Y is, lh< ..... , if will ~ fo ~U 
info ...... "on. 

• New in/OI'mafion is nOl' .. and $<~,ald, from old 
information, Old knowkd,. hotps make senoo 01 DC'" 
in/ormation and vice ftfSa, which ;. .,... re»oo why il is ouior 
fo read ma~ri.1 you kno ... IOII'IOfhins .boII" 

.. 
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• Memory is no! only designed to store informarion, it i. 
designed for use. 

• W. 'p<ak about mem"f)' a. if it w ... an obiea. w. describe 
ou ... lveo as having a good. bad or 3 •• ",se memory. like 
having good or b;.d lungS. Your memory i, no! a thing - a, 
leuT, it i. unainly nOla single ,hing. II i •• strie. of prOC«K< 
that ar. taking place in your brain,.11 the time. 

• Your memory Can be IT"iaw. It has been said that there .. e 
no good or bad memori ... ju" mined or un'!':lined. With 
very few exceptions, and h>.rring organic dornase, e.eryone is 
born with. memory thot ~an be developed. 

The more you use your memory. the "ronger it will become. 
Many of the problems pe<>ple have with their memori •• "" they 
age.rr due [" lack of ""nr.lexcreise, lack of physical crtrci ... , 
poor notrinon, exce .. ive m ... and poor roping """ogie •. 

Th. ha,ic guideline for improving your memory and .bi~ry ". 
concenlra,e is thaI whal i. good for lhe body i. al.o good for Ihe 
mind. 51 ..... i. a mojor factor in m.mory I.,... (You mol' waul 
10 roview .he informalion aboul .Iro" in Chop." 4, 
Concomrarion.) 

DId you know? 
Memory s-.. 10 ~ lranslorablo. An In! .. ",sllng expoerimenl lias 
been carried out on rab. &;1errtJs\s ...- !he raIi hi\til0IfltI<! 01 
tho darIc by !WIIchk1g elllhe lightS and gMng lhom a mHd oI!1CU1c 
shock at 1t1 ....... time. Aft .. a whM •• """'Y II .... tho lights went 
GUt tho ,alii ' ... lor ce .... A sma! ..-noun! 01 prol .... U'ought to 
carry memory was then II><In1CIed 110m 1M 'frightened· rab· 
brains and Injected Inte rats wiIt1 8 normal _ te the dar\< 
~ dldn~ rnl'ld ~ at aIi). The normal rats tn.n very quickly 
t>ecame frightened of the dark. without __ hailing b8en exposed 
te tho _ric shock at !he same tm... 

Short-term. intennediate and long-tenn 
memory 
AlmO$' all of u, a. some poin. f.o1 .ha. eur m.mory is mO$! 
eff"",ive in Ihe .hort .erm. Somelimes, we ge .hrough phases or 
time. of Ih. day when w. ~m 10 be unable 10 ••• ain or .=oll 
anything.. 



Short-term memOl')' 
This pm of ,ho m<nIOfy 1,>I~m holds infonmrion for onl, • 
kw O<'<ond,. If you did not h .... 'hi, fadli(f. ¢v..rr pi«~ of 
in/ormalion you gained by sighr, Maring, 'moll, .ouch "r ''''e 
would be umembcrcd .nd a«~bIc. Thi' would make 
p",",ns _ infonnorion "''1 difflaolt boa_ 01 i'll., 1\;'~IO(e. 
If you wan •• " .. membet wk •• is in your <hOff",,,,, II .. """, 
you ho.o t" I"-Y ane"t"'" II} it and take action so ,h.r you 
.. mm>b<'1 jf for a longo. po.,iod 01 Ii ...... 

Intermediate memory 
This in/ormation i. m.lord for a m.ne, of hou"" Ha~ you 
..... done Of ~d so~hing, bKn ", •••• "td in it and 
decided 'M' roo """"' going 10 '<m<mber il boawt il w.' 
;"","",inc, only to Il".j • ~ """rs Ia,e, ,hal you rould I>Of 
qui •• ..,,,,.mlot. ",liar i, ", ... ? Thi. is ,lit in,.,IMdi.;.", .... mot)' 
3' work. Information ,h .. i. nKno:lry for ,h. lime being i, 
Sf<>.od in .hil P'O(Us. AJ $OOn u if i. no 1000go'r ~ujred, i, i, 
discarded. This is wh., h.ppm< when )'OIl /o1Jd ptOI'k', ".mes. You meet !horn once. ,he,- I •• rmoomberod "'hilo rou ..., 
lhom, bu •• ",. ,"" n"" you mi~h' IlOl think .bout rMm fur. 
while .nd when you me .. 'hem .gain you connOf rememho. ,Mi. n.me. You migh, recall whore you me' ,hem.nd wh.t 'hey 
.... IT _~tinl boa_ you, ril;uallMftlory is .... Ot\S ... ,h.n)'OUr 
~udiroty ".,Ii....,. t~ 0fI ,his la''''I, bur you mar wdllu.~ 
forBOfl"" ,hti. n.me. 

Long-tenn memory 
Th .. is ,h. ~im for _ ..,adin&- You, "",," .. enn memory wi]l 

main infor"",ion lone enough for ,.....'0 .... k ....... of .. h.a. 
rou ,IT ",ading, in,.rmedi.,e memory will .. ,~in informarion 
"'"' enough I ... you .0 make ...... of ,he chop,.r, bu. your 
Iooc-renn mtmo<y win hrlp ),"", mnnnbn and make oeM< of 
the wholt book. Lonl·urm memory . ..... iru .. risioo and 
application. 

Long·unn memory works with shon· .. nn and in, .. media" 
'""mo<)'. AJ you read you ..... Iyin& on 'old' knowled¥ $10ft<! 
in )'OIl!" 10",.11:<01 ""'"-Y to .... ble you 10 mak. linb and 
usocia' ...... with new , .. forma.ion. AU Ihm: SysUmI a .. rotaU" 
inll:rlink«l and saPS Ot .... okn""'" in any..". of .hem. will 
pITv.n! .h. wbol. sy.tem from wo.king dfuriv.ly. 

" I 
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How memory works 
Th~r. arc many mod.1s of how Ih. memory .)'Stem work<. 
&'.iClllly, yQur memory i. divided imo rhl'« pam: 

• Acquisition - Absorbing information. 
• Ret ... riO:ll_ K .. ping inform.rion in your head. 
• Recrioyol - ~ing information Out again. 

Th. mtmory nuy t.t.c',,"e un.""ibbl. 01 any point. The !roubl. 
is, you only know j, i. unavailabl .... Mn you fry {" rctriev. 
romnhing - perhaps when you arc .. srlding in front of • person 
whost name yn" have forgouen, trying \Q introduce ,hem 10 
someone else whose namc you have .1'0 forgo .. en. 
Th.r •• ne $(1m. buk memn'Y rule. to follow at each phase 10 
help you remcmbeL 

Memory acquisition 
1 The firs! rule of acqu;,irion is: Pay .umlion. MO$f of ,h. rim. 
_1or~I..,meth;ng because we did no. hue ,h. Dpporruniry 
ro rcmembtr i, HI the fim pla,e. H;.vc)'Qu ever been told the 
title of • book, only to realize two seconds La .. , th:;It you have 
furgottcn il~ The chances are ,hal your o'''rlrion w •• 
somewhere .Ist. The ... "", phtntKl'lel'lOn """'" when you mid. 
If you hue internal talk going on inside your hrad, .. king 
younclf wheth ... you are likely 10 remember whal you are 
r~ading or no" you will prob;t.bly IIQI remember much", all, 

1 Tht KCOnd rul~ of acquisition is: Plan. !leforc you begin, 
.hink of whtn you are likoly.o use lhe informalion you are 
reading. Then, d.dde which memory rool (di~d larer in 
.he cha~r) will help best when lhe tim~ comes 10 use .he 
infonna.ion in 'M fu'",e. 

3 The third rule of acqui.ilion is: Be interested. Even if the 
marenal5«m, dull, find something in it That inTerest!; you. If 
you are bored, ,hen pa", of your brain will go to .Ieep and 
make paying aneolion even more difficult. 

<I Tht fir\;\! ruk of acquisilion is, Be acti~. Read aclively. 
Think about wha. you read. When you follow .h. fi" .... ,.p 
.y.tern and you p.epare to .cad, 'peod some tUM thinking 
.bou' what you already know on Ihe .ubi ...... As _ saw at 
,he beginning of rhis cha~~ your memory does no. work in 
isolation, The more connccriOll.l you make between new and 
old infornuuion, rhe e .. ie, i. will be to understand whal you 
are reading. Understanding i, .he key.o remembering. 



M.mory retention 
Kttping i.nfoonatioo iJt your head is OK INn&; k..,pi>I& i, m.,re 
in wdI. way thaI you can • .mrl'( "Ia," is. diffc: ...... m.olttr. 

YOUt IIWfIIOfy ,hmes on auociIl ion and Older. The I>cru, 
orpniKd rom ........,.,. ;.., , ... nhrT if will be 10 ..... ~ 
information when }'U\l nttd i l . You do nor baft 10 keep 
owtYthi ... in your h,ad.. y"" can he jus, .. orpniud OD pap¢~ 
so lUI you will know whereto find infonmrion WMn you need 
il. TM .impk memory 10015 o",lintd in 1/,. "ex' sterion will 
help you o""ni •• your .. ad in, ,,, Iha .... "ieval i. ea,y. 

R<b .. rsal Ind revision are n«<kd bof."., in/ormarion can be 
dfocti.o1y ro.aiTlC1l ill the memory. The ....... ~r.1 w.Y' you 
un I&(h;.,oo ,hi •. The leut .rfOCli.e I. rote ... bn .... 1. 
Unlon"".,d,, II1<I5I: of us ~ this method .!>tough ochooI 
.. boo _ aftmIpied to " .. " ....... fUI for .n .... or rests. This is 
intf(f(ti.c boca ........ $0011 as ' M memory is in.nkmi wirh in 
&fI1 wly <he infonnalion dWppUff. For inslalltt, ..... n 
....... one Ii.-a 10U • 'cltl'h<- num .... ... d thm Isks YOII wM'" 
you put 1M kq<$, you will proNbly forget rbe ukphon< oumbo. 
since .h. rOC'! ,h., you h ••• 1061 1M key' will r:ak. your mind in 
.... ral diff,.ent direction., Memory interference Ind forgnri1t3 
wiU be diKuuod b ... in dtis ch.pI'~ 
n.. """" rime you ho •• 10 .killk abou,. IIndtrstand and work a, 
who, you an rrrD>£ .0 remember, the ben .. !he """nee you will 
ha ... oi mnembo .... ie. 

MelTlOf}' .etrleval 
One •• &SOII wby _ hon diffoculry rcuinio>g icIformarion ;. ,h •• 
lhe <.mo •• 1 method Il$Cd. is inappropri •••. M.mories an Itoffll 
in "vetil patti of our brain. Wltftl _ Iry 10 ~m.mbor wh .. 
our front door look. like, sev ••• 1 .t ••• of our b .... in will be 
atti.oted, W. migl\!: 

• s... on int.rnal picture of.he door (Yisuall. 
• H .... !ill".aund of i. dosin, ( • ..diro,.,.). 
• Real.'" I. .. rime _ walked thfCMl&h i. (kinaes~ and 

p«>prioccpIinl. 
• R .... n .... 1M fttliot: of the lase rime _locked ou ... 1f OUI 

(omOlional). 
• Smcu ' Ilt" frail coal of pain! wllt"n ..., painKd i. I." 

(oL/xrory). 
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Wh~n we try fo rer,i= information, _ often u~ ""Iy one 
aC«$< poin •. II you can ,,,-.e'<are ,he whok exp(rientt as you 
rem.mhere<! iT, it will be ea.i.r for you [0 rocall more 
informarion. 
Thor. are diHerent types of memory .. ,,;e.al , depending on 
how the information i, presented t" you. The cuieS! 
informa'ion to .. mem"", is information you can recognize. The 
muhiple-choicr...:non in an exam may bt .as'rr 'han qu .. ,jons 
wh ... you ha.e 10 provide rhe an,wer. Recognizing some""e', 
face ;. ofren c.si., than remembering their .... m •• Vou might 
norice fha, sometimes when you are looking for informarion 
you know you have rcad before, you might know where it is; 
you Can so< it on the page and when you find the page you 
recognize ,he rext, ahhough you anno, rtC:I!I the informadon 
itself. 
Reali is when you are ginn no clue< at . 11. h rda .. ., for 
example, to a person', name rather than their race. Most 
informarion that you fo'llot i$ lh~ inform"ion fOU n«d to 
r=lI. 

Techniques for remembering what you 
read 
Th~r~ are many ways to r~",.mber wh.t you ",ad. Som~ . r~ 
li .. ed below. The aim is to be comforuble wi,h all of ,hem .nd 
be able to use the righT on. for The ma,erial you are re.ding. 
Everyo"" il differen" so .x",rim~n' wi,h an ,I>. .ppm.che .. 

Unear 
Ma~ no ...... you read Or .fter tach SKlion. Tht ... hould 
include your own though .... ideas and cross-references. Th~ 
more you include your own idea .. the mong~r your long·to"" 
mtmory will be. 

Keywords 
Highlight ,he worth ,h., carry 'he mcssoge. If fOU do make 
nOles lIt"]!arately, en,ure ,he key words ore correct - fOU do nOl 
wont a list of word. that make no $On$< '0 you wben you review 
'he informarion in <he fUlUre. 



-., 
Be can!fU w!ltItl )'<>II highIght. There is a dang ... that as you 110 
ttvu~ the text yQAJ will higriigl1! ewrythilg, whk:tl mNnS mat all 
yoo will ha •• I. the same text undtrIInood, eok:HnId, ch:Ied and 
_ more dlfflcu~ \0 !'Md. Try 10 stick 10 highlighting ontv a 
lew wonts per senter><:» and perhaps only 00iI _ per 
paragraph. 

Margin reading 
Many people at. brought up to b.~ .. " ,ha, books ue to be kepi 
in pcrkct ¢;>n<Iition.. Unlrss • book is being presented as a pricdrQ Q 
antique, it is a form of communication from the author ro the ~ 
rta""~ You .ran to lak. own ... hip of a book by writing in it or 
marking it. As _U .... underlining, circling and highlighting 
O$«'1ItW area., you COli note )'OUr opinions, whtther you ogrte Or 
disagree with Wlull is wrinon and mark w,,", you do or don~ 
understand. Th"" you Can do something about thaI 'not 
undors",nding'. This should only be done if eM book bclonp fa 

you, of course. 

Context-mapping 
This technique is boosod on q .... tions and answers. As you go 
through the "'''to look for ,II<: answers to Ih. when, w""l, wher<, 
wh", why and how questio .... Writ. the answ'" em an index 
card or on ,h. text itself. You will ohon discover Ihal you have 
all rhe infonnorioo you need when you «3ch lhe end of il. In 
order '" fecallth. information laf<~ all you bave ro d .. is Isk ,he 
question. a~in ~nd the ~"'wrro will be 'riggered. 

Mind-mapping 
Thio i, ano,her WlIy ' " make notes: 

• Wri,e the key idea in ,he ~n .... nf a borizon,al (landocape) 
p;lge. 

• The main ideas form ,hi<k branch .. hom ,be centre. 
• Stcondary idea. fin,.. from the main ideu. 
• Tertiary ide .. flow from ,he .. <ond..f}" id .... 
• Continue until you reach the fi .... , relevan, de'ail. 
• Use as many colnu," as possible (with SOme IIUltui.t1 you wiU 

need five ., leu,), and use 5ymbol< or picture. instead nf 
words as far as possible. 

• Use nne word or ide. per line. 
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Indexing 
This technique i. good for ' .... rch: 

• Drnw. line down ,he middle of a numbtr of ,0.5 card •. 
• Writ. 'con«p" on the I.h and 'definition' on the right. 
• As you ... ad and you come .c ..... ,he key concepts, wri ... 

rew key ward. ,h., ,ummar;.., ,h. concept. or ideas and in 
the other ."Iumn note down any terminology (with 
dcfinirions) ,h., i. ntw to you. 

• File ,h. ca,ds und., .ubject hading •. ~n you ",ad anOlh.r 
book on ,ftc, ... me Jubjecl, UK the SOme card •• nd add I" and 
expand on th. inlormation you have .Iready g.,hered. 

Testing memory techniques 
Four piect"S of ,ext follow. Each i •• pproxim ... ly 500 wrn-d, 
long. Read each as fo" a> you can for good camprehen,ion, 
u,ing any of ,h. ft<:hniquu outl ined .b<>~. 

• Avoid o.ing a memory m.logy)'Qu are already famili.r with; 
you .1 .. ady know how weU that work< Or oth.rw~. 

• Apply Ont technique 10 .ach section of leKI. 
o Give you, ,,U a maximum ill I minute 10 t.ad e~ch piece of 

leKt. 
o When you have completed reading and following the 

guidelines for ... eh rtthnique, fOk. $Om. rim. ro write ;>$ 

much as you can remember abo", each piece of teXt. The 
mOro dotail.o you can recall, th. bener. Once you are oalistied, 
move on to Ihe no," one. 

The m<>l' import3nt part of any memory technique i. 10 make 
sure tha, )"CIa . " ange the knowledge you are gathering into an 
order Ihat suits )"CIll. The aUlhor will sttuclUre informarion in a 
way thai makes "lISe 10 them; you have" different level of 
knowledge and a diff,ren, background. Mah sure tha, ,he new 
information is incorpora,.d into wha,)"CIu already know and is 
arranged in such . way th>! later OIl, when you want 10 USC it, 
i,srill mIkes "n" '0 YOll. 

The followi ng seaion. of te", m.ve been very carefuUy " Ietted. 
They give YOll an insigh, into the body rhy,hms and cycles ,hat 
have In immen" effect on your ability 10 concentr"e 0' 
differenl times of the <by. ""joy the exereix. Remember 10 read 
as fa .. as you ca n fil' good romprohe",ion, and '0 u". pacer. 



Extract from The EIHHJ1Y Advantage by Dr Chris 
Fenn (printed with the author's permission) 

Text 1 
Synchooo i •• your ~lIk. rtoythmI It"'.,..... paltom. ,.".. .. ""-dIri'Ig l1'li !lay "'*' you.,. 
1'Mg on .. ~ - r-.g pa,tIIcuiIrty ..... and !~. 

coping ... , wIIh )'QUI" WCIk and shining ~ ~ rTMeIingI .... 
__ coping wiI!1 tt.. _ ot ImIII cIllkInIn tIl~ WOOl(! 

~ ...... you !rAUlod. Vet til.,. .. othI< tioMs ~ ,t.. ....... 
day - ""*' you lind )'DUI"MH making oImpIe 1nI~ ..,.."... 
and"'- \0 ~ ... ,,**~. "!he I*Iod of l.voue 
and )'Mi . ", III8t can o..c..rd ..- mid-all1In"OOOII •• 
..... , ..... '....,.......,.. buI • "","",,-of '"'"'" ............. 10_ 
PIIlI*IIIP ~ and Jcu>d • _ """"" _ pooopiI' .,..... 

"" INI .PII*kouI JMIrog ..... loom ... *0- ....... 1IiIIy Md 
.... 1Ln;:h. lNiI .. uue 10 ....... __ • lUll II""""" _ CIUU 
, ~ 01 _ ouppIy Ie ... 1nI_. _ cut. bIoc:Ic on 
!lie IIow 101M DfIIII1. Bot r-, you _ notictd tt.t you <I0I"l1 get 
Q;\IIiI !hi ..... 1fI.ct .IIM lliuOI lItMktut7 "!he n"kI-,II""""", 
letha/g)I .. to OO<U!I W you orIy 111. ......... II/IICk kIr lunch. So 
....... , .. l1'*'li on? WhI1 ...... I .. only partly to _ lor l1'li 
c:/IwIogI ~ our mood and "'*"II)' ....... ~ the !lay; ...... 
"*'<I and body ~ IN ..... ..- by ........ ."..,... and ...... 
-n.ntln to your bIoIogIcII dock 
SlnclII'II btG'dlIQ of Ii'noI. che It e It """ "" theit fOI.IIhI 
IIId ~ of" by IhII _ cycIM of l1'li s.... and Moon. ~ 
.-"Illy """ _ .- !hilt WI _ ...... own Int ....... dOCk& 

wI"iIc$1 -IMY' vital.".. in our lY«Y!!ay ....... Our t>o<Je. Iot:Iw 
• ~ptOgrammed .eq......c:. to IhI.I !hi _1aI1uocItons 01 
l iMP. _1fI*IMa. goowth. JepU and metabctism OCC\I/ durtng 
l1'li onDII IIppIO>pIIate _ ot dly "'1'IIghI. 

"\t>u ........ IH r_ -. ... IImI crr.:-. It"..rtom _ m.. 
\0 !No bIcjj ;+ .. cydIlhaI ocan _ 24 !loin.. OoIgloMl) • _ 
1IIOUgtoii ..... our ~ ~ .... >IImpIy I <W)r .rr._, 
bolt .,. bting _1IId --. bul", cI,now __ 
__ .,. _ .. .,a ... ,.,..,.., _. powwt;.oI.eJect on _ WI 

.... IIId _ tftIcIet\ttt .. """ ...... U"Io : ,'wM'" dIy. So, \0 
nwdmIII)'CIUI" ~ ~. you t/IoIJI! Me In to)'OU" --, 
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The el\8Ct site of the body clock "' I>umaros ~as ret to be 
001annln8d, but In rat! and other mammals • Is located In two 
small QrtIIIPS of cells, one on either lida 01 the brain, called lt1e 
sup<aehiasmatic nUClel (SCN). The $lUng 01 the clock In this area 
Is significant """"'"a the cells am part or • larger ""'" known as 
the hypothalamus, • region of the _ thai aIoo contrtIls body 
temperann. Iood and water "'tlll<". hormone _ ond 
.... uaI <!rNv. ""'*' the SC~ __ ownoved, W was k>..oId that the 
rats' eyel" 01 feeding, dmldng and .. ~ual activity were -. 
Text 2 
TUne In to your blologk:lol clock (c ontinued) 
m.er-the c:Iocl< Is located In "... bodies, there II no doubt 1haI 
1t Is • sopNsticated device, 'Ilekiig' away and eont;oIIlng _ .. e 
I ..... - and when we , .... ~ The $leeplWaI<e cycle is one 01 the 
txIdy's most powerfl.j mythms thai makes us , ..... .., durfng the 
day and $IIMpy at nIgIl. HQWtIv .... a British 0100)/ can10d out al 
"''''''''''''', ... Unlv~1)' ouggMtS 1M! O\K cycle does not exactly 
coInckle with t"" planet"!> 2'"1 ...... day. Kept i1 a room whh 
conIil'l<>OUS 8Iti1\ciaI1ight. and none of the daily a><lomal cues IS. 
guide. the bediM 01 the MlIIIChast ... tao! group adjusted to • 25---ThIs haPPfW'lS te many 01 us at WfHIkends. WithouI alarm """""'. 
deadlines and appointmen!s. startng up late on F_y or 
spendng hall of Sunday In bed, .,... rhyIIms r--..... Into the 
natural 25-OOuo" cycle. People who .,., partlcularl)t SMI$II1ve find 
ttlemaelvtll feeling oIugglsh with the 'Monday rnomIo >g blues' as 
they repor1 to W(lrk $l~1y 'tel-lagged'- People sutfeMg from 
blindness caused by retinal d isease ofl<ln lose synchrony with 
the~ family. friends and coIleag1M8 as their dall)t rhytt1m lfee.runs 
on • 25·fIOur cycle. 

A ... aoct. has shown ItlatIhIf1l am lIl.tlnct varlatlona. ruled by the 
cloeadian ~twns. In our phy:sIcal and mental abiltties. This Is 
l>IIcause ... rtng _ complllle cycI&. body temperatUre. o..nr... 
~. levels 01 ~. cI1oIoosIaroi and otlw substances 
all rise and faI: our mood. mild and body aN constantly changing 
lhn;i<J011ou1 n. day .-.cI nigltt. 

~ K .n tOO8lher - a typical day woUd begn MlU1d 1 a.m. 
Having ani< to It3 Iowast point soma 1_ --. 4 a.m. and 6 
a.m.. aur body tempera1u'" beg'" to rIM rapidly. Thio affects our 



metabolism. which alSO starts to speed Up boIcaIJse ~ 
(coot",11Wlg various chemical Pl e, , ..... In tM boC!y) work 1_ 
whfIn tM temperature I. higher. n- In tum kIck-start It1e 
reI_ 01 th<I rousing _ cortlool. ond we reach our peak 
_ performance some lime --. 1 a.m. ond 12 ooon. This 
is 1he best time lor lockllng problems - tile boss 01 an mportan! 
piece 01 work. After nUdday is not a good lima lor maldng 
decisions. OIl. t>Wy lempo!r8l\ll'fl starts 10 coot 011 again. levelS 0' 
adre<)/lline and other honnC>/18S <I8cnIase. and mental abIIi!)I 
generally gelS put 00 1M baCk-burner. This is whfIn mosl paopIe 
, .... ietNlogk: and notk:e • definita drop In elliclency. 

Poople who work In Mod~orranean C<)UI'Itr\es have the rlghl Idea 
whfIn lhey break 011 an<! have a _ta, n happens to coincide with 
1M hO(IlI$I part of the dajI - but H makes _ to syn<:Ivonis<I 
with your body-cycles .ather than roghti'lg against them. Aft ... 3 
p.m. our mental ebili!)I begin. to pick up ;gain and we can work 
...a. From 4 p.m. to 7 p.m. we .... at our physical peak. tIvlnl<. to 
a rise In levels 01 Ihe hormones (l(l~ and lldrenaline (the 
new nam ... tor theSe are norepln&ptvine ond epinephrine). These 
affect optioml n""", JunctIonIng ond rnJSCIl co-ordnation which 
hall'll """",,31 __ 10 ptr1e>rm well, but !till is It1e time 10 
challenge for a g.ame ot oqu""h or engage In """'" form 01 
exercise. From 7 p.m. onwards. Itle t>Wy cools down along wtth 
tho motaboIic rata ond levels of various hormones unU we are 
back to our _ et>b at 3 a.m. WIIh this knowledge H is possible 
10 schaduIo importan1 bI.U1 .... ..-ill{l$ or """"""'" ca/Is to 
tal<e odvantall" 01 these peeks. "'" well as circadian rhytI1rm. 
lhen> are cther cycles wtic;!1 may have a more immediate effect 
on our mood and overall haalth. 

Text 3 
Forget the fake fats 
In betweMlrIduIgIng In tho so-ce!led forbidden _. many of .. 
go on th<I diet 1..admiI, which. until recently • ..-.I eating as a 
penance cardboard-like fat-""" loods. A few years age, like Iow
caIor!o manna from _no came the lake fat f'8\lOIutlon. Th ... 
loke fats .... substanr::es (some"", oynIhoeisod In>m SUgaB or 
proteins) thai <:an prOYIde tho cr&amy mouIh-,", 01 'alO but 
without other CaIor\ea, Su<ldeoiy lho .uptomatlclllshelvesl>eld no 
I ..... and tho", wore (l(l more ,_ food •. Chocolate, cream 
cakes. biscu/tS. gat ... "". Ice cream. cus\aJds and puddillQ! n<:fH 

"""'" wtIhout lhela!. Tho theoty 1$ that lhMeloodl would oeptsc, 
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1M gnNISy. CIIorIe-laclen alterna~ ond we coukl indulge In III 
INs guItt IrafI goodness and keep the batt.-oom scai" In check. 
Tho mali!)' is _ H hasn1 worked ouI Uke this. The food nrustry 
lias -. ... pardng on the IlfI)f<15 from the Jow..fat _Ion -
I)uI ..,fortmBtely so have we. AccoRIing to UK goven-ment 
statistics. 16 JI8f cent of women and 13 par cent of mon ani now 
_ - double the Inddence _ )'83I"S ago - whilst almost halt 

tile popWtion is QV«WfIIght. 

In tile last live ye .... , the -.ge UK _ sIz .. for women has 
i'lcreued from 14 to 16. The food Industry lias dooOI an excellent 
job In _·washlng us to .ccepl just one message: rat is bod. N 
• '""~ ,... hIIW daehed """"'I ather health or .... trttional 
consider8Ilon In pursuII of the belle! _ anyttli>g 'low fat' rnake$ 

\I!I ttw1 and that laka lats aru somehow 'healthy' food$. The food 
InclJsuy loed. this belie! by .perdng • l<>rtI.Ine on tI>o research 
ond <IIOv8lopmani 01 an _ increasing ........t>er of .ynIheIic fats 

and lat substttutes with wt1Ic:h to J>ItIWc' new '<>Ods IIIId add to 
the ........ ""p~ f3JlIII offat,IIM delights. 

Tho _ and ~en~aJy moat damagF.g 01 the lake _ is caIfId 
0_ H Is made from vegetable oil and sugIW'. bill tile _ 
... too larOe end IighII)' pad<ad to be _ by thoo body, SO k 
passes straI\ttt througt1. WhIst other ~ 11m can1 boo _ 
beyond • certain poi'rt l)etooe breakng down, 0Ie0tra can be UMd 
.. /ryi1g. makng tClOds as greasy as you 111<& bill with the ItIaS$O.IIYIg 
knowledge tIIat fat ... pass straIg>t 1I\rtIugh yW' body. QIe5Ira has 
recently been appruved lor lIM oM! In ""ad< foods n America 
(althOugh • may soon b& permitted for a range 01 ot1"4t fried foods 
Mel a COCIi<hg all lor home _l. TIis approval 0C(U'I'1Id despite a 
blaze 01 """""- and opposition from _ P":ofcZ"onals. but 
is yeI to be JanClioned by 1he UK Ministry of ~ FIsher1es 
lind Food. INt'ty all"'" I\.oore, Votl may 8$Ic 

0Iestra's ~ selling point Is that n _ straight ttwough 
)'OU' bod)t. but _ eaten In lIIrga <f.*'llliu n causao what Is 
channlngly described as '..,111 Ioakage'. IndMdual. who Nove 
-. I;r'yO'ig 0Iestm haWl ccm~ that n _. leading to 
.wned undarwear ond an oily toile!, Ne-eott 8181t. the US Food 
and 0nJg AdmIn!straIion hu allowed Its .... P<OvIcIed _ 
OiestrIo-conlalrllng loods cany the ~t htllllI'I worntno 
'OiestrIo may cause at>domioal cram~ ond Ioos<I stool.', What 
Is IIIIn, W taI< ... with ~ the valuable lat·ooi<EHe vIIamina A. D. E. 
and K as well ... Iho C8toIonoid. ""*'" play such • vital .at. In 
protecting the body against free ~ dMIago. 



Text 4 
Forget fake fats (continued) 
So. ~ .... we hlMt 11 synthetic substance which, because ~ Is not 
~ _. ~. tII& 1IbsotptioI. of other nutl'Ients which 
"'" fllMed OUI of tile body and down tII& toilet. What 11 crazy 
sltuatlonl 0Jestra lind other tall, fats should not be seen as tII& 
mQcle eu .. for tile growhQ obestty pmbIem . S'jnthetlc food. "'" 
deeply .... Iul!IQng bacause 1hey .....:I the WItIf'9 oIgnaIe. to !he 
btaIn.. The m ""Q" to our ~tit. centre get glOi'bled and 
confused when a food we associate","" fat doesn~ coot ..... any. 
We kiM tOl,lCh with mal tuIger btc:ac.ttll& 191811, ",leased aft ... 
tilting, no longer gu .. m direct US towardA making tI'ooI best 
food choices, We end ~ eating 'mentall)l', "'lying on !ow·tat 
labels to go.oidIt US ttYOugh tI'ooI food maze. Studies have shown 
that tII& 'lite' and lat·_food. In so diuatlstylng that .... end up 
ealng S<)r'I'I8INng to oompansat9. (The ....... is true of loods 
rnarulactured "'*'g _III _ ......... Some people i)e(:<)me 

addicted to them In .. ell.,., to satisfy Ihti" roe«! lor ~. 
The solution lies r'IOI In another can of diet drInIc or sugar._ 
yogOOrt, but to MAch for real foods wf11ch "'" _I)I S_ .) 

Many of 111& foods contaioWig lake la:lO "'" hI\,t>tY Plcc . .. ed, 
requiring a cocktail 01 em.JlsiI'IenI, stabilisers, thicl<ener's and 
flavC<.OlngI to owpIk;ate tile meuth·lM! and taste cI tI'ooIlcst lat 
which If; another reason not to em them. n is time to cp1 for • 
quall!\t dIM and net displace .... 1 food. wlth poOr initetion of tile 
g.......tr1e ar\jdl. 

The best way to ccntool fatlntaJce is to make tII& na\l.Qll)I tow-fat 
(but nutrient-rich) food, 8IJ(:I\ as fnJI. and V""",,,bl8S, cereals, 
_s. pasta. ond """ tI'ooI ccrTl8fSlcne of your eating habIt._ Thfon 
add In and enjoy oman ... amounts of foods which ere high In lat 
but providtI a. many of thOIIe omega-3 faIty ""Ids as possUw. 
Finally, H you enjoy foods wtth sailnted fat., thin is no need to 
oilmlnate IIwn from your diet - or worw, feel gulily When )IOU do 
... t them. SinlpIy _ the best. Why ... tI!e for • chemically 
sweetened reduced fat _ate liar which tastes 50 artllicl8l 
when )IOU can ltISh mal. Io!I quality BelgIan or $win chocolate? 
CI1_tng on n.t>1>erised, half·lat __ iA an Inat.ft to your taste 
t>uds eorn;wad with ""jo)oIng. realy excellanl. but Si"JIII piec8 of 
yOII" laYouIte - one! tI'ooI n.-t - Cheddw, Stilton, 6M or 
Parmesan. We should be IaIcIng '*" <Her our food, Ike tII& 
tteIIans ond Foench, cocI<InIJ " wlth ki ... appr8<:~ing ItlJ quality 
and eating It lor ItlJ navou~ 
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Now ansW<T ,he following quurion<: 

• H<>w did you do? 
• Wha! difference did you find in elf.cliven ... of Ih. 

,echniq .... ? 
• Did you find ,hat you were .Iipping hack.o aid habits? 

Did any of ,h. technique. slow your ",,,ding d"wn? 

When ilCltcring .h. bost method. for remrmbering what you 
",.d, it i. imporun. ,n remtmbcr ,hat everything )'<IU .ead is 
different and .""h type of reading material n..,ds • diff.ren, 
memory approach _ depending on what your purpose is. how 
familiar you aK with ,he information and how much tim. you 
havo to r.ad j" 

I! is most imponant that th. rechniques you .. 1m should 
facilirat. good ,,'call and high , .. ding • .,.cd •. Practise and 
ex~.n' with different type. of ,ext. Remember that the 
more involved you are willi your fuding the bcne, your ,,,,.U, 
undemanding and compreMnsion will bo. Th.way fO do rhis i. 
to .. ad wilh more than ju., your ern. 

Multi~sensory reading 
Do you ,emember your front door? Do you .. member whal il 
sounds hke whon you <I"... i.? Wha. does fresh po.in. lJJI<'U lik.? 
What does i. fnllik< to be locked OUI? Wha. colour is i.? Mulli· 
$<R$Ory "",ding uses as many of your serun as possible 10 help 
you m.1ke sense of and absorb informarion. 

Hu. are some ide •• on h"w to invo] ... e your o.h.r .. ns .. a. you 
read: 

• Sigl!t- Imagine whal you art reading in your mind, ertatt. 
film of th. Slory you are being told. 

• Hearing- Speak 10 people about .he .object, ask quesnons a. 
you read, t. ach som«lne elM:, make up rhymes and 5IOri ... 

• Touch _ Draw pictur .. and .ymboll rrpre$<nting th. 
information. If.he informa.ion is somerhing you can do, do 
it instead of ju,. reading about it. 

Th<! mort sen ... you involve in leamillg new informalion, .he 
ea,ier il will be '0 rec:all i. because the inlormanon will be 
accessible via mort .han one function of your b .... in. 
Th<! five-Slep ,ystem and memory-su pport I«hniqu .. work if 
you ,imply use .bem. The more you p .... cri$< and .he more you 
become aware of memory, Ihe better you will become a, , pn-d 
reading. 



Visual and auditory memory 
Most prople r~m~mbe. film. fa, more KCuratoly than books. 
Visual memory apptars to be much stronger than auditory 
memory. 
To activ"~ you, vi,u.1 memory for what you read, U$C yuur 
imagin3tion ro picture woat you arc reading in as much detail 
as pmsible. This can be parti<:ularly chal101lgiog with non· 
fiction material, dtptnding on wha, the .ubioct i •. The mo~ you 
can p;crure wha, you read, the ea.ier it will be to «<.111.,« on. 
Also, you will ~.Ii .. u you devolop you ... i.ual memory that 
tho pictu", beeum.,.. clea, .. a. you, undemanding 01 the ,ubjee' 
grow •. 

Forgetting 
Un,urpri,ingly, forgoning i. the most lrust.,ting pan of ... ading. 
Your .biliry ro concentrate and the m.mory =hniqu. you 
d\Oo~ will help you ",member what you ",ad. BUI """erimes, 
forgl'tfing happen. in 'pire of them. 
Our difficulti., in retrieving inform.tion gi~ u. a ~ry good 
id •• uf how our memo';". work. Memuri .. are ohen ..... ilabl. 
(wo know wo have read ,om .. hing, or • ..,n ir; we can remember 
whe .. _ w«e whon w' .ncoun ..... d it in tbe first plaoo) but 
Still 'hey ... nor a=ible (_ ju>! cannot qui .. ",membrr i, 
fully). Thi' phenomenon is sometime. called 'on the tip of ,h, 
rongue" Th. long.""m memory is organiU"d in ca,egorie" much 
lih a mind'map; ono Thing remind. you of rhe no", and so on. 
If tho links between ,he associarions a", broken. ,he infonnariun 
ma y beeome inac,"$$ible or you may klrget ilonliroly. 

Factors contributing to forgetting 

Lack of attentiGn !the pickpocket effed) 
• Problem _ II)VII h • •• been p.yinganomion as you ha~ bttn 

",ading you will know that anention is the lim rule of 
'.:qui,ition. You are paying full .nention 10. ra,k woen)'<lu 
do not noria wh., i, going on around you at . 11. 
""",doxkally. daydreaming is one of ' he kw a .. ivi ries _ 
carry out with full anenlioo. NClCf rime you nOTice you, mind 
i. wandering. notice how much of your .urroundingt. you 
wt'", I"'ying anonlion to. Did you ~ th .. norm.l noi .. 
around you or ... ptopk moving abour? Wh.r Waf it like to 
br totally ull.wa .... of everything oxcept the thoughts a' hand? 

" ! 
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• Work arowd - Inc.cut you. conr;:t'n.utiOIl. Ch.p'c, • 
pnmd«l J'1>U wi,h • nu •• of uurises and i<leu on how 
,..,11 caD do this. o..pcer , will &i~ )'OU ickao on how (0 
diminish di>cn<tionl. 

1' ......... -
• Problem _ In ••• f •• ma nn bt .... oacri.. 01 proacri ... 

R.frotU:'iw j",nftnKU comes from ....... info.mation you .~ 
Kldi",. If )'OU think of tekphOM numbtrs, .«roam .. 
;nt.rku"'t is invO)I~ wlwn you ,~nnor remcmbtr YOII' old 
,.,I.phone number 1>«111 .. your II<'W one has taken over. 
Prwctj~ i~ln(n."~ i, when old information in,.r~roI with 
""" infO<m:l.ion. Think,,,, of )'Ou r .<I.phone numbo. 1,lin, 
,his is involY<d wllm you cannai' rrmember YOII. new nwnher 
boca .... rout old on.. kffpl ronIilll illlO your mind irurnd. 

• Won. ...... d - The bQr .... y 10 ..."It around rccroacriw and 
pr<>IoCri .. int.mrmu is 10 , ... betwttn diffneo, pi«<t of 
WOO'k. Thi, p~ )'OU' mind Ii .... 10 (onsoHd .......... 
irlfonn.arioo, ... po .... out old and p<1'haps inrqratt _ 
inform.rion with current knowlcd~. (unl . .. it is )'<III' 
tel.phll. numN,). Am')'<I1I have u.k.n • b .... k. revise- the 
lul10 make ,u ••• h •• YOII ha •• 11(11 conru •• d old and II<'W 

information. 

LKk of Int«est Of ~ 

• P1ob1cu - If )'(III 1ft nritber illlcrta..:l nor morin.«i. 
~mbtMs ",ha, )'<Ill nad win be almost impouibie. 
Torcdn", contribules 10 1hU.. ben if )'OIl are WOIIQ,. on 
IOmetbinc )'OIl are inl'~ in. thaI iI"ctcSl will ooon fado if 
)'0\1 a.e rind.. 
Work OU"OlUld - II .. imporra"1 CO find SOI1Iot1h.ill«'o morivalt" 
TOu, no ..... n.r IIow ...... U or _min&ly UfItOl:ued 101M luk 
" i •. n.. .... mus, be """",'hing in i, for you. And lake blt"aks. 
Take Illom a. often a. you 1t.1 you need 'hrm, bp. for II ku, 
]1)..15 minDIt"S <"'I<fY i>ou •• o hoot and a half. 

1...u1'IIchnt IInkIo or ~ 
• ProbIan - If ,be ...o;.a is p;uticubrly .,.... CO you., m.okins 

...... of 1M idtu ..... , be dlfficul,. If )'011 call1KM mak. ~ 
of .... idtu you will find it ~fY difficuh 10 ......... beL 

• Work .......... - As JOII Iollow the fiylHlq> $)'$f .... J'O" will be 
build;", a narMW01k 0/ kno .. kd, •. n. big., .11. 
fUm<Work btcoma, 1M ..... , il win be co form ~nkt and 
","""iallons for ..... kno .. kdS'. S""nd u moch rim. as YOD 



need on Step 2 (preview); rhis step allows you <0 build :I 

Urucrure for 'he ma,uial. 
Insufficient revision 
• Probl .... _ Memories are made of memory traces. They fade 

if 'hey ar. no, ,ein/orced . 
• Work around _ A basic guideline i$'o revise seven rimes in 

ton day. _ or de""lop" vory good ming syslem. To .ememl><. 
wha, you re.d in ,he long term. use the infOnn,,'ion . AI 
mentioned under Memory myths, the memory process i, 
de,igned for u,., nOf just for $lorage. 

Summary 
I Mos, of whar we I><lie •• about how our memori .. work i. 

based on myth. 
1 Informa.ion oye.)o.ad has become a sou",. of 1t1ffi beause 

we ha.e not learn.d now <oping str.I<gi ... 
J Th. four ru1 .. of memory acqui.ilion, 

Pay ""en.ion 
Plan whol you have '0 do 

_ lit in,,,res,ed in what you a", doing 
- lit 'Clive - use.n of your sensef when you r •• d. 

4 Und ..... nding i. ,tI< key 10 rcmeml><.ing what you are 
reading. 

5 Experiment wilh different ways of rtmembering wh:l' you 
read. bch Itx' <ype should I>< .pproached difk",ntiy. 

" I 
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Reading different types of material for 
different reasons 
YOIl' .. looked a, ,h. fiv.-".p r •• ding .YSlCm and runsid«rd 
'f'C'Cd u.ding and m.mory d .... dopm.nt. Now i,'. tim. to look 
a, wh., you ... d and how to apply ,h. diff.r.n, r.ading 
,,,,hniqu •• to .n.u ... yoo g" mOi' ou, af ,hem. 

Th, way yao app,,,,,,h a documonr (book, new,p'pt., memo or 
wha"",r) should be driv.n by you. purpose. Why a~ you 
••• ding i,? When will you UK ,h" informa'ion nex,? 

Technical material 
Thi. typt of ~.ding may be fairly .... y ""'ause mos, ,,,,hnle.1 
writing i. w,1I """"mO<!. Also, you , .... Iy have '0 read and 
remtmbe, ... ,)·thing about the "Xl wiThout being able to refe' 
10 it 1.ler OIl when )'ou n«d it. Apply the fI .... tep 'y""m in ilS 
entirety for this typt uf ".ding .nd use a memory t",hnique 
'hot wo.k. well 10' )·ou. T.y mind·maps. If you don', like mind· 
maps., try • proceso·map, explainod below. Th ... techniques 
allow you to lee how in/urma,iun, id ... and pr.ctices are linked 
and wha, "fI"" ,hey ho.e on each other. 

Non-fiction for leisure 
This i, pt.hap. the easie .. of all non-fl<"riDll re.ding ,imply 
because you are al"ady relaxed and inrc, .. red in ,h" .ubj"'t (in 
,h. idool pusi,i.e I .. rning st'''I. Mos, non·fiction, like ,,,,hnical 
wriring, i, fairly w,,11 .tructu.ed .0 Ih. five-.tep process can be 
readily applied. 

I, is ".sy to becom" abso.bed in ·w."k·rda«d' reading and nOf 
pul lime aside for kisur. reading and knowledg<" gathering. 
Onct yuu are comfort.ble with .peed re.ding and the five.".p 
.ystem you may find thaI this is 'he ideal typt of ""'terial '0 
practise .,n. Enjoy taking ,he ,ime for ,his type of ".ding. If you 
havt much wo,k fO do, you may fed ulI<.,mf.,rtabl~ 0' guilty 
abou, ,aking time out lor ki.ure .. ading, albei, non-fiction. A 
good way to ~ around ,hi. is to make inc" •• ing )'Qur reading 
.kill parr of yom purpose, WiTh th" inlenTion of be<:uming abl. 
m tead wo.k """erial more ~ff~ly. II you only ...... read Text 
that i. diff"",I, Or ,ha, botts you, you. pa.sion fm •• ading will 
$OOJl ~ subdued. Make tim. 10 read whot you want '0 read. 



.. 
~o of 
• o 

f 
r 
o 

I~I 

,. 

Reading for research 
lbI: good .bing .bo", , •• dillg for rt::\t:arcb ;. fha, your purpose 
is normally .ery ckarly defined and you are looking for 
oomething qui~ specific. Apply.,," 6 •• -s.cp system and follow 
the guiddioes lor .eading for srudy in Chap .. , 10, Working and 
Studying for. Living.. If you are nudying and working at rM 
.. me lime Chop!., 10 will gi •• you w ays of organi1.iog all your 
reading from the Star! of die cou"",, '" the cnd of the .""m. 



Hond ·dra ... p,,,,,,,. -m.p 01 $Om. Inform.U". 

Reading for work 
This lIeCtion i. panicuJarly conc<mrd wi,h mail and memos. 
The rule her. is: Be selective. The troubl. wilh 1M reading you 
do for work i. rh., there may be an attiYity attach«! to <"VI'TY 
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document. Before you read anything _ .$P«i.aUy if it i. long and 
you think it may .ak. )"00 a while or if it seems 10 l.nd on your 
desk often - ask a kw q..nriono: 

• Who wont. you 10 r.ad it? 
• Why do .hey w.n. you to read it? 
• Wha. art you likely 10 have 10 do with the inform.tion as a 

result of reading? 

Once )'OU have ..... bli.h.d ,hat lh,,.., , K good moson. for 
... ding documents taketh, folluwing ".po: 

• Ikcide bow much tim. you will devote [n ".ding in-oom;ng 
mail or memo •• 

• I'Ytvic ... Lb. document' with one thing in mind, •• n ,his go> in 
<he bin? Then "'., them into twO piJ .... one of which goes 
maight in,o ,h. bin and ,he oth .. requires further artention. 

• Pusive rud or . kim all of the document< in the further 
artention pile and ask one quesrion of .ach: can this be fikd 
or d.,.. i, requi re acrion? Put ,h. pik for filing aside ready". 
m •. 

• Actively read tho remaining pil •. Use P"",·il notes or wri,e the 
action. that a .... to he tak ... direcrly onto the documen,. 

• Finally, plan Ihe aerion. into y<>ur day <>, week. Then pu, the 
.... Iev.nt d<xumen,. int<> ,he appmpriate file.,. tha, you can 
retri ..... tbem euily when you need them. 

I A_ the d&ar - poley - only hav<t p.ilptt$ on yo<X -I 
for the job you are ctJrI'8I1tly WOfki1g 00. 

Newspapers 
Note rbat ,his section do'" not apply to the c .. "al, relaxed read 
of the S"nday morning paper unl ... you want it to. 

Reading a newspape' should he approached witb the ""lit<' 
preparation ;1$ any other reading. The fi ...... t.p system works 
very well for papers.; how ..... ~ it may not be n=ory 10 u .. aU 
five Slep. in order. Y<>u can read a poper .... ry quickly by 
following tlun .... ry simpl. steps: 

1 Stat. yo",- purpose - Are you reading ro gain an o .... rvi.w of 
,b. whole paper or are you looking for a particular story? 

2 Preview and pasnv. read lhe entire po.per by looking a, the 
headlines aDd reading the fint pangtapb of any story that 
looks interesting. Cirde the .rticl .. you would like to return to. 



3 Actively read the .. Iecud ~tticles lor rhe inlormation you 
w~n'. 

To ... ad now'p;lp"rs effKri ... ly: 

• Se, a ri"", limit and nick '0 it. 
o Read .,ory continu.tiono (oft.n on ",her p~gos) .s you com. 

10 them. Thi. i5 a good indication of how much aneorion you 
I"'Y 10 ... ading a pape'. If you rome 10 lit. """od part of a 
• rory «<.,.,.1 pag'" la,", bur canno, ... "",mbo, the dt ... ik of 
,he firs, I"'rt, take a broak. 

• Sin~ mmt of the facto are norlmlily in tbe first few 
paragraph. of .. SlOry, Slart tt:ading each Slery you .. Iocr 
fairly thornughly 0.1 Ihe beginning .nd lhen speed up and 
,kim ,he rm, picking up infernrarion you idrnrify as rekvam. 

• Ask youtUlf: 
Whal i. Ihe posiTion of the pape, wilh respect 10 polilical 
.lam? 
Have you previously tt:ad articles by specifIC journalists 
belo .. l Do you like Ihei, style or approachl 

Is Ihi. Ihe beST paper 10 read lor yeu, purpose? 

Unlike mnsl ruh .. fe"". of writing, a new.paP<" .rory c~n be 
brokrn inlo partS quite easily. A narra.ive takes you from the 
beginning of a $lory lO.he end .nd if patts .... rni$std Out $Ome 
of ,he meaning gQ<s wilh il. A newspaP<" is nol as unified .. 
Ihat. A siory can be .... d wilh stetiono m .... d nul of il - you 
may 1.,.. $0"'" detail bu, the $lory will ,emain the ume. Very 
li,de interp ... ",,,ion can be made of mns, newspaper slOries; Ih.y 
are tt:al evento involving tt:al people - often given an edit"";.1 
'naveu,', $lyle e' angle by ,he paP<" and lhe wri, ••. 

Magazines 
Maga';n<'$ (esp«ially special in,,,,,1 '" ,,,,d. maga';n",j are 
slighdy differenl from now.papers. A newspaper is on. of many 
IOU",,,, of new .. If you miN anything frem the paper, yna wiD 
p,elnbly be able ,e grt th. ,wry ftnm ,he .. Ievis;no, ",din or 
Internet. Mnsl maga';nes come nul only nll<%" month or ~ 
a quarter. A moga';ne .hculd be ttt:a,rtll;ke • sbnrt .. ",book. 
FoUow aU the '''ps ef ,he five-step ... ding sy.tem 10 gel Ihe besl 
oul of it. If there i5 infnrmalinn in the maga';ne that you a .. 
likely 10 oertI again there a .. Kvet:llihings ynu c;ln do In make 
,t .uily OCC<'$Sibl~: 
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• Read the mO$"rine with an adh.sive no,cp;ld to ""nd. As you 
~nd anicles you a~ interested in, nore ,he page number and 
ti.l. and write. brief lummary (j us< a senlelKC or two) on. 
.dlles""' nOlo_ Slick 'he ome on ,h. front of thc maguine and 
file tht magazine in I file dedicated to ·int ..... ing ankles', 

• If you don't want to koep .he whol. magazine, tear out the 
.. levan, pag ... or photocopy ,h. "nid .. you want. and file 
,host away wilh. brid summary a/what the ankle is about . 

o A very useful piott of informarion you could put OIl an 
adh.sj~ nOte is why you thoughllhc ankle might be U$l'ful 
I ... , on. When you .. rum 10 .nid .... a I ... , date you will 
fmd il c.,;'r 10 p,,"cc ,h= in ordor of priority. Going through 
,h. ~I. In $tf! wh., you no longer rflluire and <;an ,hrnw away 
win.l.., be c •• ier with this un. inform.rion on each. 

• II< picky. Most magaoine ,c.ding is lor in •• rest. You ar< 
unlikely to be tested on i, bur you may wanr 10 lalk aboul il. 
s.,1.cr ,he amel.., .ha. in .. ,esl you and Ihink about howwha, 
you read filS inlO you, existing Icnowledge . 

Novels 
The more you read. the fa$!O< you will become. Speed·.e.ding 
,kill, will ,iye yon .he choice 10 .. ad as .Iowly or as quickly as 
you like. 

If you enjoy n(Wels and you wan. 10 read more of lhem. you 
=y find Ihis $Ira.fSY useful: 

• Preview Ihe book 'horoughly (excluding .he a<."lual Jloryl
Io.>k •• the froor and back cove .. , read any author', no ... , 
biography or foreword, take a good look •• the author's 
phocograph if there is one. Do you like .h. author's style? Do 
you ijke rhe look of .he author? Does the back page blurb 
;".rigue you? Whal you do . t .his point will shape your 
altitude towards the book. Your ... itude will aff.cr whnher 
you are likoly .0 enjoy the book or not. 

• Next, read the first page. Does i, gr:>b your anenrionl 
• If it does and tbe book passed you, preview «$t, then !tad on 

and ...,joy ,he book. If no" Ihen .kim 'he book picking up key 
words and ... ding the fim I¢w sen .. nees of each chapU~ II 
the book 'rill donn't carcb your imagination, you can choose 
nOi '0 read il. 

• If you do decide to r.ad ,h. novel bu. you don"! have mll<'h 
time, then practiJe 'on·line .. I.ctive reading' 1m .h. box 



below). This I~,hniqu~ i.o 10< n",,~l. or nry short piKa of 
.~x, .ho, don'. require Ih. full five-st~p lreatment. 

• If you g~1 bored with lhe story holf-way .hrough the book, 
giv~ yourself permission to put it down. II the $toryU:ller dotS 
not keep you in,rigu.d., you do nOf hov. to carry on. 

OrH .... HIectIv8-.u 
tv. you _ a oovol. look only lor IIl8 J>ieces 01 Ie><! thaI C8Jfy IIle 
1IOry. SI<lm over the deecl'\?liOn. MOS1 novM carry the story In 
COIMIf8Mion --. the ella".el"'. tv. you IMd you wlt 
bocome lamillar with the layout and be able 10 kIoonIlfy _1Ile 
~e lext sran. and ends. H you begin 10 malfy enjoy the 
r.oveI and want 10 .... d """'YIh1ng. you can change your 
tecMIque and _ down _ bII to e<1oY the sc.....-y. 

E-malls 
E·mail. ar~. bl""ngo. a cu .... depending on who •• nds them. 
Rul~ 1 with ~·mail, ;. to do to others OJ you w:ant .hem .0 do .0 
you. II you don't wanl huge l.rk .. and m.mos and masses of 
junk mail, don't....,d any of Ihese unl~ .. absolulely nec .... ry.1f 
lIOmeon~ rtpe'alMily ",nd. you .·mail$ you don't wan., wheth.r 
they are jok •• or longer .tories, be firm and straighlforward and 
ask Ih.m nollo. Treat e-mail,like trad,nonal mai~ if you know 
it i.o junk before you optn ,t uP. bin ir. 

A good way 10 screen your .-ma'l$ is to USC Ih~ fealUr~ lhot 
allows you to have your inbox screen .pli •. Th. top half has a 
lisl 01 all the mwIages and lhe bonom half lets you read Ih. e
mail wilhoUI actually opening i., Th;' oaves ti",.. So"", 'Y'.tm< 
havo • proviow funcrion which allows you to vi.w only th~ fj", 
few words, which is also rim.· .. ving. 

If Ihe ... a .. attadun~n!S '0 an .·mail and you need 10 read th.m 
flo", il may be besl to prinllMm oul. If you prefer 10 read from 
Ih. scn'm, th~.~ u~ SOme ideas on how 10 do thi.o without 
straining your eyn in Ch.prer 9, Real .world Reading. n. .... are 
also id ... on how to prev.nt .ynlrain in o..ptc. 7, You. Eyes 
and Effective R.ading. 

'i3 
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Instructions 
In reading imlrucri"M. planning i. the key. Unlike most other 
reading, alm"'l ..... ry word cooo15 in ;""rrucr;o"". Mi""ing on. 
or twO may mUn )'<Ill ntVr, g.' [" build what you set ""I ,<> 
build. Ako, mos< manulaero", ... wriT. in. truction. in soch " 
way rhal they are quick and ... oy 10 follow, bu, OO[ n"' ..... rily 
quick and «I.y t" undrrstand. Remember Ih .. some il!5fnlcr;"ns 
or. , .. nsl.ted from foreign 13nguages and ,h. translarion. may 
nO! be enlirely cle.r or occura'e. 

Here ••• ..,m. rip. on reading in"ructions: 

• Read through.U ,h. insrrucrions bel.,... you do anything. Go 
from Step I to ,h. rnd; don't m'" anything oul at all. If it 
look> a 101 or ,eem. that ,he.e i. a 101 involvrd in the activity, 
relax and garh .. r aU ,he informarion you need before dO>ing 
anything else . 

• The fi .. , .ime you n'ad the iIWructioru, mark off pha ... of 
the job 50 you break ,he task infO manag •• ble .honb ,h. t 
r.la,. to how y"o wan! ,<> ,rumago your ti"", wlttn you do ,he 
job. 

o If th .. e ar. any pictures, Sludy tlttm thoroughly, 
o Once you ha~ read the instTUctionnnd ha,.. an id •• of what 

tM job <"DtaiLs, make sur. you have ev.rything you "..,d. 
o After you have gathernl ev.rything you netd to do the job 

(tool" .quipment. '1$Iisran, perhaps), go through the 
instructions again, this tim. focusing on nch of the phases 
you identified in the fi .. , "ep. 

o Do thing< one a, " tim •. Bu, wlill. you are following one .~p 
keep ,he nex, on. in mind so ,ha, you know where you are 
h.ading. 

o As. you go. 'kk off ,he "e", a. you finish them. 
o If you come '0 a .tep you don't und ...... nd, think of 

something you did in 'he p ... that i. similar to the job you 
are doing now. Look at any picture related to i, and c:any on 
unl ... you feel that c:arrying QJI will prove '0 he" dis ... t.L If 
you think " dUasur may M looming, stop. Contact 'he 
manofaeruro .. or ""II someone to come and help. 

o Reward you<5elf o~ you have ftnisbed. 

Following instructions i. much like following a $O'f of dire.:tions. 
When you can visualiz< th. finish.d product or th. <intina!ion, 
completing the ... ok will be much .... iet. 



N you Itln hi ... ",_ with ....... pIecH of opodallsltext 
II you find _ paragraphs CC>n!uso,g. mark them and carTY on. 
II l1li meaning deIeon't beoome dMr .os you ANd. go back to 
tIIos. HCtlons and Nad them mora carnruny. ChfICk othtor 
SO<XCeS ~ you have to. 

U. r.o...ev .... you I>ecome men contused a. you .... d IhfI \e)(t, you 
may have mtsMd 111. key wool or idea in tna whole passage. ~ 
IhII happens: 

· .", 
• Twashonbreak 
• Reus_ your ~ 
• Foaow 111. IIrst IOU' staps 01 the ftve.step system tI>oroug/liy. 

Saleclive reedi'lg wi~ t>to Vf<y slow and """'rating ~ you miss lI1e 
polnt 01 tna tex!. 

Critical reading 
0". of the pUI'J'OSOS of reading critically is ro eval""r. the r""t. 
n.e aim i. to evaluate the whole texi or argument, finding our 
the aurhor's intention and judging at the end whether th<'Y ~re 
successful. Here are a few guidelin .. for critic:ol re.ding: 

• Read with an open mind. 
• Knowyour own opinion before you begin so Ihat you are not 

unduly swayed by die auth",'s .rt;ument. 
• Don' jump ro conclusions. 
• Keep asking questions. 

In order tn read critically it is u .. ful ro understand critical 
langu.go fully. In Chapter 11, U .. ful Information and Speed 
Practice Te", ,here i. a Ii" of critical language with space ro add 
delinitiot1$ ("'" p. lSI). 

Reading critically and effecti.ely with an open mind involves 
the following: 

• Und,rstand .he ~teroJ meaning of ,m, ta:t. Be .ure you 
undemand how die names, dares, figures and faCts ill fi' 
together. 

• After .hat, look for the . ugg .. ted meaning of words and 
ph", .... 

• 
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RKogniu rhe tOM, 11 the . II'hor ~ng ... ,curic, hon''' . 
IKNIII Dr whinuical1 

• Cnol. aa image in)'OUr mind of what ~ "'''' is .boIa. and 
look foo- any sa,," in 1M SlOf)'. 

• LooIc lor aB)l comp.arlso .... m .... phors, similra, clicha 01' 

ochn 6guus 01 spnch. 
• 0na)"OU ha~ aU .he ;nfOT1'll;lUon you n ........... k. a •• Iuc 

jud","""'I. Did lhe I Ull>or succ.ed in what th.y set OUt to 
do? An you convinced by ,h.;, .. gumen.? If you .r. nOl, .'. 
you at least sati.fi«l Ihll .\Chou&,> you don't agru with the 
.u,ho~ .h. 'fructUr< il lOund? What would it lake 10 
convince you? [f ,he luthor f.iltd, why? 

fH:rion aDd dOd-ficrion arc bolt. opm to critical ... ,h ... riot>. n.. 
IolJowiag ad..a will help YOU. b« it i. mosc imponan. '0 ka, 
in mind thai ado ""~OIT _i .... h~ 'aJIF of diffe'mI 
rypa of .... ..,riot and .he QUd.ions sugesKd win _ ,01",. 
p .. ri ... , .0 .........,..hi ... you read. 

Evaluating non-fiction 
Follow ,h •• Ix step •• bo.< and .. k you .... lf additional 
q~.rion", 

• Whir assumptioN ar. !xilli made by Ute "".ho.? 
What u-it\tnce don II .. luthor pn:sent? 

• II il conwincinll? 
• 00"..,. """"" ..... . IKM ca_ and effect ran, .. bte to ncb 

och ... ? 
• II 'M concl...oo.. !oPaH 
• It what.he IU."'" wrilet mo",. mane. of opinion ,han of 

..... rch? 
• Is ,he wri0n8 tmo<ivo ? 
• Who. conclusions tan you d.awl 

Eva luating fiction 
An .... oJ ... tioo of • fictional , •• , is buod moody 011 bow 1011 ftd 
abou, m. mil, "'" on t..:f or wbal you "- .bou, .... bjoa. 
I'ocrion .uy (01"1"';" facnLll inforrurion I" .. di.ffm frorr. __ 
limon in COIII2inini uaumprions and locking ~. 

Some quesrioos TO uk " yOII •• ad fiction: 

• Is ,he "0'1 b<1~ ... bk / E~.n if i. is f . ... fetch.d Ind 
imasinari.c, an you beli ••• i. could happm? 



• Are the ch.ract .... nd .. ...,1> believable? Do tllt"y ha't 0 

purpo« or do 'n"}' stem to have no purpose orher ,h.n got in 
,he w.y of rhe Story? 
Are conflicts justified or ha, ,he .. ory .uccumbed to violonce 
for i,. own sah? 

• A .. rllt" ch3,ac'el> ,uperficial? Do you go, to know them? 
H •• the author de.eloped ,hem well? 

• OO<'S ,he .. ory k3J you or do you find you,stll wondering 
wllt"rc it i, going? 

• OO<'S the plo' Aow? 
• Arc you ll1ipped and intrigued? 
• Do you find it .a.y to put down or not? 

Ruding critically will give you Ihe in.ight infO {he true .alue "f 
{h. text. If you find th .. e i. non<, ... < yourstJl ,ime .nd pu, ,h. 
book down. 

Summary 
1 E.et)~hing you ,<'Od should be .pprno.ched indiviJually. 

When you begin . •• k youndl: Why 3m I .. ading this? When 
am I likoly to neW il ag.in? Do I w.nt to remember 
.. ·.rything I read? I. this ju .. lor ref .. ence? 

2 If you enjoy ... adiog novol" make {ime to rcad as many •• 
you Can. They .re ex«llcnt for improving your visual trading 
,kill, and for incre.sing your tr.ding .petd. 

1 Ile critical but open minded when you .... d. K.,.p in mind .ha. both you and the author may be wrong. 

" H • • • 
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YOUf mo,' impoft.n, ro,dins tool .... )"OUf eye., An)" 
di<comf"rt or ... ,in will .ffe'" ,,,n,.n,,,,ioo immediOloly. If 
you a,e !i,od 0' if ,he lighting is wrong. you or" likel)" '0 
ex""ri.",. dioo:;omfon in yOUf ey .. and a headache may follow 
quickly. Soon aftef 'he h.adache hogin' you will hosin to los< 
co",en" .. ioo and reading will lI«om. diffocul!. It is .;si<r to 
prevent pfoblem. with )'OUf cy .. th.n i, is!o have '0 "c., them 
when 'ome,hing go .. wrong due.o bad habits. Tho .. who have 
recurring problems wi,h eyem.in .hould cun.ul, .n op,ici.n if 
they have nO!"'n 00. recomly. Some <) .• probl.ms .... linkod 
wi.h "",dical condi,ion.; a.k yo", doctor if you Ihink ,he .. may 
ho, ronnc-cr;oo ho,ween )'our <"y .. igh, and )'our geoef.l he.l.h. 

TIle '''plano,ion< and e"erci_ in ,hi, chapter will give you an 
underS!,nding of wh., )"our <yo< do while you f<ad. 

Speed-reading basics 
TIle main .... 00 why m"., people h.ve on .. "age f".ding .... 
01150-250 word. per minu .. i, Ih.t 'his i, app,oxima,ely the 
f .... ,II whkh people 'peok. 

A. you .. ad Ihi' pa,.s,aph. li,,<o !O wh •• is going on insido 
yuur he.d. Do you heaf • vok. in,ide your h.ad while y"" 
read? Are you .. ying ,h. word, in your mind? Thi. hoppen< 
lI«aUI< of ,h. way moo, people are !augh. how 10 read. 

Wh.n w. are 13ughr!O read w<l .. om!O recognize one kner "r 
sound a' ~ time; then, when we have m .... red ,hat, we pros"" 
to recogni.ing on. wOfd a, a ,ime. The nc'" <l.p is being obI. to 
read out loud so .hat our ... cher can .... ha, we h.v. learned 
'" .. cognize 'he word. accufa .. ly. Then we are left to re.d to 
ourselves. 

Th., i. how Ihe inoer r •• ding voice becom •• a habi •. I n,,.~d of 
.. ading om loud we r.ad .ilon,ly. So when we f.lk abuu • 
... ding wi.h ou, ears in ..... d of our .) ..... h., is <X3C!ly wha. 
!tappen •. You l.am ,har you have ,0 heaf the word, 10 
unde",and wha, you 3re ... ding ro,her ,h.n und.rS .. nd ,hem 
by ... ing ,he",. 

When you ... d ro you,,,,,lf, you ro.d in your ho.d ., Ihe .ame 
ra ..... when )"ou read oul loud. A •• he hoginning, ,.ading .0 
yoof""lf i. qui,. slow lI«au« you aro .. illle~ming '0 f«<>gni .. 
,h. word •. As you r.3d more and go runher in", .h •• duc.,ion 
.y"e", )"our , •• ding ratc inc, •• _ lI«au"" you, vocabul"y 
incre ..... Bu. your roading .tra .. gy d"". no. chango. 

" !l 
'I 
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---.... Iong _ you reIId by uyIng told! '"""" 'OUIIOuCI' 10 \'IIlft'IIII' ~ 
IJWI "*'" you will only be abIIt 10 ...., .. last as you '*' .pMk. 
fa'mo.I people Ih •• ~ 150..-.d 250 -'I*~. 

VDu CWI 0<"Iy Mar or My one "*'0 at • tirnIo but )'OU .,.., _ -.". '*"'" ~ ~lOspHII'-'~_ 
. " " '" ....... 01.,. t.goo:t_ ..... impoItIrI-""_ 01 
)IOU' brtoIrI. 'Pol ~ "PI ..... _ t flwc:tl.ot!. 

lMn'IIng to ...., wIt!\ your ..... nt ... 01 )'OU' ....... be 1M 
IIIOCI'II oIop you taQ _ .-.g • drwnI¢lC ~o • 1n)'OU' --

~~ding i. ,h •• 10Wd1 .ioualexc,d .. ",e do. 1.0010: outside 1M 
neaUSf window lor 3 uconds, ,h." dO$< your tyu Ind deKribr 
(by .~alti"3) what )'OU UW. How lod, did it ,ake you 10 sa: 
....... , you .. w and how 1011& did if lake you 10 oar whal )'OU 

.. w? SPl'~ 10 yourself WMn you mod is!he ... _ .. loo1<i", 
al a .pecr:>CUla. view or warchilll a ~bn iI.lld., inst"d of ,!mall, 
undemanding ii, I.anllaling ",h.l you see inlo word"h.t toke 
.... ta l rirM< longu 10 form, ~ommUnH:al. and ,hen be 
undencood by oomcOOI~ doe. 

VISual .... ,,""y aod audilQ<}' ..... -,. art" 1ox.«<I in difko-_ 
pam of me brain. When you ~ad ...... ly, ,ivins )'OtlIXlf rime 
10 see .... ". word and r •• d with y(lur ears, you In KaSSing the 
audilOry, hon,. ld, portion of you r brain. TIIi, is the leu, 
.fkai •• pin for ororing medium- or Ioog·ftmI _mot}'. 

Whm you Ii .... $U1t 10 ...... (0 ftad wid> you. qa inntad 01 
YOU' ... s, your comprcbcnsion will diminish inifiallr bea_ 
you a~ beJinning 10 u .. your l !fonS millOl memory fo, 
som.,hlOB ro which ir if no! accusromed. Your bu ill _<1$ time 
10 adj .... ro Ihi. new activiry. Thil i. perkerly IIDfmal. Aft .. a 
kw houn of procri« (in !be begin";,..) .nd maybe IS minUr" 
a dar for. fnI da,.. you will find ~"""""'on ..... rninc m 
wha! i! w .... You. memory wi ll become ..... ~. !orm and "'Oft 
inrtg.arN rhan bdo~. The prIXHI is simil;o. 10 whar happeno. 
for rx.mplr, wh.n you !.~m!D Imw;h rype instead of looking at 
the kqbo.rd and ryping with one fill3<1'. 



Reading for understanding 101 

lb. aim of 'p".d reading is [0 tearn how", ,ead more ,han one Ij 
word al a time. and to do ,h., you have 10 r.ad with your eye. 
inst .. d of your en •. Your ~ompr.h.n'ion will increa .. at the 
umt rim. as your 'p"'d inert"'" t.cc." .. whon you .. ad mo« 
,han ont word af a ,ime you r.ad phrases r.rhe, rhan isol •• ed I 
wwds. Th. m.aning the author wanU to put across is ;n the 3. 
phra .. , not the i.nbt<cl word. Meaning is in group< of word. $0 ~ 
the rnn", word. you art .bt. TO comprehend . r ont rime, ,h. i 
btuer you, compr.hensicm, understanding and subsequent 
</:GIll will be. Yuu will undn.und rnor<: t.«au$e you arc ",.ding 
in ,erm. of idea .. 'houghfS and images rarbt, ,han i,ol ... d s::: 
word •• hat m •• n nothing by rhtrmelv ••. 

An txere; •• la,or in ,hi. chap ... (pp. 107-8) will help you 
inc ..... your <onfiden« in reading with YUIl' ~. instead of 
your eaU. 

The biological challenge 
Your e)'tl mo.e .'ery las,. Thy can proces. lory .moun" 01 
inlorma,;on rapidly. If you read slowly your eye. will .. nd ro 
womd.r, The pacer will go a long way ,oward, preventi ng rha., 
Remember rhe ex"rd~ you did in Chap'" 2 (p. 29) ,har .howed 
you how differently your eye. mo_cd when rhey had $Omerhing 
to follow} Go bock and refresh your memory if you ne.d '0. 
There are $Ome e~ movement> you can do """erhing abou. and 
lorne you c.n"r: 

1 Fintion time - Your eyes n ... d • crruin .moun, 01 rime '0 be 
able ro .bsorb information. Try rhi. experimenr nexl rime 
you are a p .... ngor in a car. As you .ravel, k ... p your ey •• 
lixrd on on<: poin,. not l."ing ,hem ..,IIle on anything flying 
by Ihe window. Does your .iew become blurred? Next. a. 
you go pick oul certain pam of .he land><ape and follow 
them briefly. You mighr no,i ... ,ha, whar you look .r become. 
de.r while ,he background i. blurred. The same appli •• ro 
reading. Your ey .. n ... d.o ren - albei, bri.fly - on groups of 
word. to be abl. to Ott 'hem. The more words you an .... 
and rerogni .. in a .;ngl. vi.",,1 ' bire"" ,he f."er you will be 
able to read. 

2 Pcripber:al vi,ion - Try .n experiment. Place your finger on 
rh. middl. uf the page and look ar it. What .ls. an you Ott? 

Where you afO .illing? Perbap' the room you are in Or omer 
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1I1r'D<lndings? Your pmp"''''] vision gives you t'" .biliry 10 
.... an mormouumounl in a "",Ie vis .... ] bitt. Now, wirho.at 
""";"1 you. qfl from 1ht middle of rbt ""g<, rry 10 ,,,"d the 
words a. !hr cdp of .... 1"'81'. 
How did fOU dol 
You will find ..... alrhouch you could ........ wordt., you .... y 
nIX hu" bNn obI< 10 '~ad ,hem', wnm you _~ laught 
how 10 ,ud you were raug/l11o forus on OM WOI'd a. a rimt. 
Ekins able ,<> upand what YO\& can rec"8niu within your 
peripheral vi.ion •• k .. ptactict. There are ... me ucr<:iscs 
I.,,, in ,hi. K<."Iion thaI will Mlp you incr.a~ peripheral 
per<oprion _ yoo can do SQmt 01 th<m while wilkins down 
,he "Iff'!. 

1 Rqressioa and pr'08J'essiool- Thne om Yiiual ria.. n..,. au • 
resuk of po<>< co...,..",r .. ion and lack of amfidmu in your 
""""""T. Rqpession ,.,~ .. m rhe habM of goin& b:ack 10 
p ........... words or po'ovaphs 10 ..... b ...,., you ",""" 
undenlood th.m Of .......... bom! thtm accurately. Pro ope .ion 
,.ft. .. f{J "'" .... bit- of iumpi"l! forwa .... for no pl~1u 
, .. son. 

&udiM of how peopI .................. when they ...ad MIl. -. 
<lor» in the I..ISA. Groupe; 01 peopie _ given ,_ 10 1Wd. Al 
IIIe bottom 01..,.. IllS! ~ .... the IIgIn $3,000,000.00. e.!Oft 
they ..... I$MI hall the 119 !he _ 01 all ". .-. mov.d 10 
the -."" 01 It. _ 10 __ ... S3.OQO,OOO.oo _ .. -In ....... or " -og _. _ "*,,,,!-..pen _ )'QI,I do_ -,,-
• You forge! _I you ha ... lull rNd. 
• Your comp~1on dto"" becau.. you ... reldlng 

IIQI'rIMhIng out of cent.,." 

Rnding with a pact. and foIlowinS 1M fi ....... p ')'Iftf!l will 
rn.abk you '0 dwIp: YOU' readi"l ""hils for thr beltC~ n.. 
foUw;nc uen:istJ will hflp you.. 

Exercising your eyes 
Sigh. is a Ir.rned $kill. Mot. of ... are born wilh pe.fca tY~. 
bu ••• fir" our .;,;on ;, blurrtd and clarity denlopo a. we ,"OW. 
n.. .. hlV. been mony .~perjm.m. 1 .. ring ,he development of 
vision. 



Did )'<'U know? 
H is Ihovght by ,<>me _~ t/lat most ~ probIom' are 
ea"sod by 13Z)I .y& musel" and Sl'ain and Ihal short· 
.~"tednes •. Iong· ... "tedn ....... t9mallsm aOO other visual 
com~alnt. can be cured by a series 01 e.erclses, William Sates . 
• New York cphthatrnolo!list. beqan to question how vislcn 
ptCbIem. w ...... diagnosed and trealed and _ loped I'IfIW W8)IS 

of dealing with vise<al di!t1cutt .. s. He Sioned by cuq him.ell 01 
presIlyOpia (lar·$igI1ledneMJ. Hi, WOtI< is well documt>f11ed; SCrTl9 

01 the e. ""' ..... "" _pM are In<'''''-<Iln thi. bOOk and are 
"lIlY good 10< "'i&vin\I eyeslrain. which according 10 Bates is 1"" 
primary cau"" of many . y" problem., 

Increasing your span of recognition within your 
peripheral vision 
When we learn to read we learn by reccgni.ing iodi.'idu,1 parrs 
of a word. Thi' mean. thot ou ' .. ading i. alway, fairly 
fr3SJ!lemed. If you can romemllt, back <0 when )-UU Ii", learnt 
10 r •• d, )'0" will recall thai you had <0 b,.,k each word down 
to make ",me uf it, oomething like thi" 

l lJH P 1 .10 "" oJ " lJ I. " "'_lOl l ,,2,. ,."Z<17 ",.,.jI 
~<O . , • • "0. w " , •• , • " or. ~ .• , ' . , , , or • 

.IV.! -" Ji ."" ,IIr ... .., . , ,)<,1 .. ' $"""" ,1<>11 ,Il JJ J' .<J .. J1 J." '" 
• • , " .. ;. ;, h ., <" . , • • , , . , , o. , ., 
" _l_,1 " _~ .. ., .. ,. 7C " 11 7J 
" .. , " , ... ,. , 

Graduall y )'0" lOamI how to SIring tho leno" togelher bUI you 
,rill on1)' focu.ed un une wurd ot. timo: 

1 .I 4 .1 • , " . '" 
" " 

TIre, aim i, to incre ... ou ' vi,,,,,1 '1"'" so that wo Can read mo, • 
• han one word a. a rime and inctta'" our ,e.ding rato: , 

R.ading ooe word at" .ime w,,, .. . ime,OO dimini sh .. 

3 
concentra.ion aod understandi ng 



". The largo, ,he pita of ..,XI ...,., can recogn ize in I lingk .;I~al 

bilo, rht ... si .... and ~ ~i .... ll'udi'" will becQmt: , 
Rndin, on< word a. a time _sra Ii~ , 
.nd diminisbts COftCIOnuorion.nd ~ndenundi", 

Ullom.,.Iy, our aim is." he abl. fO rnd m".., ,han one liM all 
riom. 

R •• ding one W<lrd II. ri~ ........ 'im. 
Ind diminishes concen.uriOl'l and lInde<sranding 

An nrrciM' to dn'dop this lkill can be found on pall" 110-11. 

In !he jiJi.,1kI ""......-. _Ittt ...... Euwdse I _ . locus 
on Ihe _ r-'<s tfl down Iht __ oIlhe ~ n.. ..... It 
10 _ how mucII you can _ with rou" peol!lf*" ~ 
_ -. wI1lt you can -. D<>n~ _ ycu _ ....... Ihe 

_ oIlhe lOW. Although )IOU IfII1R be templed to locus on IN 
Ind 01 ttlt roN. you rmat try 10 ~HP)'QU' "fe 0Il1he (lIIII,", haah 
'Of lIMo purpoee of tt.I uW ... VCu may """"'- __ tiIgI: 
• You may not be .t>II to _ _ ollhe lMtors _ .....-. 

.... IN Icngtr -. ThIII "~. n- If • pdnI .......... )'OW optic: ____ ...,.. _ a-.g a _ 'I)Ot. 

• ''''''' _ .. of ..... ",."", "'" ....,.1'RI_ you'*'_ 
men to Iht right 01 _ ...... you can 10 Ihe IIIL TNt II 
_ .......... fHd from ~ 10 right and ...... ..,... ... 
_ to lOOk In "'* cio.c:lioo. for.- 1M\." you __ 
br<>ught up ~ I\nIbIO; or H«nw you wo<*I ~ i\'ld 
ifill you oorJd _ moN to Ihe ..n lflsIead 01 the right 01 
c.,tre. 



Eurclse 1 
Pla~ your pac<r On ,h~ fil'$' Msh and move i, down 'he c<n'~ 
of the pyramid. Keep your eye on 'he ha." mark. in ,he Unne. 
Who, can you see on either ,ide of II>< h ... h nlarie< withou, 
mo.illg your ey<$ away from ,h. ""n'~! 

2 E II 7 • 
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6B2906311R8342 Nt 
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........ , 
""lIow ,h. inmuctions for Ex.rcise 1 in ,he box .bove. Keep 
you, eyes on 'he centr.l column "I Ion." ,hi. rime. What "an 
you Joe on .i,h., !liru-! 

WG H " '" T DC 
V, X DR 
m , NC 

" R NJ 

" " QF X '" MG T MX 
MO R " XR X XF 
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Exercise 3 
I'<>lIow lhe insrrucrions for Exn'cise 1 in lhe box above. Thit 
limo ktcp your eyes OIl Ih~ emTral woreb. 

only if •• mbonds u",td "'" _. ... swalll in 

a lb ... ..... ' ~.~ 

8'" half .. , lO.ho OIM. 
end of.he bet. gla .. but .... , 
drunk ttnd wa. neve ... en 
.~.jn the wup won by 
default .he Ay ... h< ... and nobody ~Yn f"r 

= b .. .ho ...... 

Did you lind ,h, W'Otds an, ulin 10 mid ,han tbe ".ndom 
1m ... ? n.. words didn't "",1:. mIlCh >enS< in .h.."..l_ Try 
,lit no", nefti ... 

&ercIN. 
You aro now beginning I" nad moT<: .han one word ",. rime. 
Rood ,he rexr as quickly al pouibk. k .. ping your tynl in II .. 
middle of me pyramid. 

A .... ...... 
,.nain ha •• 

And w.ndom! with him 
e,..,rywh, .. : 

They wrnt to faj .. 
and f ... ts together. 

Tool< walks in any kind of w.alhc~ 
T.lktd of the future 

and "w pHI' 

On sunn, days 01' oo=-, 
But t.inct .hoi. fritndship was 50 pkasan., 
Li~ fo< ,he _ 1"" in.he prestOI. 

Ifrom 'The Ea&1. and lhe Beetk', by Vtk •• m Seth, 
BeQJ/1y Tal~. (, ,,m Ho~ "nd The,e, Photnix House) 



Read with your eyes instead of your ears 
Th. nex, exercise iIlD,,,a,es the difference between reading wi,h 
your .a .. I •• ,-r.ading) and with )Ull' ey., leye-reading). Th, 
11\(1'" you pl1lcti .. <yc-rr,ding, 'he t>t~r you will bt<:ome af 
''''5I;ng whar you..., w;,hoU! hoving 10 hear if. 

Exercise 5 
Try ear-r •• ding and eye-reading: 

1 Cu, 3 pit« 01 thick card, obou[ 2 em <q"a, •. 
1 Place lh. card over each 5.' of numbers aodlo. lene .. in rh. 

,hart nn page 108 and 'f1.,h' ,helett<r/numl><r combination 
to yourself .. quickly as you con. 

J Onco you have covered each one up. wrire what )"OU ""W in 
the adjacent column. 

4 Try to kttr the 1'3<0 or which you "",I ,he numbers and 
len ... to yourself con"anl_ If you started by f1",hing ,h, fors, 
colwnn to yourself at • = • """ond, aim to kocp up the sam. 
speed wMn you .... 3Ch ,he final column. 

Now eh""k your answer •• gai",. th. prin'«l.h .. ,... ... ": 

• Which column wa, ea,i .. t? 
• Did you .ometim .. mistake an '5' for 3 '5'? 
• Wore the double line. more cballenging tban tbe . ingle lin .. ? 
• Were the leue .. ,hat mo.t re .. mbled words immerliarely 

rerogni ... ble and e. ,y to recall? 
• Did you Str some or tM non_word. tnor ... mcd lik. word. 

wrong because you saw the fim few Ie" ... and made the rest 
up? (e.g. Did you write Jabn for Johmll 

Develop your own eye exercises like the on .. you ha.e ju.t uied 
and practise them ao often a, ti m. allow>. If you wont to en""". 
ju .. one exorci.., to develop your vi,u.1 =ding lor your 21-day 
programme I ... Ch3pter B), Exercise 5 should be th. one. 
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-,-At one 01 my COlne$ -"y I came a(;«lS$ an unusual ~_ 
One particular delegate _ by M!$Ing (reading) only the tim four 
Ietlars 01 a word ond ttlen allowlng her mind to males ,.., the "'., 
oIltle .. cord within Ihe con!..,;! of the sent"""" and pwagraph 
That may seem to 0. a good way to Increase yoor _'ng rate. 
The ptCbIem was that W<Itds l~& confession and confusloo got 
coofused beca.- they t>o\h l1li • • the same tim four letters. 

To solve her problflm all """ had 10 do WIIS to focus hfIt ay&S on 
Ihe middle of I .... wotd ntead oIlhe begimIng, making sura she 
~ _ whOlfl wortl 1n$I .... 01 _ first I.,... l6tIers "",Iy. From 
\here, she Ia,er became cam!onabl& willi focusinO on 1M middle 
aI __ wonJs and tt>en 00 thoI middle oIlhe I ...... 

When you read 1OIIh)'OlX""'" you do I'lOl hBve to _1M """"" 
WOfdIn yoos mind 10 mow...nat ~ ~ You" brain _ orI)o a 
portion oIlhe WOld to be able fa ...- _ of it. ~ is ~. 
_ .... _ you mcogniza fMIOU!1I 0/ tho WOfd to enstnI you_ 
"'-00<1 ~ acanteIy. 

Reading more than one line at a time 
Thi. will uk< p,utico. When you ...,ad rnor< than one ~n .. .. a 
tim. you are doing something you may no. have though, of 
doing bde," and you are doing .omnhing you may hav. 
though. impru.sibl,.. If '0, you may be working again" your 
belief system. In .iloo,ion. like ,hi., whOl you n~d is <,viden«. 
You will be abl. to provide your .. lf with your own evidence 
one. you have fohn a linl. rime 10 ptaC';", the nr:« txerei ... 

You began to expcri.nco what it wo< liko to _ more than """ 
line at a rime when you did Ex.rdse 5 .bo ••. This can only be 
done dfecti.dy wh.n you .. ad WiTh your eye .. nOC your eU5. 
R.member tit< . xorcise on getting th. m .... g. in Ch.p~r 2 (se. 
p. 37). You found th.r if you saw rhe words in tit< wrong l>rd« 
you w ... .,ill abl. to und.rstand what th. message WaS. This i. 
the t<chnique 10 uoe to pr.lcri ... this n.w skil l. 

To .ncourag. your mind 10 _ mo .. Ihan Oil< lin. at • tim •• 
follow the '''1'$ oudin«l in rho box below. WIlen you begin you 
may find Ihat your comp .. h.nsion dip •. This is to be exp«:t«l. 
1be more you practise. th. more com/onable you will become 
with reading with your er'" inste.d of your ...... 



r:t1o Exercise to learn how to read more than one 
line at a time 

II Tn ser the riming In, this ex.",ise mako ~ <a ... tlt rape rhar will 
leI you know it is rime to increase your reading rang. every J 
minures. Set a tape·t<Cnrding ,ilence lor J minotes, Alter 1 

1 minutes say 'Stop' or ring a bell. Then Ie"he ,a pe con ,inue to 

! 
recurd , ilenee for an",her 3 minu,., and again ... y 'Stop' or ring 
a bel!. Conrinue this fur 15 minures (giving you fiv ..... 013· 
minute b(ucks). When you do om ha •• rim. '" pro",i .. for IS 
minu,,,, set a rimer for 3 minu, ... When i, goes off, re· .. ' it for 
auorber 3 minute. if yuu can <pare ,bot rime. 
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Exercise to increase peripheral vision and 
awareness 
Take" shon walk. A. you walk, look SlTaight ahead. Tr)' ta Ie< 

as much • • you can in your whole vi. ual range. Wha, i. in the 
extremes of your vi'Dal field, left and righr, ,op and borrom? Articul.,. wha, you «. a. you see it. After you have done Ihi. 
lor a white, .i, down and, using a pace~ read a. fa"" you ca n 
lor good comprehen. ion. Noti" ,he dill.,." " in ,he speed and 
eue 01 your reading. Thi, i. an excellen, exe",i .. 10 do while 
you ore walking 'hrough IOwn Or in a park. 

~k1"9 your perlph_ vision _ for you 
When you ""'d. apply what you learned ... your walk Ih!"oIqI the 
p«I<. RernemI)er how much you could _ and make good use 01 
your visual MllltJ'I. ReadIng one word III R _ places your I<)CUS 
on the Ii"sI word of ......-y line. which ..-. that much of whal 
you _ is the empty SPlIce In themalllina.So. Insl""" <>I aiming 
)'OUt 8)'fI m the stM of the line. aim II .bout tw<> words into the 
!he and lei your pen"" ..... perception <10 the work. 

How to prevent and cure eyestrain 

--He.. is Itl exper\mel11 to show you how your eyesight 
deleriormes 1hmugh strain. 

StarfI at a pagII. Do not bUn!< or mave your eyes. How long is ~ 
betore your \rlsion beglna to t.klr or your ........ begin to wale<? ~ 
dCIesn~ take much to strV\ your eyes. 

RestIng your ey ... blinking and taImg care 01 yourself w~ prevent 
eyestrain. Yoor eyes _ rest. The mora retaxed they ..... the 
Ion\IO< you d N ab/fI to read. 
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The •• few .imple pr"",d,,«. will help yo" p«.enr and cun 
~"e$I .... in: 

• Before yo" 1n'1 rirffi, res, your eyes by closing them for a lew 
momenrs every 10 Or 15 m;nu, ... 

• As often as you .. "",m!.., to>, try palming. Palming i, an 
excellent .y~rc1a"ing e,. ... ise. Rub you, hando tugrther unriJ 
'hey ... warm, ,hen dose )'OU' ~ and co.or ,hem with 
)'Our hands so that no light gtlS in. Do no. press aga;"" your 
e)'.balls: ,Iu, could damage ,hem. Cove, your oy .. lik< ,hi. 
lor 10--15 min",es. 

• Spend some lime in ,he ."n. The M,ur.1 rays of the .un ~.n 
.. vitali ... your eyes and a .. an e"""n.nl sour« of Vitomin D, 
n .. <IN by your eyes to remain hullhy. All YD" have to do is 
dose your eye, and rum 'hem [oward.,h •• un. D<> nOi opcn 
your eyt. and look directly at the 'un. In hot, ,topic.1 pa,,, 
of ,h. world, do Ihis for only a kw mino, ... In nonhern 
dima'es you Can fa« 'he sun for a IitTlelOllger. Sunning yaur 
eye$ will ..... blood_hat eyes and d""r<'$< irritabiliry and 
irchiness. If .her< i, na ,un, U$< an incande",en. source of 
ligh. (one .ha. prod",,~ some wa.mth) imlead. 

• Blink. The sc.a.chy f .. ling in your eye' may be beeau .. ,hey 
a .. dry. Many people wi,h eye problems compound ,hom by 
no, blinking and watering ,heir eyes. While you ar. «ading 
(especially from. PC monit"') be aw ... 01 you. eyes and 
blink often. JI it holp<, put" ,ign above your PC .. minding 
you ... llto blink. 

• Swinging i, an ex.,ei .. that not only .. laxes your eye, but 
.. laxe. your whole body ,IS weU. S.and at a window or 
outside (anywhe .. you cln ~t a long-cli.<tance view) and 
_wing your body and head from 'ide 10 'ide, moving your 
ey •• ae.os. the whole horizon. Focu, in turn <>II .~rythin8 
that ,Om" into your visual field, no matler how d05e or far 
away i. is. Relax, think of somerhing happy and romfortable 
and enjo)·th. b.eak ftom wha"",er you were doing. 

• Change your focu •. Stand where you have. Iong·di .. ance 
view. Hold your thumb about IS cm from your eye •. Fint 
locus on your thumb and .h..., change your focus '" look I. 
the forth", point from you. Do ,hi. slowly and gently. JI you 
have bten looking at a PC or r.ading for I long time, your 
eye, will be tirul and changing you, Iocw; too quickly could 
give you a headache. Relax and take your rime. 



AcuPN""'" 
1 Close \'0lIl' "II"" and rest yout tII!lOWS comlortably on a tallle. 

2: Use )'OU' ttunbs to ~ \he .,side COI'IlOIrs 01 your 
eyebrows (8 second,). 

3 Us. your thumb and lode. rOlQ<l< to massag<>1IKI bridge of y ..... 
I'IOSII (6 seconds). 

• M-..ye t~. ""'" of your c_bono dil'8ctJv under the canu. 
ol'/O<i "Y8 (II $&C<>nd$). 

5 Ul ing your tt1re8 _Ie finge(s. press IIrniy but g.onUy all 
arourl(! tile I)Ony ridge arour.d yolK eyII socket, moving In • 
clockwise directJon (8 times aroun<I your eyes). 

I I / .. ~ .... 
! \ 

e KMPI"O yoor ayes """'ad. palm I", • lew n'Onutes. stre1c1l and 
carry on with wIIoI you w ..... doing . 

• If your eyes 1,01 panicularly tired Ih ..... r. various eyewube • 
... ilabl. ,h., you c.n gel from any pha'm<>cy. Fa)!ow the 
inmuctions ,ardully when you u" them. Chtck with your 
optician Of you, doctor if the problem persists. 

H • 
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• If you ... ~ar COntact t..n«<;, it particularly impo""n' to like 
lood Car. nI you. <)'<"I whik you ue ,ud in,. If you h .... 
Toe of , •• ding ." do ;, ""'1 be admablt I<> wt-a' 'P«'aclO$ 
;notead. Atwa", "" ••• pair 01 sJw.a with )'0'110 Ilw )'001 

can 10k. 0'" your Itn$n i' y .... r <ya VI IIncomfon.bl •• 
• Whik ",.ding, YOU' <')'n an: limited .o he- m...:h .hCT move 

"OIIn<! ,he ",xt or ""rct1I. An u«llI'II. way .0 ,.Iit ... IM: 
tcl'lSion .h ... his ",usn i. by p"",,,rising eye-robia. Firs. look 
s".igb •• h .. d. then IooIc Up.' far IS you can, down., fIr IS 
you can, 'hen to ,he ~h and 'hen .n ,h, righ., NUl look.o 
,h •• up left, lOp rillh., bon"", right and bo\'O/1l I,h . Hold 
•• eh gou for only. >«on<! or so. When you h ••• done ,hi', 
tqueeu J<>U' OJ" , hut .nd, if JOU wan. ro, .cpta, .1It 
urn:;..,. Afr,. you ha .. complcred d .... ""rei .. , p.lm for . 
few m'IIII'ts. 

• AaI.,..,.......;.; wry ",bxinl.nd Y<'IJ" guod for )'011' tyn. 

You .... y find whnl you try acuprns"rc .ha. II ... IU. around 
you. <')'n fed. sensi.i •• and sometimes a little PIIinfu!. Thil is 
due to !.nsion then:. You hue 'h, urn. """iriviry when you 
ha'~ • nilf neck and lIO"""n, ,iv" you. m .... se -., .om. 
poinlS it is ma .. pain than pk.su.el 
N."" rub your eyes di'«1ly on ,h~ ..,.ebIU. Th~,. is n(>Ihi"l 10 
prOl«l ,he e~ from damagr if 1<'" do that. 

Reading from 8 PC monitor 

Avoiding straining your e)'H 
Th.,. i. m""h you an do 10 flI<Ikc- ... dinS from a moni,or less 
ilrwn.1 on YOU' ..,. ... H ... I .. I few tips: 

o fonl type and .;u _If w meon. hIS itn. you I do<umenl i nd 
,h. fon, is difficult '0 .. ad due 10 ei,h .. ;IS si .. or ryj'><, 
change ;1. 

o 50-...., contrast - Mlk •• urc ,be b .. k~ is • <01>1'." ' 0 
,be ..,,1 on the ...... n. For 50lIl< people • ",hit. rcrttn flI<Iy be 
'OIl IIfOnII and for orhen I hi ... one may be 100 cb.k. 
uperimmt ...... diffcrm, ICtftII coIou .... A po .. blue or ptT 
bxkgound is wonh • 'rJ'. 

• Lith' - Thef. is • misconctprioo .ha' natural ~sht is &ood 
when """Icing II I monitor. Nllur.l light is unevm .nd 
moves as ,h •• un shifu; In ,he sky and .hadows chang<. This 
.ff<£lf you. IICl"CCn Ind can CIUSC cyes'rain. Alw, ,h. sl". of 



rn •• un on your S<.Ottn may mak~ reading v.ry difficult. If 
you don', mo,'e your screen wh.n working;n na",rollig)" 
)"ou may hegin to . uffer from b.ck pmblom. due to shifting 
abour and ';lring in awkward po<irion. ro .nable you ro view 
lhe scre.n. 

o So-een in,ori<ronc' _ Havo •• linl, di" .. ",ien on ynur ",,"on 
a< po<.ibt •. II m.y he "mpring ro h.,·, all the icon. on 
di.play. The more you have on your screen. rhe .mall., rhe 
re. ding and wriring .p.c. witt he. Only have wh .. i. 
n.c • ...,ry for rhe work you are doing. 
Sere .... av .... - Ther •• re screen ", .... on rhe market now 
rhat remain o",ive att the time. On. th .. rook my anentinn 
was a 'heep rhar ran around rhe scrren whit. I worked. Not 
only did it help to relax my .ye, and pre.em m. hom sraring 
ar the &<,,<n , bu, a .h..,p cha.ing fro!\> ocr.,.. ,he scr<en wa. 
good for my .. ".., of humour. Anything good for your I«:n« 
of humour i. good for )"our stress levels. which in turn is good 
for concen" .. ion. 
So-em po.i ' ion - Hav. the screen a comfortabte di"ance 
aw.y from you. It .hould he .t 1 •• >1 an arm', length .way. 
Avoid having ,h. screen directly in Iront of. window _ ,h. 
comraS! in light m.y he uncomfortable and activi,y om.id. 
e. n he di"rac,ing. 

o Comfort _ Working or. PC mean. ,hot ,he only part. of you, 
body ,hat get .ny eKerd", are your fing .... SlOp. stretch your 
body and do ,ltr eye.robics '''rr 20 '0 30 minu, ... 

Speed reading from a monitor 
o U .. the arrnw as • pace, - Instcad 01 moving it along <a,h 

tine, which can make ir difficulr '0 lollow, pull Ihe arrow 
d"wn 'he middle of the page or;n an 'So ,hape. 

o Change 'he margin. - If you find i, easier ro read whn" lin .. 
ala time when ,h.y are na"nwe, 'han a full page, ch.nge th. 
margin. of tho fOx' ,,, rrulk. the wrinen text narrower and 
.a,;er to read. 

o Make everything 'ingle ,paced _ Information can he read 
fa« .. ,ingl •• pacrd than wh.n ,he ",,, i. dnuble or triplc 
spaced. 

o If you use )"Ou. 'page down' key 10 get from on. page to the 
n.x, you will wast. ,;m. by having '" find where you werr 
before the page jumped. So-olling dnwn not nnly avoid> Ih. 
jump< but al.., provi.k, you wi,h a pacer in the shap< "f 'he 
bottom of ,h. scrren . 



". Eye nubition 
like )'<MI' memory and co""",,nnarion, you. eyeI .~ grullr 
aflO<Ud by wh: .. you nl. One rule appl"': .Iu, is """" for 
you. hea" i. a b.u good 10. )'OU' O)'fl. ~ follow.", 
... pplements Iu ... bttn $hown 10 haK a bme6c",] dfm on 
oyH'KIn· 
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Summary 

----... -~ 

1 A paar hdps you ,.ad more wilh your eyes lhan wilh your 
e .... 

1 A, long os you read wilh your ea, .. you will only be able to 
r ... d a. fost as you ~.n 'I"ak. 

3 Reading mo,e lhan one wo,d a, 3 ,ime .lIows you to 
undc .... nd chunks of meaning ralher lhan individual word •. 

4 Reg"",ion and progression are visu.al rics thaI are a .esult of 
poor concent,.,ion and. lack 01 confidence in you, memory. 
A paa, will .timinal. 'hes. h.obits. 

5 Look .fte, you, eye. conrinuously. A. soon as ,hey feel 
unromlonabl., SlOp and ,.ke. break. 

6 Take ,pto.1 care 01 your .ye. il you work ftom a PC monit'" 
fo, extended ptrioo. "I time. 

7 Eat wdl. Y"ur eyes a,. affecr«l by you, diet, just •• your 
brain is. 



In liiio; cIwIPI" I'OU - II...., . _to""""' __ ---'*"" r. 



In an ideal world ''''e would read only whar in,ereSled us. only 
in the right environment. only when "'. had a. mu<h ,ime a. we 
needed. and only when we wanted '0. Life i. not like ,ha,. We 
must often reod moteriol we .re nOl pankularly in,ere"ed in,.' 
a time and place not .uited to our reading .tyle and . all ''''' 
often. ,,",'h a d ... dline. 

Oi>!'a<!ion. ore no! just who! happen' around you. Your 
inl<mal <tal< can ho •• diSIr.C(ing a. a <nosrantl)· ringing 
.. !ephone. Oi,,, •• ,;on. hamper dfeClive re.ding .nd .CCurale 
=oIl. The more you can red",e ,hem. the more ch.nce you will 
h.ve of .u«e .. full)· ",. ding what you need to in the time )'ou 
ha"e available. 

In this chapre, we .hall explore ... ng< of di.str.ctio .... and way. 
of working around 'hem. 

Lack of concentration 
If your .ne",;o" drifts e •• ily, sccming.ly inconsequential thin&, 
distract you. and you find i! hard to concemrate, there may ho 
an ea.y solu,ion. 

We diKU .. ,d ,onceorrati<>n in Chapter 4. If you ,hink it may ho 
helpful'" go back to rd ..... h your memory, try one of the 
concentr.tion exercise. in thor ch.pte, (see Pl'. 62~). The 
following 'ip. will .1", h<lp you incre.se your concentration 
and your ability '0 focu, on one task, 

• To en'u,e pe.k concentration. take break. nften -
approximately 5 m;nure. every 3(1 minur« if you ar. reading 
on ly. lf you ar. r.ading a number of different reX"l' and taking 
not« you could .. retch your reading tim. to hotw«n 45 
minut .. and I hour before you '3k. a 5- or J(j·minu,. brea k. 
P.y a" en,ion to your body as you read . When you ... rt 
yawning, making mi".ko. or to-reading pa .. age .. or if you 
dC'elop a headache, ;, ;. ,;me for a br.ak. If )"Ou work 
through the .ymptom. of ti redne .. your cO!>cen".lion, and 
your .biliry '0 rememho. and underSland what you are 
reading will diminish rapidly. Ta k;ng a bte.k does not me.n 
I)'iog down and going to .1,.1' for 2(1 minute. (ahhnugh that 
do« heipl - you can go for a walk, drink some wa'.r •• imply 
dn something different. 
Knnw your ...... nn. for .. ading. The de.re, your purpu«. ,h. 
e •• ier it will be In concentr.,. .. en if you dn no! re.lly want 
to. If you h.v. nn reason. you will probably giy, up fairly 
quickly. 

". 
If 
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• Read aaivd, usinc • I"'CCI; np«i~Uy if you ltt feeling rim! 
and ""~ 10 ... ad or if lhe ..... ~,iaJ is challe",;",. n., II><>U 

"'nscs you _ . 1M mort ale" )'OU .... likd,. 10 mnoin. 
[m.gilk hnins a m •• 1 whon all y<>u an do ;$1001< ar if. You 
can't Imen il. to.lt il. f,oJ ,h. lulur. of ,h. food or h ••• ,he 
sounds of ",nins. llieing and <hewing. All you Can do i, see 
it .nd •• , il . How much do you ,hink y<>u _ ld ",joy ,ho, 
meal! Ei&/>CY po. nn. of the enjoymmt 01. m •• 1 is in , he 
<nISOty .pprttia. ion of if: 'ht ''''e, o.m<l~ luluK and 
I'~n •• 'ion of 110. food. ~ ""me appliu to ,.ading. 
Unfortunately w. are ' aught 01 a 'try ••• ly ag.!O appreciate 
,udin, only '''rough one "n$<'. Whon )'1>U Jla.1 build;"g 
mind-map<, ,akin, no<U, ' hinlcin, about wh., you ",.d, 
discussi"l! and acrivdy modi"" you will find d .. , ... adi", 
bt.;om., mort' lIk, 'M ...... 1 YI)IJ Can Ott • • a<t<. smell, hoar 
and Ittl. You .lmo.1 always "' .... mbt •• good mul ... """ , h. 
''''''pany i. &,><><1 and ,h • • ",,<>undin,. pl •• sant. Tre.! 
"adinl lik, • good meal - ,0011 be $Urpri~ II wh., 
happo .... 

• kt I definiu lime limie. limit YOU' ~~ding inlO J(l.mmuu 
ch~nlu. TIl< ch~nk, .hould be ,,,,,,II crIOU8h 10 fcd c .. ily 
m.n,guble and big enough to Ittl th3t you or, .chievinS 
YOU ' 8o.l. lIr ... Iislk. If.s you .e.d you li nd Ihal the oi,.. of 
chunk> ;. 100 hi8 or I"" . nu.U, $lOP and .... S<e$I. lIr f)CIl.ibk 

Coping with extemal noise 
If you .r< not on. of Ihose poopir who co"".n!!OI" .iIM. 
beau .. of, or in .pit. of. background noiJ.e, you need to do 
..... rylbln' y<>" u n '0 minimilt Ih. r><>i .. around you. 
Unfon ..... , .. y, ,be,e is al .... yoliktly to be some <XtI<mal noi .. 
y"" don't I\a, .. much (Of",01 O>'C •• If you Wl).k in.n open.pl.n 
off..:e you may lind 'he ~ di .... c!in'. 

Th.~ . f< .. ve.al ,hing' you can do 10 minimi .. di .... Clion 
f.om Ih.is kind of noj"" 

• IarpIup - If you gfl ~ riglll: !yp< ,bey un be Vf<y 
comfon.hle and .ffttri .... M_ sood chemi ... will .upply 
.hem. Try out a few makes,.hen keep ....... I .. IJ of ,hem in 
you. desk. 

• Wea .... phon .. and play appropriate music ,h'<>u&b!hem-
m\Hie: ..... oo..t words and "'" 100 loud. &""1'" mwi< is beoI: 
for mu;mum coow;c,olTaUon. Make MI' ....... you fucm to iI 
IlOl ' 00 me[,">choI, and only play m\Hie you ",joy. Moun, 
Viuldi and some of 8eelhoo",\ works are especially good 



for conconuar;on. Ynu Can expetim.nr wi.h music. Por one 
comp<.>sr. on for 20 minutes. change ro anorh.r and 'hen 
compa ... how you fed or how w.1I you concon""ted. I~ 
p. 61 for .ome spedlic luggrSl;on •. j 

• If your <k.k is in a "uly open-pIal! oP;O"" with no divide ... 
bnween th .. desk.. cr .. ating a vi ..... l barn .. between you and 
rhe tn, of ,h ... pace will help CIlr dim'Cli"". You do not h .... 
to build. walt around you - rhi. i. no, alw.y. de,irobl. or 
JIOMibl ... All you need ro do is place som<thing on your desk 
thar r ... ch ... .. ye Irv<L Thi' will provid .. a psychological 
b. rrier btrwrrn you and rh .. dimacting en,·imnm.nr .nd 
mak .. il e .. ier to cope with. 

• If.t.1I p<.>ssibl •• I .... th .. noi,y environment and lind a qui .. 
• pace '0 re.d in. 

R .. IPMIP/e 
'" deIeg!tIe ... OM '" my worksIIops ..- to gO I'IItl 1M cIearw"s 
~ When he !\ad a -..y rnportam <Iorurrio!f1I to .- IIIat 
.-.. '" his attention. He would gO ... to 1M cupboard. jeon the 
door shut. ""'" 1M docunonI. lake the notes he .- and 
<'fIII!lP6Bt When he was A1ist'>ed. It worked lor him and he was lucky 
toi""OUQh to '- • cupI>o8rd .--by with plenty 01 ~ a DiI. of 
"""",, a "'-"PI\I 01_ .... and no II.rnes. 

Coping with internal noise 
Internal noi .. is cau .. d by your mind wandering. perhaps 
breau"" you have not d..;id.d '" .pend rhe rime on a particul.r 
.. sk. Tho advice on conc.n".r;on in Chapt .. r 4 will help you 
here. What will help moST, huwev.~ is the deci,ion I" take ,I>< 
,im. 10 read. 

If you don't make a firm de<:ision 10 .it down and read. rh .. type 
of inremal ,alk 'hat goc< through your head migh' ,ound lik .. 
thi" <I don't hav< rhe lim .. for thi •... X really need. 10 be done 
now .. . Y will hav< ,0 move to 'his afrernoon .. • [ .hoold br 
doing Z .•.. There will be SO much nou.. in your hrad 'har you 
will br unlikely 10 remembrt on .. word you hav .. read and will 
br w.<r;ng rime. 

• Mak. a deciJiOll to all""a" a certain amounl of rime 10 r .. ad 
a .. , amount of material. If you can plan il into)'QU' doy. do 
11<>. Some reading cannot br planned rnL In rhis irurance. 
inslead of diving inro tho tex, wi,bou. thinking, took rim< to 
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'" .h.""gIl .he prtpar.uion.nd prtview Rag« quickly. Thtn 
if you 'hinl< rhar ,he <iocUmtllf ... ally dots n«<I t" be ftad, 
dtci<k wbn. you au lOin, 10 do;, and puc ,he rime I lidt. 
Ah~. ,he decision is ......... m<KI in,""'] ,alk will disappra. 
Ind fOU win boo .blt to fOXllS. 

Physical distractions 

Tiredness 
Whm you or< tirc<! j. will "" .lmOil' impossible to co<>«nl.I'e. 
If you an, "ke I b ..... k and ha~ •• hon .... p .... go 10,. walk 
in tho park. If 1<"'''. u .... bk 'o do .ht, thtrc ar. ltyo •• 1 Ofhor 
•• nt.pn ....... fO )'0'1: 

• Cu. 'M timr you . ptoId •• ..dint; down .0 lo- I S·mlnu~ ,'-• u.. mu!ti_1IOOf)I .. adins. 
• Drink plury of wI .... 
• Do •• robic exe",iS<'$ durinB your b •• ak.o - jump up and down 

• bit 10 "Of the oxygen f\Qwina. 
• Bro.,h. deeply and " •• ,ch "err lew minott •. 
• If)'<lu Ita .... muUe pl.yinl make it upbeat and energetic. 
• Make tu ... you ........ I V<"ry good , •• ..,., if)'Ou '.Id .h.ough 

)'OW limlna.<. 
• Do nat '" on Jonser ,hln you Ita .. to - .. .,., whtn fOU ' f' 

finished and ha ..... ,000 ml, 
Avoid workin« .hrouch .... ni&ht. 
Avoid ncess iUp' Of $Ilrth. 

• Avoid ufkiM, For maximum performan« you WIn, 10 be 
aJ.It, nol jin.".. 

• As we ha~ sun in Chapf~t~, ,<.ding a, [he .ighl lim~ of day 
~an go a long way I., p.evml;ng 'il'fllness. You ""'Y no,i(,. 
IhOl you can co"""nl,",. bon., a' «nain limn Df day ,han 
<>I ...... Your resWfS will be bone. if you .~ad.,.1>0:« limet.. 

Son> oyea 
Any kind of phpical diKomfon it a dismocrion. You. <Jft OK 
J'O\lf primary 1001 for rcadins; like n •• of thcm. Refruh '1'
..... mory .bou, .~ an by nadin& the summal')' al the ~nd of 
Chapte". 



S1ress and reading 
II you If, .. ,CSU'd i. ;. bm ... 0 pop for I ohon rime,.,......, if you 
.honk you """, ... ...,.t.. ri ...... SlOP, bte..M. relax ..... !ua •• • he 
joll, h • ..., • «Iki ... ..freto drink <)f 5OI'IIt wau. and o;a"y on. 
Briol ""tW;d d .... nQl mlh _ pwpk ..,ad anr fn ... 0' 
more cffocrivd,. 

Hunger and thirst 
Hunge. il' .. ,iou, di,""c'ion. Conv.fltly. if you ea •• oo much 
you. concenlraOon will ... imp.i,w. If you ha ••• 1.'11< .memn. 
of .r.dins U) du, avoid e.,ing '00 mll<'h a. uncc and avoid 
rxteSl "'p' and ... rch. 
Anod ... a """ of poor collCtl>l"'.ion i, dehl'd ... , ion. You, hody 
is 90 per em! "" ..... , and by tM Ii ..... you Itt! rhimy you ... 
alrad, dthydr.OIed. Drink plenf)' of wau,,....,.. if )'<>\I don', Ittl 
)'0\1 n«<Iany. A>'Oid rea and coIftt _ ,h. (";Ifm... in .t..m will 
dehydm< l'''''Sfm fI><>K. 

Environmental issues 

Comfort 
Emu,. you hay. fresh ai, and ldeq ... ,. li&Ju:. Mak. yourxlf II 
comfo<uhk IS possible without becoming de-epy. 

Ught 
Dayliglu is Om lunks. you a .. usillg • Pq. If ,he.., is none, 
....... lIff' Ihc>uld nor he: mll<'h WII'''''' bnwHn 'he level. of 
ligh, under which you Ire wo,king and ,h •• es' of ,he room. 
TbiJ helps preyent eyestrain. A ,.".,r.l rul. i •• h. the m.lin 
$(lim'(" of ligb. , hQuld com. 0'1" .he ,houlder opposi.e to you. 
wririnl hnd. 

Delk and chair 
Mlk. SUre your .... k and dtair Ire ,be righllwigltt. Wbtn,.,.. 
oi, QfI ,he choir you should Iw .ble to si. back, supportins your 
back .-j.h your Itt! 110, QfI ,t.. Ilooc. If you cannot r<xh ,t.. 
floor piau I bIo<:k •• your {ft._ YO\U desk ohould bt 1.'1< 
,nough '0 lah • ...,ryrniag you ".,ed Wr .t.. W<>Ik you I .. 
undmaking. 

.. , 
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Work distractions 
H<rc i. some general .dv;~ about coping w;rh di ... acrion, .. 
work: 

• Plan your day _ Oistracrions rome e3,ily when you don', 
know w .... t you ... anr to achieve. At the ".rt of your day 
writ. down <\ .. ryrhing you wan! 10 achieve, including ,he 
... ding you wam to do. Sc, a.ide ,ime for if, h might al", b< 
useful,,, PUt tim. a.ick in your pl.n for l.i."re r •• ding. Once 
you plan if and )'00 can se. ,hat ",. ding. novol ror a whil. 
isn't going to mean th .. you will nor achieve everything 01 .. 
in your day, yuu will find tha, you enjoy the tim/:, "ill g" 
..... rything done and improve your 'P«<i =ding by .. ading 
mor •. 

• Set ground-nil •• - O""e )'<In .tart ,om<'thing, don't I., 
.nYlhlng dim.a you from compl.,ing it unl ... ,he .. i •• very 
good "'5on. Have you ever ""'ed mowing ,h. lawn or 
duing ,h. di.htl, only t" get di"roct<d OntO som"hing else 
.nd ,hen fi~d you don'l ",ally wanllO go back 10 wh.1 y.,u 
51.ned? O",e you .,.n somOfhing, finish iI, This will nOl 
only improve Ihe qU31ity of your work, it will increase Ihe 
quantity you can achieve. You will.lso feel more ... laxed and 
at ease bee."", th. job h •• been done, 

People demanding your attention 
Few !",ople have the luxury of being able '0 work wi,hou, 
interruption. The,e willalmo .. alway. be someone, sofMwhe", 
demanding you, an.ntion 01 some poinr. wheth .. by phon. , in 
!"'rson." by .,mail. 

If you Can, set •• id< the rim. you need to read. Put up a 'Do no, 
di.rurb' norice. If you are unable to do th.t _ and mos, of us ore 
_ deal with in .. rruptions like phone call. and !",ople wonting to 
.. e you b)· consciou<l)· breaking off from your r •• ding task and 
paying attention '0 ,he inrerruption. 

If the phone ring< or someone com •• up to you while you .re 
«.ding: 

• If possible, ftni,h the sentence or paragraph you arc on. 
• Place a mark on th. pl ••• wh ... yon 51opped, 
• BrieHy r.vi .. in your mind or on pa!",' you, undu«anding of 

'he I"", sentence you read. 
• Then give an.ntion '0 ,he next ,a.k. 



Once Ih~ inl~rruplion i, over, you cao rrrum to your r~,ding, 

• Sil for a mom~", and rec .. l1 your undemanding of Ih~ 1 •• 1 
<CJ\ten« you read, 
R~·affirm your intontion . nd pUrpoW for r.ading. 

• Sot the time again for a manageable chunk. 
• Conrinue to re .. d. 

H .. bit dictat .. that when w~ arr into,rupled ~ are very likdr to 
hop from one ,ask to .n<>th.r. In''~ad of doing Thi., rake a brief 
p.use belW«ll13.ks. Ell,ure 'hot yoo don't wa~ tim~ trying U> 
find where you left off before Ih~ dim.c';on; doing ,hi. will 
pr .. ~n' you from having ro SQrl oul your ide.s and avoid 
<:anfusion in your mind when you get back fo the ta.k. 

Clearing your desk of distractions 
[I i, important (0 avoid dim"".ing yourself wi,h other t ..... : 

• Mail- If you get .1", 01 mail., 'he beginningol the day h .. ,·o 
.. routine of no marc Ihan 20 minUT" e.ch d.y 10 optn all 
YOUf mail and file it, de.[ with it or bin iI, Don't let anything 
get in the way of doing ,h. t. [, migln nat <ecm.n import.n, 
job at the ,ime but whon . week', ma;1 piles up on your de.k, 
unde.lt w;,h, i. an be very di.r",mng. It may mak~ you 
wa,.fO marc lim~ Ihan you .pend in dealing wi,h it in a dai[y 
.... 'on. 

• E-mail- Try 10 deal with all your e-mail a, one poin, in 'he 
day. 

• Desk 'pace - Every pi"'" of paper on your de.k may di",.ct 
you .C\'~r3[ tim .. C\'~ry day. To minimize this rype of 
distraction make .or< 'hat 'he only .hing:< on your desk ar~ 
thost th.t h.ve something to do with ,he project in hand. If 
you have your [n and Out (ray< on your desk, find '!IOIM' 
ploco for them for a week. A. the cnd of the week, ...... how 
diff~r~mly you spent your time, As long a, ,II< 'my is on your 
d .. k, you only hav~,o 1000k up and J'OU will '~e everything d .. 
you h3.'. to do ,ha, d,y in" .. d of being able '0 fl)Cll' on one 
job al a ,im., 

• dutl.r-If you, d .. k fOnd. to be covered wilh paper, d~ar il 
of ,,·.ry,hing ",her ,han ,h. job", hand for jUst one d.y. 
N"'e . he difference. At the end of each day, mak~ sorc you 
[ea •• yoor d .. k ,,,,.Ily dear. [n 'he morning you will 1«[ far 
morc reLtx~d and abl~ to choo .. whal )'OU wam to deal wi,h 
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in" •• d of having to do.1 wilh wh>!.~r hopfl<'1ll I" hr on.he
fOP of the pik. 
Other ~pk'. RadinJ · 0.. ...... Ie. anl""U put arlylbiJ\l "" 
)'OUI desk ,ha, you .... Wft) scm aDd agrttd .0 baw ,hoM', 
nporiaUy if )'001 how '0 ",ad il. Whm ........,... sives ,..,.. 
so ....... hing ro ",ad uk .1Inn 10 uplain de .. " why ,~ think 
yoo should Kad iI. thon clmd< if you ",an, fO"""P''' as ... 
Kliviry in y"u. IICh.d.,I •. If .hey cannm ,i" you I 
"",facrory reason, ,hink carefully before you accep' il; on.:. 
you do, you will have'" commit you""ll.o the ' ime rtquited 
10 doing iI, 

Summary 
I Tak. ""'11<$ oft ..... 
2 Make SlIK)'OCI hav. a .taoon rOf modi .. 
) had oo:tiwly . 
.. s..." dcftnifC Ii .... ~mi, for y"'" ruding. 
5 W ... , earplugs or US< u/phon" and play mUlie if.ho...,.,. 

.",und you i. dimacting_ 
, If po .. ible, find. quit. ,p,~ to ",ad il you h.V.lO .... 'hina 

,h •• n:qui"", your full.".n.i,m. 
7 Be aWl'" of whO! you ul and drink whik you work. Yo"r 

dirt hu" gr", rffOC'l on your ability to co~nrrafC . 
• Take caR of )'Our oyu. 
, Plan you. cby Ind ltaw ~. too- uM>rpt<Ttd calh on )'011' 

.imt. 
10 Work in" .Ira. 'po«. lia"" on.,. tht poptrWOtk t .... i ..... o 

tM job in t..nd on you. clnk. 
11 Avoidac<:ephnguading mami.1 from pmpk un,", yO\l ~u 

oure yO\l nove f() •• ad ir. 
12 Spend I maximum of 20 minur .... day sorting thtough you. 

mail and ~m .. il. 



In till' chapter you will learn: 
haw 10 ""'" uJ'l(ler pressure 
haw 10 make !he moat of 
youraval~_ 

how 10 lind ~Iormallon lasl 
haw 10 ...ouce Umece5$O!U'J' -., 
haw 10 ..... aluale your 
~ 



.os 

I 
i 

H(}w of ton han you ,ud a book on.pttd , •• ding and thousht 
tn.t ,ho ,do •• "",lIlIt<! wtluk! bt .11 "ory w,1I if yo~ h.d II>< 
JUKUI)' of "'orking in )'0'" Own .",~ro'''I ... nt? ReadIng in lhe 
rul world mUM ,h., 1_ don' alwa ys I\a • .., PO""" and s<>linodt 
." ron<;cn, .... ," on ""har y .... • r. doi~ You.r< . In>O<I un~I" ' " 
be- m"""I"N and l"" ,,-,II proboblT .... H a okadl<n. , .... , is too 
.k .... l .... corn!on. Tn;' . h.pc., pr"",nn some iIka. on """. 10 
,.~d unOCr pr .... ur •. 

Information bottleneck 
Sum.tnnC'S )'uu h .. ·• m". , II> ,ud th." )"ffil h •••• inl< f", and 
1"'" ".".r ""m ,0 V' '" the md. Two poo>ibl. explanation. art: 

You Ittl you need '0 knuw .... 0,}1 hing. 
• Pro<r:>.nn.1non. 

Need to know 
If)'>u find .h.,)"ou b •• ,. ",or. ruding fO 00 ,tun you <an copt 
"'If". osk YOUrMU" '1ue.,io", -00 I nttd.1I 01 thi. in/"rm •• i"n 
,,,.m! ".ding it all !J«.uS<' I .,n worried thor if I do nO! know 
il .11 [ ,h.1I not bt .bl. w d" my ioh ",,\I or hdp <>lhcr. do 
,I><i"" Be 'ure '" an,w •• ,h" hO~'>lI)", 

" numbt. of <MII« .n;""I ..... . cun neaw w;.h .ho u'g< ", 
~"""" ..... <ythinS· 

Apparent urgency 
You .... )" boc in .h< h.bi. of dullng ..... h so",..hing al .... '" •• 

lOU ",,~iv< it, no .... n •• wh ... 1:00< has 10 bt ....... or how 
,mpon.n •• 11< I .... , ,.,k , •• 11, i .. If <om<on< ,i'" y<>II • 
doo:umcm ,0 f<ad .nd $.1)'1. ·Thi. ;. urg.n •. )·ou mus •• ood i. 
now', don't .ak •• lI<i. we,d lor i •. Ik<o.ding '0 ,hom i. nuy bt 
urgon •. bur i. mighl ho .h. u.=nnd '" .hird mos. Uf'lt<n,.hing in 
yuur day. Tak< ,h< timo to priori.; .... 

Nobody doe_ It ben ... 
Th .... an <"""Ikn •• "'." .... ,( yotr wam to make <Uf< )'ou /t;o,.., 
pk"')" of wOO .n do "'ory Wftk....J .nd ho~daf. Moo. "..,"'" 
.f< .... ~b .. of d<Mng ,btJ, jobs .. <II. Thinlr po .. " ,..,ly, h . .... bi.h 
,n Dlhen, priorir;.., .nd dd.p •• . 

Ge_1ty 
WlI<n if com ••• 0 yotr. own .imo, you c.nnof .Iw.y •• I/,,,d .0 
bt g."«ou,. Often .h. poupl . .. ho gi •• )'OU ><>m.,lIing ...... 0 
d •• 1 wi,h af< doing so.o .void doing it Ih."""lvcl , 



Procrastination 
Two cau"" of prIX •• 'tin.,ion .r~ f~ar and. l.d. of into".,. If 
you have. 'a.k 10 do and it ..,.m. big or chall.nging. you m.y 
do orh" ",omingly imponon. 'hing. in .... d of facing Ih. 
oitu.,ion and d.aling with i,. 

Th. curt for ,hi. i. ""'igh'foJW.rd. ~tonnino .~.crly what Ihe 
job onlail. in"e.d of I."ing yuur im'gina,ion drive )"ou further 
.wa)" from i, . Once you know wh., is in"olved . break ,h. job 
in,o small chunks .nd d.al wi,h i, a p;'ce al. time. 

If ,h. c.u", of ,It<, prIX .. "in'Iion is I.ck of in,eres,. find 
.rorn<c,hing in i, 'har will mori v.te you. If you con find ",,'hing 
and )"our desk is .Iwoy, full of p.aperwork ,h., nteds 10 be d.ol, 
wi,h bu, you can·' be bolhered 10 do iI, ,It<,o )"ou may w'o' to 
consider a difbtn, job. 

Iking.n inform"ion bonkneck dot, not do onyon. any good. 
Info,m.,ion .hould flow fredy 'hroughoa' on org.ni .. ,ion. 
Once you enli .. the help of orhu •• nd .ha" info,mation you 
will be .urpri .ed '1 how mu<:h )·OU con .chieve to ge, Ihing' 
mO"Lng. 

Prioritizing and planning 
More oft.n rhan nor •• l3Ck of priori,i""';on is 'he c.use of a 
desk full of reading th.I you connot gOl rhrough. When ,ho pile 
grt< ''''' high. you begin to 1«1 tha, )"ou ean·t do .ny,hing and 
begin 10 .uffer from 'paper f.,i):ue' - you f.d exh.u".d tv.ty 
time you go near you, desk. The bene, you primiliz. your 
reading, the f ... " you win get 'hrough i,. 

When )"ou p,ioriti«, the riok of falling inlO Ih. tr.p of becoming 
an information boftlen",k will d«"' . ... Although i, might toke 
you. liltl. ,im< if you are "alt;ng from ..:ra,ch, once you ge' 
"",d to prio,ilizing you will do i, na,urall)· on a daily b.oio. 

Whe,h.r you .re ".rring wilh a pile of collected paperwork or 
d .. ling with your daily mail, following ,he .. ,imple "'ps will 
hdp you prioritize effeclivelY' 

Garhtr.1I )'Our ... ding or pape,wo,k ,ogtlhe,. 
Sort i, into Ih,« pile" urgent, import.nt, o.her. 

o G<I through "acb pile and de,e,mi ... wha, ,h. pay-off for 
dealing wi,h e .. h bit of pape, will be (>« ne'" .tepl. 
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• A,k .his qlK'Slion to help TOO d...,rmine ,he ~.tu"' of th~ poy
off. Are you , •• dire Iht documenT for profit. 10 "'<'ff I 
ckadJin< or .0 ado;"'" • p ll If you h:a", • pile full of 
docum< .... . ha ........ Urg<'11I bur don~ ha", much of • l>'y-oH. 
ronsidtr wb.clttr nch Inll, is urgml Of wbt, ..... i, is ill ,he 
pi" bra_ soon""", $Oid ,t ",,,,,lei ht w...,. 

• Wrm I n action list 01 ~hing )'0\1 need 10 read in otdor 01 
priority. No« down how long net. OM is ~ke!y It> u k, )'0\1. why 
you think you nttd 10 ,u d ;. and wh •• you Ire going 10 II"" from 
or achit ... by reading it . 

o Pl.n your r •• ding in.o yQ\lr day a<:<;o.ding to wk.n you "rod 
.h<- information . R.adin, K>m<1hing you .,. gDing to u ... in . 
ffW weeb' lime may m •• n .hll whnl you .r. clOSt, TO 
~ .. nllf; tht information you will ha~.o 'tyiK it anyway. 
y .... mi&ht •• _II wai, un.il la.n I_imes procra.ti .... ' i"ll 
is Ih, ng/Q ming '0 do). 

Making the most of the time you have available 
Th. mos. impor.anl1hing .bou. rrading for work Of .rudy (.his 
advice dot. not a pply.o Lo isure ",.ding IInl_ you ..... nt It 101 is 
planning. These are sim pl,suiMlinn on how to make Ih' m"" 
of )'Ou r lime: 

• Ro.d when you are fooling al ... and refreshed. If yoo h • ..., fO 
read.nd you are tired, drink plonty of wal .... and take "'gullr 
b."akL 

, Plan whal you hay" «> ."ad I nd ret lsido . linle "-c lime 
lhan YOUlhink )'O\l will l>f'td 10 do ;1. 

• Whon somoonc puts ........ hins "" your dnk ,,><p«rins you 
10 n ad it, lind au( .. ""'her il is nilly nocnury and whether 
1IO<JM'(>n< can summarize if for yO\! SO that you do nOf haYe 10 
nad Ih. wh.,l. documenl you ... 11. 

• Make I~ bin the 6ffl oplion when you an' II<)ninl mail 
lincluding ,,-mlil). 

• When you an lO;ng through your ml;1 decide whal you ha •• 
• ., r. ad and put non-u"",,, documrn .. nido.1f yoo 10 .... time 
Illhe end of lhe <by 10 ... d mem, .b.rn do 10. 

Coping with meetings 
'I only haY< fiY< minUI .. and I have fO JOUnd as if I know ",hat rm 
.. 1Icing about.' Have you tvft Ari<llhis1 M;ury of ... lind ountl • ., 
in tilt liruarion .. he .. sorntOIIt giYQ III I document and .. lis ... tha. 



.... ..".xp«"d a. I moering ,~soon In diJCIIII i. with od!ns who 
h,,~ had • cLay Of 10 ro ..ad it. 
y.,.. (0II1d bluff you. "'ay .hroU&h if 0 ....... knowltss than you 
do. ........... ua1Ir you wouJd prohobly b< caud>1 ...... 11'1 bon,. 
to find . ~.dm,; "'.'01IY .h .. " ... you .. cha""" of absorb'", 
vi,.1 information .han '0 .. rusgk .0 look IS i' you know ........ 
)'0111" .11Icinlll>ou •. 

Do you fin~ .110. in I~ cin:umJ.t.nc .. you, mind goes blank 
. nd '0. 10m •••• ..,n word .... ~ l,tI." don', mok ....... . ny 
mo,.! Thil hi. mo,. to do wi.h our", .nd • 13Ck of . mu.gy 
.h.n i. dOtI wi.h .im •. Wh.n thil h~rI .. n" 

• .uk tho po .. on h;.ndins you the duc:u .... n. who. i. 1I:u.o do 
.. i.h you _I<" h:odground ;"(<!fINo';"". 

• .uk ,hom why you only h ... 5 minu"," - ,his &Iv" you In 
i<lta of tI>t po..,... and focus.. 

• A" I ....... 10 l omma"'" briefly oJ .... '" lot you _ this ".n 
yOlO tho ,,,,,,.n'. 

One:. you ho •• dono rhal. compl<., SlOps ] .0" nf .he fiV<'''qI 
')'f.rm II'~p .. rr. p .... iew, p . .. i", .nd 1C1'.' , •• ding): 

• Drtr,min. yeu' purpo .. - why do you h. y, to ",ad .hiol 
Who. Irr you going.o do with tho information? 

• flip th.ough 'M t.",. rradit\3 any lumm ... ;', 0' conelu";"",. 
R.ad .h.oug, i. p ... in ly. thit Ii .... Iool<i.nl\ for MY WOfdo 
.nd oignir ... n. fogu.es o. words in bold or .alics. 

• Read II .. fi .... and 10 .. p.1r.ovophl nf rae" ..a;"" acrivdy. 

If tIwr. is ti ......... i, . 0 fill in .M ,"Ps by trading as much as 
yOIOf<ln. ~nn;ng wi,h , IK fint wn"n«: of rach porograp/llnd 
Iny .... 11ot poin ... 

""'m ....... 
As yau go tlVough Steps t to~. t~ not. - pr&!arabt)t on 1M 
__ . ThoIIhoughII you ....... as rou '*'<I witt probobly 

be _ rou """'*' want 10 conIr'tIut. 10 !hi ~ /I rou don', 
_ !111m dI>wn,.,.. ....., Ioov-t __ ...... 1nIIghIL 

Going Into the meeting 
Befo", you '" into tho ....m .... MOP ., tht door, .. ODd "I' 
,,,. ight. breathe;n deq>ly, ""i!e Ind .~I .... Oncr you a", imide: 

'" I 
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• Don't prok$o to lot aft eXI'Cn on.he .ubj«l unless you .~I 
• liMen Ii .... to ""No, OIhen h .. "".o .. ~. 
• Ask quemo". bt/o.c )'0\1 ..... kc .... ..",...." ... 

~ you take warml you win ,du; and br ablt t" C(IfIa'fII"''' 
on Ito. onming. 

Finding infonnation fast 
Th.r •• r. many ,,"a, ions when you h .... 10 fond infoflnotion 
losl. To do , hi, you can u .. Sleps 1. 2 and 3 of .h. liytollep 
.ystcm (prep"", pre.;',., .nd ""ss;"" reading). "J'hc.st can bt 
b.oItcn down in.o ,h. followil'itl ... ~ 
I k vny tin, .bout ",No, yow .,.i00i<;1\& for. 
2 W,;,., yo .... JI'1I1IOX down. 
1 8qin Stop 2 Ip,"~1 br hi&h~gbting any ehapc ... or 

W<'tiom .Iu, look .. if IMy nuy comain II ......... n 10 you. 
q ..... ions. Use Post·if RO'es fo mark It.. ul<'.an, POlin, 
wririnS a comment n" .h(m.a ,how ""h .. , Y"" upKI',o ~nd 
,tt., •. 

~ On •• Step 2 i. completed, begin SICP 3 ("" .. iv. ,c. di ngl by 
ro·II.1i n~ and «-.c larifying fOO, purpose. Wh .. , exactly a •• 
you looking for and what arc ,h. key words .ho, would .Im 
)'011 10.ho answer? 

S P"';vdy ",ad ,.kim Of otanl .h. pie<:es of 10><1 you ide ... ifitd 
dun", ,h. ",eoiew $1;11'1'. 

, SlOP at soon ti you find you. answrr - unless you decide ' 0 
conrin" •. 

Retrieving infonnation 
Wh.n YOII r.ad I document for ,h. fi r" time. r.ad j, with ,h. 
Intontion of going bock '0 it ,.., find infom13'ion II a 13'.r d .... 
M.rk rel ...... n' page. or ,a ke ,.krene;ng Il0l ... Writing I brid 
summary of e""h $OCtion In ,he nIlI'Iin is an excelknt way,.., 
help you :lCCtSS infomurion I., .... It i. II ... a 'cry good 
,ochnique for renrembr.ing what you ho.ft ",.d. 

Reading under pruaure 
II ck.dliM con be .,.,. of ,h. bi_, disrracrions. Ikcomiflll 
wound up and ." .... d only d.ft ... rlte obi«"<. Whm you ~ft 
.uch I .i"'"tion: 



t M;>ke a ualisric ...... men, of Ihe lime available. 
2 Decid. whal you have to know. 
3 Decide wha, the bts, and f3"e" "'UK< of information i •. 
~ If it i. ",m .. hing you ho ... 10 uad, complete Sup< I '" 3 "f 

the fiv ... "ep . y$t.m (prq>.r., prrview and pa .. ive reading] 
a~d br vrty di.dplin.d at.ou, cuning out what i. nO! 

.... n';..t 
5 Speak to .om.one who alr.~dy knows oom .. hing. .00Ul th • 

• ubjret .nd g..,her as much informalion a. po"ibl. from 
,hem. 

6 Find OUt exactly why you haVt .uch 3 'igl" de.dline and ... 
wh.ther i, can be changed. 

7 After your que .. ion. h",'. "",,n an.wt"d, divide your re.ding 
into the amoun, of ,ime you h.ve. Focu., relax, breathe 
d.eply and make sure you have a good supply 01 water. 

8 Take plenty of breaks. II io more import.n, to sil back and 
take <toek when you.re under pre .. ure than when you h • •• 
all ,h. time in the world, If you are undrr pItlSure and nO! 
raking care 01 your:self, "ItlS will counterae' all the work you 
'u doing. 

New jobs, projects and clients 
In a new oima.ion - whether you arc dealing with a fr .. h job, 
project or dient _ )"U no<d '0 find Ou' jUst what you need 10 
know. 

New subject or project - familiar client 
If you are working on 3 job where the dient (who may br your 
.mployer or an external dientl hao askrd yeu TO do wnrk tha, i, 
o""ide your area of rxptrri .. , you will ,rill be expectW ,e 
proyid •• pmf ... ion.I .. "ice. You have a l.arning """e TO go 
through brlore you even begin. To mok. ,h. ta,k ea.ie., he,e are 
some idea>: 

SIart with Step I of the liv<'-srep 'yo .. m - prepare, Determine 
eucdy wh., ,he job i •. Write down everything yeu .It<:ady 
know, everything you are exptaed to know, wh3( que.rion, 
you have, where you are Iikdy '0 flJ\d ,he aruw .... and what 
11"1" yeu are .w.« "I in your knowledge. 
Then find OUf the level e l ""pertioe required. You "",y have 
to hirr ,h ... "ice. 01 .n expert to comple .. ,he job 

'" 
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". urisfactor;ly. If you <k,wni ... Iha, ,h, Itvcl "I upt"i~ it; 
Mlhin your &U<9. commit you",,1/ to do.ing ,he 101> wei!' 

• Wboon J'O'IIu~ dono ,ka, .• puk 10 your .... plo~~ rht dim! 
or an upon in the fiotld and find OUt .......... bnI 00Uf<)0 of 
informalioa is. 

• Gatl~. 1000"h., d •• mal. rial thaI may con,ai" ,h, 
,nformation you nttd and /0110 .. tho 6""1'" .r ....... '" Iff 
as much informa.ion as pmsibit ou, of if. DevOIe .Iinl.,ime 
10 doing nothing b".ltalning_ 

• 5p<ak to people . bo,,[ .h, inb. Thi. i. a good way to mak< 
s"'" you ilay on Irack and .I.y motivatN. 

• Subo<rilx to. sp«:ialill "' ........ and &'" as many d,ff~1 
v;"ws os possible on 1M 'ubj<a. 

• AY<Iid bruking Ii .. job down intO 'l .. mi"I':' and 'do,,,,' 
pha.cs (excq>< lor "'" "..riod 01 lim, ri&bo: at ,he, btcin";"II. 
Commit; yourself . 0 I .......... 11 ,he way ' hrou&h i ... ,.ad.. 

• K~p ",fercnoo urch for informalion pinrd. Oivid< ,he QlrdI 
in.o • ..... d t" know', 'Ii., 10 know' and 'lme .... '"' but IlOl 
vi'al.o know', 

• K«p • • ecord 01 your p."i .... and. no<cbook for q~OTQ 
you wanl to find ."'w," 10. 

• Enjoy ,h, "".rei .. and II'(" i, ;u an up/oralio!>. The I ... 
1"" ......... you ~rrach 10 ,''' job, me ... ie. it will be for you 10 
le~m and perform 1""00«1(o.,.lIy. 

FamUlar project or.~ - new client 
nu. ...... rion WOfb It.. otM' WIY .oond ........ It.. ,uk is 
familia. ~OO lho elK'" it not . , .... <ad of your mmriO>l be ... 
fO<UO«l on t'" job, you. a ... nrion should be 'OC1I .. d 0>1 .... 

cI;"n •. You know what I'" job you an beinS a.k~ 10 dom!1.;1s. 
You .hould t.. ... kin& you ... I' how what you know Ii" into 
what )'Our client wan ... The ..,..,arch you ca.ry oUI "'ould be on 
who you. dienl is and how ''''y work: 

• Whal ma.k., a .. they in' 
H • .., '''''y wmm~i""fd work lik.,his brfo<d 

• Do they know ",hal to .. pta 0< is me field roully r>e'" fO 

Ihem~ 
• Are .h.,. doIinS .... work t.«a ..... hey ",ant fO lblninnos 

,,",lormen,) Of t.«a .... lhey ha.., ro lbusi ..... IU .... ; .... ), 
This win detenn ..... hli, .mn1f;1o ,owa.d< wha. you do.oo 
the Iovel of detail you have '0 I<' in.o. A bu.i ..... WOfki"3 on 



survival will probablr a,k for ,he minimum I><"au,. ,hat may 
I>< all 'her have ,h. ,ime or budge! for. A ""ong. growing 
bu,in ... may have more ,ime and money to .pend. 

• Wbor do ,hey .Iready know about what you do? 
• How involved will they 1><1 
• Will 'hoy want '0 know how you do i, or will ,he fin;,h.d 

product I>< all ,h.y want to ... ? 

Ca,her all ,hi, information tog<",hor. Co '0 'he dient, collect 
,hei, lirerot",e . nd read ,h. ir web .i ... Speak TO rhe rtttprioni<r< 
and assi"'"''' rhey aim"" alway, k""w wh.r i> going on 
btc:o",. they dul with moro ,h.n one job or d<partn'lnl' "' 3 

.ime. 

New job, new client 
Thi. is challenging. Not only do ynu no' knnw wha' you .rc 
doing but also you don't know who yo" arc doing i, for. II you 
have ju", 'tarred. n. w job you may be feeling like thi,. 

To m.ke ,h .... o.itino ,mooth and ."cco .. f"l: 

• Follow the "ep' oudined in bo.h of ,he above «ctioo<. 
• Join pmf ... ion.l >",i.ti •• who can provide you with 

information and training if you nttd i •. 
• Rtad Ch.pte, 10, Working and Studying for a Living. 

Studying to gcr to grip< wi,h a new job C.n I>< mo .. 
challenging th.n ,rudying to pa .. an exam; in ,his ca« ,h. 
'exam' i, con,i nuou. and the Stakes ... higher. The more you 
know, the bener you will be abl. '0 ptrfonn. Read, a,k 
que";",,. and I>< ,espon.ible for your own prof ... i"".1 
dcvclopmen,. 

A plan for reducing your reading 
Simply redueing ,h •• moun, you .. ad will save yuu .n 
enormous amount 01 tim •. 

II you don', need any p.nic"l.r rypos of rcpon or memo. 
cont.<1 ,he «nd .. and a,k them not to send th ... to you .ny 
mo .... In .. m.1 mail th,,, h •• nothing to do wi,h you can be ju" 
IS time cons"ming as junk mail. 
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RIMIuu your ....:lIng 

I CoIIec1 up all th& reports an<l memos you ha"" OO)l<lU< desk or 
thai requint y<)l.l" ,,"Mllon. 

2 Coun1 thII r;..mber of _ and Mf"""*'" how long K ... GIAd 
tallu you to read them .. (this will give you \hoi motivation 10 
fi.-.;j. t>eller WIly 01 dealing willi !holm). 

3 Look at the ... pono and "....".,. and Ii'Id OUllllhere s. pallern 
to them. Are II'Iey coming tram \tie sarM person or office? Ate 
they vital to your job? 00 you rnov. ""Y interest In the sub/8CI 
maner? Do III8y arrive ~ without your asI<ing 1<>r them? 
liav. you '""'fUM1&<I them? II you he .... lor what PJPO'I"? 

• Ga"", 0UI1he """"'"'" .... 1' ~ on 1M reports by studying 
ttl9Ir strvcI ..... Are they _en In such • way tI1a1 100 can 
gather 1M InlonnatJon you need wIIhou1 haolnQ to mad the 
_ docllllll>nl7 It you W$9 to rM<l only tile 1OI..WTIITl_ an<! 
conclusions. how k>n9 would n laku you and w«Ad h btl 
$Ulf\(:w.nt'I II you don' read a _ report, """" !he person 
who "''''Ie ~ know this? By telling !hom you may save them 
~tlm • . 

5 Study Itle pile and determine how many decisions you haw 10 
make in relation 10 them. If you lind thai mosl 01 the "'portS 
and memos "'" lor your InI<><maUon only ond you tJon, MV<> to 
do Inytt>k>g wi\l1 them ,11_. !he apparent urgency an<l 
imporI...c. 01 mosl of them will_sly dlmi'lish. 

6 I\sk yourself _h ... you WOUld be abI8 to gilt !he Information 
U>aI II. In !he report or memo just 81 afflictively by speaking 10 
sorneon& lor a lew minutes. 

7 Another question 10 II$l< Is _ 111ft infonnatlon In t"" report 
will be .ali<! by !h& Iim<I you need h. Also ask H It-. information 
M contains Is old ........ 10 yooJ. 

8 11 you "'" not .... whether you need to read a report or memo, 
put ~ aside on • trial b __ II altor • wI'iIe SOIl\6OI"I8 com ... In 
asking you 10 act on It you wi. know thai you "".a 10 1>'11 
allention 10 ~ In 1M near Mure. 

In future,.s soon a ... repon or m.mo rom •• to yo"r attention, 
go 'hrough ir quickly .,king your .. lf wb.th<r you n<N i,. Add 
i, '0 your r.duc,ion pile in the bin if you don·,. 



A ¥WI'.' .OJ! cOM.ag ... """. <MIIniIa ~!<>Wards ...... 
~ _.....-. .. .,.,...h..,....,. 01 SecocI WOrld w. 
plio! Oooogl- _ w.y.I*Ig '* -....In go:>M aIrSigtlIk'IIo 
.. bin. HII ........... '.Is!hal ••• 1mpor\a'It MWnIIOO .. wII come 
.-:I _ '*" IbouI ~ or ................ "'l\O'IIh _,_'y, 10 r.. 
... PIOI**t gtI ... .., willi IIIiI; ....... MIiIy thin most_ It lor. a 
~ ..... 1I'.'eg)', bill ~'s alhougllt. 

Evaluating your progress 
Whtn you k~m ..,,,,,,thing ""'" i. iuny 10 ",I into. routi= of 
limply cluing i, ~nd ~ing 10 ..... alua,~ you. pn>grUS 10 mH. 
An ,IlloI you a~ goinc in Iht right dir«rion. It is fairly rommon 
..... old haIM,. and ...... (bod ) uhin 10 Ctffp into you. ",.di", 
IG'atcsXs ...... " ,hough you o~ p .. "isinc 0 _ and bm., 
..... , of .. udinJ. To make ..... 'u, you a~ con,inually 
improvinl, o«ui<>n.olly go back 10 ,he- brcin ning to .nsu~ .h3' 
the foundation of you, sr .... '" i. cotfCC\'. 

"OIis i. 'M .... 1 world, though. We don', a lway. hove 'he rime D' 
the incl;n .. inn '" gD Nck and re-I •• m whot we .pent lim. 
Itlming in the fifO, place. To ... infore. the foundlorion. , •• ily: 

• Spoond S minul .. .,.rry few wo:o:ks doing a short .po«I-.radi", 
..... Sd«-r • numbe:. of booleo 0< 'U's, oil "" dil f ........ 
... biKto and of Yaryins difficulty, and fonow tbe: Sf .... ' 0 
"""sure)'OU' reading r.r.." o .. d in«! in Chap .. 2 {pp. 27-3). 

o JC~p a 1", of how .... 11 you are clain" If you. ",ading..,.w 
II< your comprehension i. goi", down, """d ........ im< ,u. 
doy lit du'in& ,i>< ",me w~k bc:i", aw.re of ,hr Sf .... Sin 
you Ire D,ing .nd how you can impro.e ,hem, 

o II you, ... ding .p«<land comprehrn.ion ott: going down, ,he 
m ... , likely « .. on is ,h .. you are falling into th. habit of no. 
bring ~ ..... '" whil. YDU ar. r •• di",. R.mrmher the . xc..:i ... '0 
inr: ... ~ arod improve ronctn ... rio n tpp. 62-61. Do ,n •• 
oft.".s)'UU can lrod ... 1tct On<' '''''r rou.re.bIt to do daily. 

o At ~ Milt of)'OU, doy, w ..... you plan ,.- activities, mak • 
.... of thr acriviries dfecrivt and .ffie ..... reading. If you 
ma~. yourKlf ....... of T"'" reod,,,, at thr bo-Pnnina: of ,hor 
doy, you "";11 .-ic •• "", )IOU are mor. a",a,.. o f i, <I""""""" 
'hrd.y. 
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Summary 
1 I'r~'"e1l! you""lf from bfrominK a botri<_k of ;~fonn .. ion 

..,. pnontizing and <ltltgarins )'OU' ",.ding. 
2 M.k~ ... .., 10U t..W' • d ••• pUrpoK fo. .,.tryfhi~ 1"" 

""'. 3 Trt •• ewe,)" "'''' diff, ..... d,. The lading and mrmory IU.rosy 
you .... will nry ""pond",S "" wh.>.' yuu arC ,cadi", ,00 why 
1"" or< rco.ding ;t. 

4 Take rime to pl.n you, ... ding, .. ·.n if you only have . lew 
minut"s!O gu 0 .... wmtthing briefly. 

S Priori.i .. your r • • ding Kcording to the p' r-off, 
6 AlwaY" mal.. ... r. ,h.t ."" """'" whu wan .. )'OU '0 •• ad 

"""""'ing fa .. has ,..,.d i. d .. m .. lves, rhen SO' ,bern .0 
.... mm.riZ<' it r... you. 

7 Whrn you ..... workin, ,,,,, .icht dr:Id~ ....... ~ It.. Ii ..... fO 

oi. back and .hink lot ... hile. clear J'OlU loud .nd 1I.", 
yout p"' po« d .. rly. 

II Wb<n you ar< hqinnins ' _ job or ptojc'Cf. dt ••• mi .... 
wI"" you .... d to kl'\Qw [" perform .he job well Ind do 111< 
.e .. arch on .he ."bite. or.he dien' sy.,,,maric.II,. 

9 Do everyt hing you can to ~IKC the amount of ruding rio •• 
lands .m your de.k. 

10 Eni .... ,. your pr",'''' .oo.undy. 



In Ihl. chaplM you will leam: 
what tMir>g a study CO<J ...... --hew 10 "",pari> I<l< 
8SStIssments ar.d e><ams 
hew 10 man_ Y"'" lime 
eNecl iYeIy 



'" 

-C> 

If you ar. working and studying at the Um< time, it i. irnponon, 
Ih .. whot rou want to achi.". i •• chi.yahl. and con.;".n. with 
your urb" rornm;,menlS. II is ea.y to be so absorbed in tn. 
extra work that you forg .. the time you .... d to .""od wi,h your 
family .od f,i,nd •. If you work and .. udy and don~ gill< 
yourself enough qualify teeo.cry rime (roS! and play), yow 
>I, ... le.el, will inc ••••• and )'OU' oIf"",;.,." ... will decru<f_ 
thus ddt·.ting ,h. <n';« object. 

In this ch.p, .. we ,hall ]""k at what taking a nudy (our$< (e.g. 
an MBA or Op<n Un;,'.«;.)" course) <nt.il. and what you COD 
do t" ,".k. Iii .... ier, proolucrive and • .,cco .. lul when you art 
wnrking .nd .rodying. 

Advice i. given abour preparing for exams.: this will be of ".1 .. 
to thou emb..rking on <DurKO that uS<' formal H$C'Um<ot 
me'ho,k An incrt.,ing number of courso" "p.'dally modular 
ono" do no. in'ol>' •• xam •. 

Before you begin 
Whe,he, )'OU a~ going into 'he firs!, .... ond 0' thi,d year 01. 

~ou"e, ther< a r< .ome ~ru<i.1 thing< to think .bout brio .. Y"" 
bogin. 

Time available 
Do you nonesdy h3\'. ,h. time to do tho rou ... justi«? Some of 
u. will.», 'No' hut do th. <ouu~ anyway. If that .pplic< to you, 
"",h .un: 'hOI )''''' m"on, lor doing ,h. cours< a .. solid. 
Wha, ••• , rhose , ... on. "'~. make 'u,e th.t you con put som. 
tim. a.io:k. Try to mak. <fudy tim ... " set time of the day. SUIt 
putt ing tha, ,im •• sid. lor 3 mon,h or so brio,. you bogin the 
cou .... This will )Ii,·. you, /amil)' time to .dju.t to your new 
fOUline and will allow you to brcom. used to 'pending thot time 
studying. Sit quietly and locu. you, mind by doing .ome 
p,epara,ory, •• ding. 

If u..r-. 10 ,till. problem: 
K tirM I ..... Ity a IIItIblom and you have to do 111& coo""'. lim it tho 
amount of Ume you spend on each seuion. ~ is t>ettll< to study 
lor 30 minuI ... Ihrae or 10<.1" 1imM. _ and __ hour3 a! ,he 
weekend \han 10 spend no Ilme a! all In studying dumg the wlMlk 
and u.. _ day on Saturday or S<n;lay. ut1 .. and often Is ,he 
r8<;ipe - ike 11 healthy diet, 



Access to resources 
Do you ""..., _ ... to all the K«>ur«t you are goO"" o.,.,..j) 
Art you a _ber 0/ .ht numt I,bury) Do you ntN '0 
11«0 ..... "",,"ber of a uni..., ... 1y l ibra.,.~ n..,. often ""~ .tm 
that an or.nn..,. library <Ioot<.- han. 00 you know p<OpIt you 
alllkI >peak to and discuss issues witM You ..... y be ablt to 
.... k. ( On.ac. wi.h '!'Propriart Ioaurt .... a local uniy .... Iy. Do 
)'Ou hove r.li.hk accm.o.he In", I'1\C'? 

Support from family and friends 

'" 

Gn your f. mily involved. YOil "ftd their ' Upp<>rt for rwo ..... 
... _., c:t 
I To Ii"" you ."" spaco add ri"",.o WOtk . 
2 To pulh )'OIl along ... ben you a •• fm ing 0 link dcmoriya.ed 

(",hicllwill ho Pl'"" bom nnw .o ' i .... l. 
II roo ""y. (hikl.on. 'tach them ,o.p«d . tad and .... pictures. 
hooks o. ,du. from your COUr .. rdc:ponding 0<1 ,beir "i\"1 '0 
Ji..., them an .WOfC1lCSS of .. h .. you are doing. Go, your ""nner 
inYOlwd U ... 11 if hd.he Wan" 10 be. Whe~ you go, your 
rimttabl. for lh. rnr .h.3d, pu, i, o~ the fridge door so ,h., 
.,..,ryon< c.~ ... wha. you are .ommined '0. 

Desire and purpose 
Mab ..... you aOO )'0 .... family know uanJy why you ar<: 
doing ,hi, co"...,. W]u. is ,he ,,"y..,fn I. i, big enough '0 
comptnSa,. for .h ..... ktnd roadi",)'OIl will ho~.o do~ 

Pre-course preparation 
The .. or ... vc.al ways of prep.ring for ,he cou',,' 

During .h. month befo .. yo" ' I>rt, pth •• in fom ... ,i"n tha. 
will ""Ip you during .he course, r • .,i .. not •• fmm pre.,io"s 
.oo .... and read Of""r .. Iated .... ""i.1. 
You o;:;on also ~ up a good fili", 'Y"_ for Til'" .$$i:gnmMIS 
aftd .. ad;", .... 'niak . 

• s..ikl miftd·m.ps III i..dOll " .. cis of twtythi", you already ,_ . 
• E •• ry <by. lis, Of k.SI ft •• q .... ,;""" f ll" wan. '0 .... ..., • 

• hrough IOkins tho cour«. 
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On a daily ha.is, ask your .. lf why you.,~ laking the cour ... 
If ) '00 k«p "'ring, 'I don" know" then r.a~$ wh",htr you 
should SO ahead or no.. 

Breaking down a study course 
The w .. k )'00 get )'00' firs, cour .. m3lerial. is very imponanr. 
One of the mistake, p<ople nuke i, to read what ,hey have 10 
t,.d only whon ,he)' ar< told 'hey should road il. To benefit fuUy 
from .... ry pi«< of reading and work you do. follow These SfOPO 
- the)' do work: 

• Read your li.t 01 a .. i~nm.m. firs,. If you can gel hold of .ny 
paS! IX'''' pape,..t 'hi' rimr in the cour .... do ,0. 
Once you h.". had a look .. wha. assignmcn" )'00 have 10 
ddiy«, follow the flve-'Iep ' ystem and go thruugh the fim 
four "eps from prepare Iwhich you have been doing in a 
general ,,11.'. for the pa.t few w •• ks) to acrive reading. Do 
this lur .11 the book<, .rtidn and pape" you ha,·~. k you 
«ad. 1ak. thorough no. .. of wh.t you find intrrc<.ing. wh. t 
looh ~hall. nging, what >«10. to I,. lamiliar .nd whO! i. 
totally new to you. Alway' hep in mi nd the a.signment. you 
will ha"e to complet~ . 

• Next, go through the Ii" 0/ qu .. tion. you ha" ~ built up ovn 
th. month 1,.10« the courst, answer thus< you can and add 
more to th. Ii" if n.« .... '1. 
Study )'Our timer.bl • . d«ermine what ha. to be studied by 
when and brea k down your reading into man.ge.ble chunks. 

Tlmetabllng 
Wt!en you design y",", Itrnetab". dOI11 mal<e wary day a s tudy 
day. Try 10 k""'P two days a week free of CO<JrMWGrI<. These .... 
10< QUality ""'O'<ery ~me and 10< use ~ you miss """ 01 rou' 
d,..;g.nale<l SIudy days. ~ Is ~. good kIN to be al least a week 
ahead of your cotne. ThttrfI may he limes when you rr4s several 
~adi"ll sessions in a row and catching up will put press ..... "" 
you and Increase your . ' ress _Is, Toke lroo time a1 the stan 01 
the course 10 plan, ~ wl_ be the bes' time 'PM\. 



Managing time 

Preparing for more than one assignment at a 
time 
AhOODSh m"'t " .. ignmont. are On difkrtnt . ubjects with;n your 
roo"", m.ny of 'h«e 'obi"''' may be wmohow rd.«d. \t'hon 
you oro doing ,he """.",h for 0 .... "ignmCn!, alway. kftp in 
mind whar ,h. n.~' on, or two oro .houu,. You will be .ble to 
,,, .•• 1". of .imo by doing .hi •. If)"ou com. ocr",' an ido. or 
!.teIiun of !eX' ,ha, would b< u..,ful fm fu'",e ... ig.nm."", w,i," 
i, down. add a note .bou' why yo" 'hoogh' it was a good ide. 
0< whO! mad. you no,i". i, in ,he fi'" plac. and indude 'he ti.l. 
of tho woree and the page numhor. Then file i. in ,h. syst.m you 
developed belore the cnurS< began. 

Preparing for the exam from the start of the 
course 
A mistake many people make i. to put "ff any ,hough, of 
stUdying for exam. until th.y >re .Imo" .t 'he .nd of th. 
eours<. If )·ou .I>rt preparing a, the beginning of the cou"" and 
k .. p .xam, in mind as you write and ,ubmi' ... ay •• nd 
proiecr., instead of p. nicking . bo", 'he rum a w .. k belor. you 
will h.ve ..,vo .. 1 w«k, ,v,ibble for .tr ... ·fr ... r •• i,ion. 

Revising 
The TtlOro revi.ion you do a. you go, the ben,r your progr .... 
w;1l be. Wlten you hogin '0 rev;s< for an exam. few thi ng. aro 
mo,e .Iarming .han ,he di,covery tha t matori al ",em. 
unfamiliar '0 you ev.n though you know you ha~ ahady rol d 
i, and perhap, oven wri"en .n ... ignm.n, on it. 

M.ke i,. hobi' fO revi.., every day. A, ,h. "." of each revi, ion 
..... ion .pend 20 minu ... going over pa" not ... mi nd·maps and 
indox c .. d. '0 rofresh your memory. A, yoo do ,hi" link in 
diff",'", idea, and ~dd now .hought< ,,, your growing coll",';on 
of knowledge. The more you can in tegrate your thinking, .h. 
more natu"l revi,;on will become. If you rev;s< • linl •• very day 
all you need to do for th. eu m i, '" review your nores; (much 
lik. you hay. evory day sinc. ,he ,,~rt of .he COUrSOl and odd 
new though .. or ide •• to an alr.ad y ,horough body of 
knowledge _ '" make this .a.ior. doubl. 'pace your nOle. so tha, 
you ha .. the room to add comments later. 

'" 
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Preparation lor an exam if you twtve managed to stnJctu19 
your course 
If )'OU h"," managed 10 SI'"'etu .... your "'u'" and il you have 
, .. -;sed doily and begun 10 prer.'. for .h .... m O! ,h. "art 01 
the cuur", ;""cad 01 w. iting 'ill the end, you will be fully 
prep.red and ,,3d)' to ,i, 3 .uCC<'S,/ulex.m. 

Preparing for the "xam II you h8V1l nOI structured your 
course 
II you h.,-< nOl h~d ,imc to) >lm,'ure yo ur course or if you "'" 
halfw.y through a <ourk :tlr •• dy, .hrr. i, 3 way to make 'urt 
you are abl. to . ir .he e • • m confidemly. Her. is" proced ure 10 
<tru<ture your ro.ding >0 th •• you ,u"cod wi,hout undue "'0<$; 

Peterruin. how m.ny >!udy da) .. you h.,-o !>tlo •• the <urn 
or end ,,/ .hr cour«. B.. ",ali,,;c about rhi •. II you are 
working /ull· ,im< 3S woll os ,,,,dying. remomllt, ,hat you ..... HI 
have on ly early mornings, evening. and ",,,,hod. and that 
you h,,-. '" fir" Iii. in ,h.,. .omrwhere. 
Est.bli,h ex"tl)' wh3' you hove to stud)'. Generally you wiU 
have a numhor 01 boo" . and ""rhar> a few ca...,,,. ,aP<'" 
few .. Ievi.;on prog,.mm .... nd not .. from Icc",,. •. If you 
gather all the mat.rial toge,h.r y"u will .. e that rhe amoum 
of information you h,,'e to rol<c in i. fin ite. Thi. will help 
your morale. 
, .. , through the cour", timetahk .nd not .. and m.ke a Ii" 01 
311 ,h. different orr .. you h.ve '0 W,'ct. 
Under • • ch he.ding writ. down the chapt .... taP<s, video. 
and lecru«. lall >our,,«] you hOl'e to refer to for information, 

• Organi .. ,h. he.Jin~ in on in/orm.,ion o,d ... Som •• ' .. ".01 
a .ubject"''''. a. good blCl:ground for oth, .. , so CO"., those 
Ii",. Tho order in which )'OU study ,h.", a« •• i. en,irdy up 
fO you .nd will deP<nd on your curren! knowledge b.",. 

• One. all "." oro <overed and you n..1"< identified ,h. ,0u"os 
for e.ch, PUt them in a .. qu.nco and Cleate • , •• Iistic .nd 
ochi.vahle ,im«obl •. Do rem.mhor QRT (quality 1«0,"1)' 
,imel. 

• The ,imetable you ere", •• hould nut ha .. rou >!orting at 4 
a.m. and beginning ag.in a. soon a. )'ou ge< home - if you do 
that you will burn out. Make .paco in your timetabl. lor 
pknty of QRT, 



• I'.njoy ,h. l .. rning proc.,. by rewarding yourself ra •• ach 145 
accompli'hment (at le.st once a day). Choos< "")" 'hal don~ 
run up rOOf denIO' hills Or m,di",l vi.i" - try cyding. " walk ~! 
in ,h. country<ide Or" .wim. A.oid ,hoco).,. or coff .. if you !foil 
can. but if rolf .. i. wha, you want. ,.h Dr Chri' Fenn', i 
.d,-K< 1.« Chapter II) and mok<;, the be .. , ~ 

If you are 5Iudying and work;n~ at the .. me time ,h. 010" !' 
important thin!!, to h.,-. a ... . d<a' ohj=;,·c. a dcar purJ'O'C 
and , .. moch ,uPI"ltf os yuu can moSIer. ).100;' imro"'''' of all. 
enjoy your .. lf and have fun! 

~ 

Real peoJM =0 
Part 01 wMl I <10 is tMChing student. aocel..",8d klarrjng 
lecmlques. One Slud<!f11 ",as having particular d ilrocully. His ""om 
was getti"'.l closer and he CQuI(ln1 $&Itl. <!Own 10 .lm2)'_ Aft", 
lrying .w«ything lrom learning map techniques 10 attending e><lra 
lectures and individual lUition If<>m hi, h.cl0'"", h. WU 
con:lklering 91ving up_ We IIIOught, """""or, 1M' iMtead of 
II'In>wing in ltwo towel he should try one more tNng. 

Al lINt end of lINt COUrSe .......... all tne <I"legates cM5e 8 subjac1 
1h8V "'MI iI"Il ..... to<l In. cIid ttle research"" n and Itlon Ia"ljhl ttle 
.... 1 of It>o c lass. This student focllSolKl "" Ns c<)Ur»wQrk. We 
thoughl t""l ~ hoIlr1f1d 10 tMCh olhars what ..... was lryir>g 10 learn 
..... might be atlle 10 find I ..... g_ ill his un<Ierslondi"9 of tho 
sub)llct. So hit began 10 ~epare fer lINt '&M1on hoi wM goinQ 10 
teach. WhM hoi g""" til. la lk. ~ lhing. ""ppened. F;n;1. he 
enjoyed talklr>g at>out the subject second. peopt. in the gfOUl) 
asI<<>d him quesli<>f\S and ne was Ill>IfI to M ........ mom: and. lhird. 
hit 'MI"ed t""t he learn. besl ",hoIn he s showing scm"""" else 
how 10 <lo somulhlng and has to >""par<rler h. 

M a resu1t. hfr got • group of cofleagl.f'ilS logether and SPla up 1M 
",eric Itloy IIa<I to do __ tMm. EaCh 01 them studied their 

designated Ctlaplars. They got loge\he< e. "'Y two daY" 10 tMeh 
wf\at lr.er had learned 10 lINt olh"",. 

He wrole tINt exam and passed ccmlortabt)l. 



". Summary 
1 Mak~ .UfO you h.ve .he time, ,o""ure05, .uppon .nd d •• if< 

bdut<" you commit yuu".lf to ",udying .od working at the 
,ame tim<. 

2 Prep.,. lor the (Durie helor. you begin. 
3 Get yOUf I.mily, friend, and coUc.gu .. in.ol.rd. 
4 S.,·. time by Ihink;n~ ahead as you nudy. 
5 Br.ak your ",ading duwn int<> manaS .. bl. chunks. 
6 Start 'eading .11 01 the course mOleri.1 from the Sl3r, of ,he 

course [0 pro"'id~ you with a wide .,. jew of what th. cour$< 
email •. This w;U help you to make sense of wh .. you ar< 
doing. 

7 Re"i .. regularly. 
8 Enjoy il. 
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The makings of language 
The following is infonnation you might find useful. It i. by no 
mean. a nec ..... ry prerequiJi •• II> beginning '0 !,,-acti$<: opted 
".ding. The mo", skill. and informa.ion you have, howe~~ 
,h. f •• le< your reading will become. Thi. information will lit 
partiu darly ~ful if English i. your w:ond language. 

Exercise 1 
Thi • • x.",i~ i. concerned wi.h wh., is in a word: 

• Study th. root ... ufflX<$ and prefixes brlow. (There i. mo,e 
.bou. ,h= on pp. 48-9.) 

• Think of your 'pokeo, wtinen and re<ogniud vocabulary. 
• Think of. word ,hal com .. from each prefix, suffix and rOOl. 

,~. 

,~. 

-~ ,- M_ 
- .. - .k .. h 
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• ... .-- .... """"'" """ dO:, d;<1 ... , .• "".k .. ." 

~ > •• «rio. ""~ .~ 

~ 
, ""'. "'., '"' ,. ~., ~ .~ 

ro<. f~ """',.10 ... wi", 

f", ~., 
.~ ~ 

"" ",' '" .. ," ., .• w .... , '"",,m .. -
~ pl ... ,. ." .. , h. hold 

'"" ~, ",il~ ~o, ,- I~' vm, ,."" ''''''''. om .. 
-" h,"d Y<f'. "m oom 
m .... m~ ~ old, ,;, -
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Critical language for critical reading f'1$i" 

Exercise 2 II 
1M follow,,,, WOld, " ......... ';al. Imp..,.o )'OIl' .... of d .. m, II • W.i,o down • dofinition of u ch word. 
• Look 'hfm up if )·OO."!KK ... .... 1>0. .. ,hom. 
• 11« ...... fJmilior wi,h 'hom and onioy 'hinking cri'ically Ibu, -I 

wi,h on optn mindl. 

""'"- ~ 

~ 

Anal~';. -
A .... mprion 

C>nC1 .. ~ 
Connota.ion 

D<n<>lotion 

E • • luation 

E.idcllCf 

Fig"ra';.., b~ 

c.....ra~ .. ,ion 

1n, •• JIft",,,rion 

Inf ... na 

Judi· ..... "' 
M ... pho, 

OrOnion 

Simile: 

Symbol 

T~. 

Valid 



'" Establishing your current reading rate 
"The """hoo fur "',' ,"uring your «.ding "'I< is explained in 
Ch.p,., 2 Ipp. 29-30). If yo~ choose not to usc • >election of 
hook. 1<> .stablish your r.ading "'e, us< 'hi< pi= of lext. n.., 
con .. n .. 3r< .1.., ttl • .,,,, and u .. ful. 

Extract fTom The Energy Advantage by Dr Chris 
Fenn (printed with the pennlssion of tfle author) 

The benefits of giving up caffeine 

I f<><n:l DIll, lrom II8fSOI\8l e.<per\ence. the benellts 01 gMng up 
the stimulant and 00' rti/ying 011 caN_ 10 gel me 1hrwgh ... e11 
day. ~ .. t>ogan B 1_ ~ &gO when B fri&nd 01 mine camo to 
me for adlllc:e, complal~ that he was lacking In IIMflIY, He had 
just started • ~ fob In which he .....,Ied to 00 ~I. buI each 
morning he would drag Ills 36-year-<>l<l bod)I out 01 bed and then 
struggkl through the ""', 01 the day. Each day tie would dash 10 
the slalion to catch !he early trair> 10 w"",,, and then sleep for the 
whole IWO-hour jo<.>"ne)r. IhInI<It'Ig that he was tired because of his 
earty stan. When lito _ al the oI!\ce, t>e wClUfd _ lately 
'""" lor the coif" jar hel <)ff! he COUI<I •• en t>egin 10 think abOut 
doing anything else. 'I MOOed B cup 01 coif ... to gel me .tottad 
and then I dran!< 'ea and coft ... lhrwghoul the day: He olsc ale 
cIIocoIalB banJ. hoping IMIIMy would g .... r.Im the quick-m' 
booSlIhal he needed. No manor ""'aiM did, hoi always fell tired. 
and with crucial ~. and ..,....,t.tions to give. each day 
was a ...... strugg,",. He wanttld "'" to glV1t him sornfI ""'" """'9Y 
pill Of -otaml __ tI1at waukl boost his system. 

Once I'd hlKla i0oi< at too delais 01 what he ""'" eating. I deckltld 
r>Ol 10 put sorn.thi"llinto his diet to boost hi. """W _ , t>ut 
\0 take a coup,", ot things out. One or thoSe was ~. the Olh&< 

was caffeine. I also reallsec:t that I w as drin~1ng a lot at coffee so. 
leur yeatS IIQC. we beth agreed 10 give up catleine. It ~ to 
t.. a eMIl"""" rOf us boom. ao.pecIally !)O'ttlng II"IrOU!I" 1M 1ntI1 .. 
wllh<llawat symptoms. W<l suffered ........ h&adacl>es, tension at 
the blOck at the neck and bad I~ - ~ all Iell rather 1iI<. a dose 
01 Itu and lashld IOf aboul ""e days. 1kJ1. 00 was ~ worth _: .... 
are now changed peopIel My friend ..., IoI>ger feels tired and tIu 
10 buy two qualrty ~ which h& _d. from cover to 
cover on the jcLmsy te wort<. He doesn't touch 100 coffee jar and 
..., longer """"'" cIlo<:oiate. He leels ~""e. teaIIy en~ his _ 



and Is rroJCtl mo ... prWuc1r.e I)ecauw he I ...... so wei - """" 
tIIoug/l he .. s1i1 I.O'der • 101 of pr9$!lUI'8. I. 100. I ..... dilferenl and 
mu:::h less lome wIIl>ou! caffeine noodlng my rystem *"""I day. I 
han even mora on"'llY than I used 10 (wh~ lor II. nutrIIIonIsl ll • 
good advertQ and I am ~. e.on !hough I ...., my own 
conSUrtancy business, write books and arIic1es lor magaU"ies and 
newspapers. gr." semlnar3 and leCtureS. 6esIgo and I'Ul my own 
courses and do ....... iaIon and radio work! I enjoy lhe nll\lClUr of 
coffee. i)u! H I drInI< n MW I soon ,..... sluggish and develOp • 
_. I preI ... to .... Ish the aroma when I .i$II a coif ... house. 
whic/l is ......,;:h mora plea$anl than !he eIfecIs cafleinl has on my ... ~ 
Mhough I was 0V$j0yed at the t)oMIiI5 !hal two people found 
_they gaV8 up calleiM. " gol me tlW*lng - I wond<Ir W _ 
~ experience the ......... t.1e1its. Plenty of $Iudies MV8 been 
_to ."""""1111 effeets 01 cal'lttlne on blood pressun> or '-" 
rate or kklne)l1I.nctIon. buI not OIltI. as far as I was aware. had 
_tlgatad the effects on personality and gene,al mentaf 
parformanca. I ha<I .. contract with !he l.I! ... tyte Heaftt\ Promotion 
~me wh~ was I'Ul lor the giant 011 exploration and 
prodllCllon company. Sheil Expro UK lNs lnYolved trawillng to a 
runber 01 ~ piatlotm. In !he North Sea 10 give talks and 
seminars to !he o"shor1Iteaml. AIcot>oI Is baM..:! ofIs/IOrfI - but 
"" awful lot <>I co""" and other OOUR: ... of caffeine are conoumlld 
Insl~. Hore was an idMl opportUnIty to carry out • omall 
_ projecl on the ""eets <>I gMng UP (or ClJltlng down) 
cafleino. It was • very slmpt& $Iud)' and "",CII\red filing In 
QlMslionnaires. First. _MrS were asl<oo qvestJons ~ti-lg to 
who \hey w ...... their wort< ached""'. how rroJCtl calf_ !hey 
con.....,od aach <lay. and to gr. .. a ".,W·· .. es·od rating of their 
phy$ICaI and mental stala. They then ogreed to lake !he 'CaII_ 
Gha~enge·. wh~ was to grv. up ca"$IntI lor II. month. AI !he .-.d 
01 the lou" w"""". \hey were sent II. second qUBStiomaino. again 
asking !hem Ie rate and dBSa1be their mood and mental state. M 
tho q"""_ Camot flooding ... ~ was clear lhallndMduais 
workhg ctlsho<ec.ttainly did consume a WQ8 0ITIC'JI11 of calf .... 
(the a.eraQ8 daily Intak" was 929 mg~ Office worker1i based en
shore w .... also ...-.cc\.Qgod 10 take the ·ealleln. Challenge' and. 
with .. coM .. maehIrM on *"""I nCOI'. !hey100 heavlly .... ied on !ha 
slinulant (a ...... 'ge daily Intake was 903 mg~ A dose 01 100 mg 
(the omcunt usually found In .. single cup of coif .. ) will normally 
~ the $\In'IuIa!1ng eIfecIs we assoQate with !he (tug. An 
Intaka <HtJr SIlO mg per day I. ~ high, and is !he "",III at 

'" 



'" wI1Ich many IndMd",," begin 10 experIenca 1"" downsid& of tI>e 
stimulant's effects; moodirt8$$, '"""~' mstIessr>esIl and tension. 

I was amazed and surprised at tM " ..... be< 01 waY'- <I'WIy oIlhf1 
'gulnn ~IOS' lied ranelllM from cutting out carrelne Of 

sigolf\canlty reducing their Intake. Sow ..... cNshono oong~ 
~ed tho! they no longer had he&dac/Ies and could work 
much more prO<IuCIl\o$ly as a 1""", b8calJS8 tM)I were no long ... 
so _ and """"'" up. The salet)I oIIIcer was delighted when h .. 
tnnItu. (buzzin9. thcmJ>inu. mgiog IKII.Old in the tarS) was cured. 
Mike, working In the helicQpt$f I\lgh1 control mom, """"'-"'10 
!hal he had lri11d to g/w up . moI<Ing flVfKY vear lor tt.. pasl 16 
yeaI$, but alWays caved In allll< a COIJPIfc 01 w!l8k,," Since giWig 
up ea/Iei'le • .,. has gone to< _en months wIItiout a cigarette. 'I 
always associated smoking witt! drinking coffee, but oow I dOll' 
miss eilhwl' 

Paul w()l'\<fld as a com~ ... P<OII.ammer. which tie enjoyed, buI 
.... ery w",,~md he avII_ from headaehlit$ and 1.U I)MM!IIly 
deprtMed, tOed and 1Ior\Xlous. His wile obJfIcIed I<> his grumpy 
moods. espodany as they soon dSilppeared """" "" was bac~ a\ 
wor!< and aw~ from hwI TII<inu part In the 'Caff9O-Ie Challe"lle' 
tvgI'IIlgrrted Ih& !&CI thai he dranlc wong coli ... conI ....... lty 
\hroughouI1he day, wI11ch meant at w .. ~one., ""'en he hattffy 
drank any, h~ was dl."laylng w~hdrawal symptoms. Paul 
lIlCI<oned Ihlll changing his coffee drlnl<in9 habits a1 wOO< 
pmbabl)l """"" his mamage! I no doubt eased his ~ 
kidneys toc. c..tr .... .. a dil..<etic. artificilllly .ti'nWIIlng the 
pn:doction of ume. Many of the 'Challenge' gui1aa pigs reported 
nol MW\g 10 visit the toilat so ellen (especially during the night). 
having cui down tlleir cantina Inlal<ellhi, has Its own pmcto:aJ 
_",,1"'9"". but H ...... mMnS that !he body retains more 01 tho 
vital vitamins that .... otheIwIse •• CAlted wit!1 the ~ /IQw 

oT urine wwy day. Normally the Itidntys "'" obIe to se'-clrv.ty 
$l<C<e!. the toxic clwnicat. but retain other essential nutn.nts. In 
pMbJto, tho B vttamt,. ..... lost wilen • lot oT ea~ is taken. 
They ptay a crucial ",Ie In energy metabolism and !IO, with . high 
eaffei1e Intak., the body 15 losing the very nutrients that >W not 
only In the mind, but also tho bodyt 

Caffeine and sleep 

The tlillhlY ~ I'fIPOI'IS from individual. who r.oUced t/IoIt 
thay stept mL.OCh mote sooodIy .tier taIdnu pM In the 'Catlem 
Chalt~' corofirm lhe ,.suR. 01 a much more controlled 



ftXPMm""~ on the elfects 01 calf_ on Steep. carried out In 
Japan. VoIun!""", _ tool< ,!>II "'II of calf_ thM tool< an 
a_ of 126 minutes to get 10 $Ieep. compared with 29 
mirMJI.-s fOf lhose _ had not laken carrelne. The calfelne u ... 
S~ltGr" lotal of 281 """U!.-s In the Iaboralory compared with 
U4 minutes IGr the non-<:afl'eine UW$. RocO<dIngs 01 the 
eIectrk:al activit)' of !he bteIn showed !hat caff_ In all cases 
• lgnItIcanlly altered r.onnaI oIee9 l)at!oms, and many 0111 ... similar 
stud .... have confirmed "'- fW>:lings. Th...,. ","0 $hOw trial 
caIfW,8 ~ ""' ,.,..,.., MSIIy 8rO<JS6<I by SIJdcIen noise •• they 
move about and are generally" lot kiss settled dumg sleep - and 
on waking oeporIINIII""Y 0011'1 I ...... ~ I""Y have had a 
9QOd nighl's lIMp. 

The ...... pIng body gMlS the impresston of bei-'lg lotaIly switched 
off; ~ ~ not . .. . [Sleep) ~ a tm& wh .... transmitters and """" .... 
recharged, !he btaIn recovera ~ 1M 11_ and ~ of the 
day. and tlss .... art! .... kall4ed . 0...11<1111. k I. AS vital for 
subc<:lnsclous activity AS IOf ptryslcaI passlvit)t. 

ThIiRI on two types 01 II"""" dream sleep. also known AS REM 
(Rapid EY* Mov-emMtl: and deep sleep, Gr ~REM. My growtt\ 
or ~ of the body cc:c ... durtng !Seep sleep. but REM (which 
CCCIn lowards the and ct 1M $leap tm&) ~ IOf psychological 
repalo. This Is !he ilmII when the mind can '-"'wind. and 50fI 
Ihrcugh Intonnatlon stackad away In OU" sub-conscicus <IoJrWlg 
IMday. 

TIlls Is !he best ! inK> for corrOng up with sctuIicns 10 ~kIr'II"I 
that you simply COOIdn~ figI.n out <bing waklng hours. With 
~. REM steep """ bflc:ome Imtfut. Imteble. I..,.., and ..... 
able 10 concentrllia. n Is lhoughl tNt caff_ may aIIect !he 
quality 01 REM sleep. and SO contribute 10 t ... lin\jS ct mstl<ls.sn&ss 
.I .~_. 

By new l">U shOuld Ile convlncad thaI gMng up (Of cutting down) 
on yOU" carr_ Intake I. wotth a Iry. AI !he very least. you can 
only dlscov ... 1M _fits. A queslion I am often asked 10: 'What 
do I drH< InIlNd7' Rememl)er, n Is Important 10 drink al IMI1 
line Utmo of lluid each day. When you gIvu up cof! ... you noed 
10 IIod a replacement belt .... - whO;h doesn'l conlaln cotIea _ 
some colas and 10ft _ contain call""'" and 1IWI Is usually 
added AS a n_rIg and may tie lIsIed In 1M IrIgredlenb .... 

The .""" • ...,..,1 of carr_ In • cup of _ Of IN vane. 
trtmendously. The ra'>Q<I fOf con .. Is ~ 30-180 "'II and lor IN 
n Is 20-60 mg. The wide variatlon Is malnty beca.- 01 I"" cup. 
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H I . , 



In ~=== ~ I 

Hm~ m~t'n l'm~lmHmjf WHWHH ~f~~;iE ~!i a: - ~ ~ f!3i . ~f~~~~H . .!l ~ ii~~ii&l ~f'.. ~· 
~ ~!':d,~, od " !h~·i[o·'~:~lh~.!,~~h 
;r;:~~ii~· !~ii:f5: i !if~!!.igfUllitj~s _!i.!Il$!!.::M ~~ 
!! . ",'>I" 01 _Q. !"'''m jl"ifa: ~g. lo!! i ~ 

IHn! ~lIn lilllUIWww !Hm!UH .'1" "'l.g< ; -H~ii.t"·'l"' ,o"ij~ j'~. 
<ls~ii '%jd l. a:hi;iiHt,H !iP~ ~.Hi' 
"ii - , " '" , 5'" ~"~I~'I" . § ••• ~! ... , .' f', .l~" . i<··o"."~,,i' '-i'j.~'~,· . !r[g~l! !> .. !;J ~ :...$~~~~~:...i;~g,j !l" ; ~!!I"°-~!!.~~li 
il~5.~~ j~jt~ • .;iq~!:&~ii·pq~~ ~ll~·RJa~g.s5 
I'~!~i f ~ '~'~'i:"!"'i~'i i~,'~n"~' "L ". - 'h~<f-·'·[·n.! '''i'''''i' ;:r I'i~ .. a~iJ: ~-!>"';; I\" I> 5 _""" is. 
l,h~. l. , •• ~ !lih,f,,~ i~ • . UhLi 



choIca ~ you ... ant a no-calf8i"le drW<, and wilt! dtlle . arlet ... on 
tile nwkeI. you """,,'1 QIII bored ... Ith tile _ flavour. 

CoIIee .... beli\ut .... which Nov. n ..... HM _ corree bean. "'" also 
_.....nable ond popular on tile ConIinenI. They usually contaln a 
mixture ()/ roasted t>arIey. cI1lcory.1Igs. rye. _. dandelion tOOl 
0< .coms. Mall ........ you _ the ones !hal conlaln guarana -
a Brazill .... hart> and • 00,"':$ 01 CIIffelne! 

What about decaffeinated tea and coffee? 

II you want to CUI down on your calleN Imake. tIuI stJM ""'1"1' _ 
flavour of cott.8. then ChOoS8 de-caIf. Malia .... '" that you clleck 
Ihe label nrsl becau.. there ",a Iw(I malhodS u"'" to 
d\>ca/lWlal. the coffee beans; <>rill Is much heallIi« 111M tile -catt_ Is """""lid from tile coffee beans '" tea lea . ... at tile 
l1'"" stage, b8Iore roestlng '" ,_, by 'washing' with 
.... 1.0< • 001"",,1. 1lI& _I Is .m>et methyl cNorIde (the buis 
of pf.lnI sI11P!*l. 0< ethyl chloride {bell" IInown as a dry cIaanIng 
1kJ1d!). Th6SfI ~ can Ieo. e resIWas wI11c11 "'" poesIbIy as 
harmful as tile cafleI .... Ihe)I ..... """"W"Ig. The otne< methOd, 
known as the Swiss wat. Method, ..... _ """., carbon 
dio.ide ond liMn! 10 """".a tile caflein&. It Is mof8 _slv, 
but obOOJsIy does nol create Iwmful ""'kIoeI. Both mfIIhods 
Invoh-e '-I 1_ which con destroy some 01 lhe coffee 

"avow c'"'ij>OI ...... '"" 
MO$I decaffei1ated 'N Is m_ lISO"lg the """'en' e><traction 
method, tIuI you ""'" 10 i"Md tile tabeilO c/1eck which method 
tIu betio used. " the label Is ..ague about INo method 01 
doIcaffoinatlon, k tIM poobatJIy been _ lISO"lg tile ooI>tent -, 
Tha PIA call ..... mal is em-_ I. no' ... atlld. " Is ladled back 
imo soft _ and also many over-the--<:oo,nteo- cold ~ 
and _ ~s. So, H you sutler from • wlthdrawat headache 
as you CUI <10,.", on .,.,... caN_ Intak" _ not to reach 
Ioi" an oItomal"e source In tile lorm 01 a _<:toe pili 
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Questions 
1 Whar did ,he aarho,', friend wIn! from the author? What 

did h. get inSlead? 
2 Wh .. twO .ubs,ano," did the amho, recommend her friend 

cu, oor? 
3 The a"th"r joined in the ex"eis<. True Or false? 
4 Wbar 'ymproms did ,hey ,offer from as a r.sul, of cuning 

tho .. subota", •• out? 
S Who! <fleet of caffeine did rh. ,",,'hor focus on /0, •• mdy 

and which comi»ny did ,he 'PP'(},1.h? 
6 How long did the volon ... " ha .. to give up caffeine? For 1 

",...,bll mondv2 month.? 
7 Wh3t v .. ",. the ... uh. from the experiment> regarding the 

.fI • .,.. of caff.in. on slup? 
8 Wh., a .. ,h. fWO rypes of .leep? 
9 What hap""n, during <arh one? 

10 Is;, impon.nr [" drink 2, 3, "r 4 liu .. of nuid pcr day? 
11 What is ,h. diff"en« botw •• n herb rea. and fruit te.s? 
12 Whar are some .umples of .!>flee ."boriru ••• ? 
13 What is guarana? 
14 o.-..,ribt the fWO diff ... nt ways of deaffrina,ing coff ••. 
15 Where does the caffeine e"',acted f,om coffee go? 



In thl. ellapte, you will: 
• reoeMo _ on 1eIIrni">g...-.l 

<leo I. Ii og _ "OeII>OI1S <II -.. • ....... how to tum them into 
~~ 



,eo Guidelines for your 21·day programme 
When you k~rn something n.w yon are likely [" gn through a 
p<riod when you know ,h.t you know how to do it, but are 
aw.re th.t you haven't quit. gOl it right )'fl. ThiJ is a mOSt 
fragiJ. ,ink in J.:uning. If you don', follow through and 
in,egra,. wha. you haY. learn, into your way of thinking and 
working, your efforts will be wasted, R"".iving the in/ormacion 
is e.sy _ you .ud. book, go '" a <1>Dr&(, li"en [" a ,ap<. Wh"" 
the inlormorion i. in your head what happen. next is up to you. 
Do you use the information or notl Do you put your oourst 
booh on th •• helf until 'l.trt' or not? Do yo>" rhink 'Hmmm, 
in .. ,rs,ing' and go back TO your old habits? 

Dtti. ion and atrion are nceded . The d.ci.ion tn .. " .pli' 
""""nd. A,... you going to bt<:omc ,h. besr you can be? 

When you mal. .uch. dcci,ion, it is imporunr ro build. plan. 
The problem when you try t" change habits ;. ,h.T old habits 
fighl back. On, way of making tb. ,hang. pr"" ... 'a'Y i. To 
or,at. " daily plan. Ins".d 01 doing everything in on. day and 
being ov.rwhdmod, com pi .... Ih. ta,k. bit at a lime. 

The Ii .... ime I 'root,d "ne of Ih ... p,ogt3mm .. 1 put uide fou, 
houts a day for ,he new t.sk. Th. prog,amm. ".nod al 5 a.m. 
and Sni,hod "' 9 a.m., th,n I would ha..., hrea kfaSt, S" I", an 
<n.<Silins run and .h,n go. on wi.h.he rnt 01 the d.y. 1 lasted 
twO d3ys. 1 started 100 e"rly, spent too long at Ihe la,k, 
cramm.d too much into the time and .pen' ,he .... 01 the day 
half a!ltep and irritab~. 

The ruin for Ih. 21·day programme arc generally common .. " .. : 
• Mak. your progr;mune not tOO ea.y, no. '00 difficult - The 

prosramm. you ere ... must be ea,y .nough for you to know 
il i, achi.vable and chan.nging .nough to .><cite you. 

• 5<01,,,, topi,," ,hat inleres, you -If you have '0 read ma .. rial 
,h. r i,n', parricularly in .. r .. ling during your normal working 
d.)·, Ihen choose olher, mo .. inter .. ong material,,, d"",lop 
your >pe.d ..... ding .ItiUs. 

• Build in variety - One day. practi .. ,peed .. ading wi,h a 
n(WeI; the n. '" day, Iry a newspaper; aher thaI pr:acr:i .. wi,h 
mag:u.in ... you have wan .. d." .. ad for a while. Each time Ihe 
aim is 10 read as much as possibl •• u,ing Ihe most effecti .. 
techniqu •. 



• Pu, aside 20 minu, .. each day - To pr""ri .. spted reading, 
20 minu, .. j, a guid.lin •. 1f you have O1Ily lO minutes, that is 
lin. as 1000g .... v.ry day you .pend tha. amount of rime 
working on your new .kill. Th.", ore .xerci ... in ChaplOe 3 
'0 help you . The be" ,im. 10 do your pracrice is in ,h. 
morning beea .... i. will act as a «mind" 10 you 10 pay 
al1en,ion ,0 your read ing "s,he day goo. on.lf you can only 
pur 20 minur .. aside in ,he ev.ning, th.n remind you",,11 
wh.n you plan your day in ,he morning rha, you have PUI 
, ha. rime a.id. and ,II;., you intend 10 be aware of what you 
or. «ading throughout 'he day. 
In'evate your new knowledg. - U .. you r skill. during the 
day. hacri<e ,peed «ading every rime you «ad something: 
your mail, le"ers, n.wspapers, books, e·mail" memO!!, backs 
of cer •• 1 box .. - .n)1hing. 

• Keep your purpo •• cl.ar -If you do !KIt havc a purpo« you 
will quickly 10 .. inleres'. Keep in mind why you.« I.aming 
how to «3d f .... What.1>e de> you wan! to do with ,he .xtra 
,im. you h"c? Wha, will.peed .. ading de> for you? 

• I'racri .. daily - The more consi .. ent your proeme, Ihe better 
),ou will become. If you speed r •• d on< d.y and lorger fo, the 
nexI few. ,he chane •• a .. ,hat ,he number of day. between 
proctising will beco~ more and more. 

• Teach .om.one eI •• - When you can reach ""meone eI .. wh., 
you havele.rnt, you havele.ml il well. If you have children, 
t •• ch them _ any "8" i. a good time for 'hcm ro learn. If you 
can ', answer .11 ,h.i, qu .. ,ion. u .. ,he five-srep proc .... '0 
find the answe .. , 

o Read in groups - Developing. ,.ading group i,.n e .... llenr 
way to .nsu« you pracli ... Mce, one. a mon,h or mort often 
if you like. Make ,he purp<»< 01 the group twofold: fir"ly, 
discuss rhc conrenrs of the book, .rticles or papers you read; 
.nd, .... ondly, disc"" ,he «.ding methods you used or had 
,rouble wi'h. Also, begin to explor< oth .. way. 01 reading 
<:Ifecti.cly and b'ing 'h""" '0 Ihc group. Group moriv8rion 
will drive your learning forward. The more people you 
involve io your learning, the eas;cr il will be '0 "'y 
moriv.red. I, help. when ,here i. someon< ,here '0 .ncourag. 
you when you are having difficulti ... 

• '-'am lomtthing DOW .... ry day _ No m.tt~' how sm.1l i, is, 
add somedling new '0 your knowlerlge. Keep a notebook 
with you to record you, daily mini.l •• son. You will be 
surpri<ed how fur your g.n<ral knowledge grow •. 
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• /..earn" DeW word ""err .... y - Th, bon .. your vocabulary i" 
,h, fa"", you will be .ble [0 re.d. 

• B. n.xibl. _ If you find your pr<>gr.lmme i. too '''y Dr too 
difficult, change it. 

o Don~ SlOp aft ... 21 day. - Aft,r your fi"" 21 day. you will 
have integrated .h. ha.ie. of .~ , •• ding """,,.<sfully, 
provided you nov' had ."Ifici.", practice. Aft.r ,h .. , t.k. 
your ,,, .. ding to .nother level. You have alr'3dy devdoped 
the habit of puning •• ilk time to proro ... MW .kill. K«"p 
that rime "."ilank and uS< it IB' developing anOlh .. ,kill by 
applying your ,peN·reading ,kill. and extending them u you 
learn .omnhing else. 

A u .. ful lip i. '0 hep. ,mall nOfebook in which to writ. down 
comments on .h. day) r •• ding activities. Vou could US< ,h, on. 
you keep to record tach d.y'. mini-lrsson or a sepa, ... one. 
WhO! did you fed or ,hink a. you .. ad? What was euy? What 
was diffiruh? What would you change about the way you ... d 
th .. day? What question< do you have? 

Timetable to help you design your 21-day 
programme 

Elcample 
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Teach someone else the basics of 
speed reading 
You may h.~ . child.. friend or I p&nnt. who w~nl$lO kafn. 
H« •••• to",.. • • cps ' " follow 10 r.,ch .hom df<Ctivt"ly and, al 
.he $alnt riIm, consolidate yout ka"";"II: 

I .,. .... $1 • •• ad;~ ,h is book. Be 11.1« 10 1t';uI the whol. book and 
check thaI you fully und ...... od i •. If you a .. ",ing K> ,nch 
_ . lse, you mUSf know ... har you ar • • a\kin& .boul. 
""YO ,I>< boot: bndy "'hilo you ltad'l III> WI you can find 
........... 10 any question< .h • • you migh. no< bt .u", .hop •. 
Whu yo... k>oI< up .he .n ......... look ihem up 100"he,. Thor 
will invol ... both of you and will mIke the learnilli rno~ of 
on aai •• pr"", .. for your srudent. 
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, .. 2 Fim, find om whaT you< ,rodent already kDOWS or thinks 
aboUT.»«<I reading and also WMI questiDll!llhey have. Talk 
about <heir kaming otralegy. 

3 Explain in a way mat in~=fS them (whkh ""'Y be different 
from whaT you wDuld ~hOO5t') a link .bout each .,P«t of 
.p«d rnding duol y.,u arc going [() ",,,,,h ,hem. Th. 
following headings COver w .... t • person n •• ds 10 know to 
undef1.tand the basics: 

Determine their currenT r •• ding rare . 
How to use • p.~r to increase rI.cit ,e.din!! rate. 
Difkmlt memory .echniq"" .. 
The fiV~I'P .ystem. 
Effective U£e Df ")fl, including eye exerciseJ. 
Flexible r •• ding - ... ding differem types of malerial. 
Proble .... and oo]utions. 

Determining your student's current reading rate 
and increaslng It 
1 To determine the re.~ tal. see Chap,er 2 (pp. 27-8). 

Eithe' UK th. ,eXT by Dr Chr;' nnn in Chap'", 11 
(pp. 152- 7) or gfl your .tudent to .. Icq l ix different pieces 
of text. Draw up • ,!'«<i-reading graph for ,heir U£e (ooe 
pp.42_3). 

2 Once you have derermi"ed their reading U«", ulk aboul the 
differenl factors that may inhibit.pee<! reading and what Ih.,. 
can do.o eliminate Ihem. 

3 Expl ain how to n .. a pace~ Ask Ihem to place a pen or finVr 
allh. Slar! of each line and to keep up with your rounring. 
Coun. from 110 10 five lime .. ,tarring al approximately one 
rounl every 2 .. rond< and increasin, i. to nvo counc< por 
...,.,rul. Ask you •• rudent to keep up with you, no matte. bow 
fast you go, aT . rate of one line por counr. Tell rhem Ihal if 
rhe pace;" Vrring SO) f.'1 rhal they cannot .ead each word, 
rh.T i. all righl- all they are doing io getting used to wing a 
pace •. 

" Once 'hey are comfortable u$ing a pace~ invite them fO try 
some of the ucrcioe. outlined in Ch'p<er 2. 

5 Then give them a new text to read . .... k them to read al fast 
.. rhey Can for ,00<1 comprehension, using a pacer. 

6 Plot tbeir .ptN! 00 the graph. It will have inc~d. 

7 Now, both of you take a break and have. cup of caffeine·free 
tea or coffee. 



Different memory techniques 

1 Onc~ yoo have t.!:cn a h .. ,k, " k )'ou, .rudent to ")' '0 
,e"",mbe, •• much •• 'h~y c.n from 'hc lOx" juS! road. 

2 Tbtn find oul whO! "'~legy lh,y used. Did ,hey iuS! 
rem,mbe, i,) Did th~y writ~ anything down? Did ,hey 
.Ire,dy know oomelhing aoout 'he subject. 00 they found it 
easy t<J recall? 

3 Nex,. to exp'nd )'om "udent', .kill. go through each of the 
memory """Sies ou,lined in Chap'a 5 (pp. 7+-6). Allow 
you, student to ur<,ic",,< 'hem all. 

4 When 'hey have done ,h",. put this h<~)k and an)' no" • .,id. 
and get )'OU, ,tud.n, TO «II you whO! th~y just read in as 
muth detail a. po"ible. Sometim .. w< think we u"d .. st.od 
.nd "",.",be, wh., w< read , but if we h"'e to tell ><>meone 
01 ... hout it we find we cannot. If your student can tell )'00 

aoout the p"""gc in . ofli,iont det. il. ,hen ,he «cnniqu< 
wo,kod , You just h",'< to detamine wheth., it allowed them 
to read a. fa.t as thcy wanted TO. 

S R~mind yoo, stodent that lhe be" memory techniques are 
,ho .. ,hat .lIow ,he'" 'u r<:m~mber whot they want to 
rem,mbe, when they or, ,eading os fast as 'hcy want TO read. 

6 Aloo. when they .. Iect a memo,y technique they mmt think 
.l'K>ut when ,ho}' oro going TO necd '0 use th~ info,mation 
aGain; this will de«,mi"" what m«hod lhey choose. 

The five-step system 

Using 'he .ummari" of 'he five·"ep .y .. em (pp. 166-7 and 
22_3 1. rkmonst,.,o to your ,tudent exactly how to use it. Do 
,hi. wi,h two differon, now'rape". E:.eh of you ta kes ono 
and g"" ,hrough the fi,·<·".p ,)'".m. The aim of ,ho proc ... 
• hould be to gather .. muo;:h gO""'al new. a. you can .nd '0 
find ,h. on. stO' y that inte' ... " you most. 

1 Oneo }"ou havo se leered • 'tor)". """ ,h. m<tnory t«:hniqu< 
each of you thinx. .uit< the story be". Thon. in tum. tolloach 
other in •• much der.i l., po .. iblo wh., tho story wa. ,bout. 

3 Time yoon.,)'· ••. Try to got through .n onli,. now'pape' in 
les. than 15 mino, .... 

'" ! 
! 
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Using their eyes effectively 
You Can both take part in {hi., 

Supply )'OU' Sluden. w;,h 3 copy of ,hi. book. BOIh of you do 
all the <)'e .~.rci .. , in Chap'", S. 

2 AI the end 0/ each one, di .. u", what you nutittd. 
3 Before you carry on, do .nolher .peed·reading ...... m.nl. 

Flexible reading 

1 G.,hor '''SOl he. a ooll«r;o" of ,'cry cliffe,.n, readi ng 
rna«.;.i" I.,., .. , report.. book. 3rrkl,s, magazine., 
OOW5pal'<'" 

1 Work w;,h your stud.n, to .. ad ""eh une as fa .. . . po .. ibl • . 
Determine wh .. rhe bes, 3PJ1roach for each one is 3S you go. 
Remomho, 10 .t.,c your pu,,,,,,,, f"r r •• ding the documcm. 

Problems and solutions 

Spend .ome ,ime ralking aoout 'he dill".", .".,iron,.,.o" in 
wh ich .ach of you .. ad" and what ,h. diff ... nt challenges 
"""",i.,cd with each ar •. Work ou ' way. to got round them. 

2 Finally, to Ie., your long-Iorm memory, boIh of you should 
=all a. mu<h a. you un wi,hQu, ~fe"ing 'Q the .. ~" )'Qu 
havr =d during this tni ning. 

SUmmary 011Nt _~ IO)'ltt_ 01 efllOeIIve I'N<Ilng 

AI1t> . ..... 01 """h ~ uk youl'Mll: 

Wllat I. my purpose? Do Ilia .... my answers yeI? Do I need 10 go 

""""' 
Step 1 
What do I .,JUdy know? 

What de I still need to know? 

Step 2 
Qv"","'" 0111>0 book. 

Ellmlnat .. """""8U8tY material and highlight areas that waJTant 

furtl>er 1IWdy. 



Step 3 
f_ I'<'UB"H with !he _ of vocallUlary 

~echni::~ 
Con1n.oo 10 11IgI"", _ 01 -..-. 

Step 4 
Read IN lirsl pa'ogral)h 01 _ chllP1&r lind 1,", first .""' '''''''' 01 
each par""..",. 

ConU ..... 10 " ,r.Nlta ........,~ ...... 

StepS 
SMct ....., \'OU .- or ..... 10"'" _ \IItn _ it. 

The A to Z of effective reading 
A Ael;v ... ading _ T,h nOl", ",.ilt in morgin •. ci . cle, 

hjjj.hli~h', umlcrli"e, ,h ink, .. gur, drb3,. you. way lhrough 
whar._ .. you ,e.cl. 

B B.lieve _ You a .... cap. bk of rhenomcn.I'hjn~>. Mak. ",h., 
you lurn in rhi. book f OU' r.". ~I.I' 10 <ffocnvc ••• cli"g. 
lo<>k «:>n.un!!y I ..... bet ..... way 01 doing wha. )'Ou do. s..
.h. hook 1" •• ha, foLlow> 1m .dvia .bou, wh= '0 go 10 
,exh .he nexi level. 

C Comlort _ .\bk. SUI. you, ""';. onmt", i •• s romfonablr a. 
possible. II j, .. IlOI, ,hen eh.n~ il or mo ••. If you an do 
neilhe" uSC muhi· .. "..,ry ,udin)r, '0 hel p nuinr.i" you. 
'''en,inn and co"".nrr",i<tn aOO <o k •• br ••• •• try 15 
min" .... 
Con«"Ir.tion I' •• c, i.. «>n«,,".';on ICchniquc •. 
R.mtm'Dr. ,h.t wi, hou, <oo<onll. ,;"" ,he", i. no memory. 
whe. he.)'Ou ...... ding o. "'hnher you.", •• king in nom ... . 

o B. ,,",emriM<i _ 00,,', gi.., " I'. s.. .... ,im ... )'0" miglu 1 ... 1 
I.".'ra' .... Th;' ;. a na,u.al po.r! of ,t.. I.am ing pruc ..... In 
lit"" ...... you. old .... bit and )'0'" ". ... imp", ... d , kill ,1>< •• 
..... y lit. period .. 1><n)'O" know who. you a .. <>p,able of bu, 
abo know ,h .. you lI.vtn) SO' i, qui ••• igl>t y<t. In.n '0 
' "joy ,h;. faling; it ",con< you ". 5Ding in ,he .iSh' 
dir«tinn. Tak. ,he rimt '0 ,i, back ... ·.m"" you, PU'l><"" • 
• <I.x and o. rry on . 
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E Enjoy - Th~ more you enjoy r •• ding, ,h.les •• ,rouW you will 
"" .nd 'he bene. you will "'member wha' you ".d. When 
you ".r" your purpost include enjoyment 3. p.11'T of iI, 

F fi ..... ,.p ')'0'"'" - Apply it 10 ",,'}'thing you read. 
F1exibi liry - Rememl>c, ,h., yoo dem', ho •• to read fast all 
'he lime. Develop the .kill of being able 10 identify when you 
can ",ad f." and when you h."" to .Iow down. 

G Groups - Work wj,h orhe, peoplt. Som<:rime, a group of 
brain. i. bener at 'laying motivat.d Ihan one working .Ione. 

H Hara".d _ II you are feoling ." .... d or tired fOur 
eff"",i •• n ... will diminish. SlOp and lak •• break, •• ped.lly 
if you f .. 1 you do nOl have th. time to do ,hat. 

I [duo _ C'OM.,d.rrncc, combi ne and dabora .. on id ... 
be!Wecn ,exlS. Pl3y ,he ·Wh .. if' game wj,h new ideas. Ask 
what would happen i/ X happcnw iOSle.d 01 y, What would 
h.ppe" if you ,an .... ad .. Po.!I" a S<'COnd1 

J Justify - Mak •• u,. you j\l5,ily doing .ach pi«. of , •• ding 
",moon. 01 .. a,k, you to do. Alw .. ys .sk youneH why you 
have ro ",ad i. and what ""II i. will have on your tim •. 

K KQowl.dg. - Make inc .... a,ing your knowledg. of YOIlr .. 11 
.. nd the wmld around you. daily go.aL 

l learn - Make i, a habit ro I • .,n something n.w f,om you, 
..... ding .'..,ry do.y. 

MManageabJe chunks - Avoid re.ding fo, more than 3(1 
minu,,,,., a rime. Break up you, re.ding inrochunks ,h., can 
~ a,hi •• o;d in that period of time. If you have a lot of ICading 
to do, .. '" clock to remind you to ,ake a bruk. 
M .... ocy-Imp'~ i, by breo.king you r reading up ... ad.i .. d. 

N No,·el. - U.ing d,. fi~·.",p 'Y'.em for novel. may spoil ,he 
ending. You will find, howe.er, Iha, ,h •• peed al which fOIl 
can rcad novel< will inc" ... ... a ••• ul. of you •• peed·reading 
pracrice. You will nor I""e any of .he enjoymen.; in fact, you 
may find )·ou finish more of Ihe novel. Ih., you begin. 

011<: rugani>.ed _ Cka. yourdcsk of everyrhing other .han wha. 
you .,. working on • •• he lime. Crea,e a good filing system 
01 ide •• , book., papers and •• kre",,'" Organize your 
learning. D..,ide wha. you w.n. ro lum, where you a,e going 
.0 find i, and how you are going to .. 1 .boo. doing w. 

P Pacer _ U .. a pacer'o incr ..... you • • p<ed whene.er you •• e 
.... "ding, "'peei.lly when you.,e .ired . 
Purpose - Have a cle .. and definite purpose whenever you 
.. ad an)1hing. 



Q Qu .. ,;on _ Alway, ask '1u .. !;on •. JuS! beca .... what .he 
au!ho. n •• soid i. in prin" ,ha, d<)<$ no! mUn .hO! they are 
riV>t. 

R R""so - Ref., '0 n"'e. you have made previou.ly when~,·er 
you have 'he opponunity ,0 do so. Sometimes we only 
.ppreci ... som<lhing la,er. Also, r<vi.ion i. vi,.1 for recall. 

S Strc<cl. _ Your body i. involved in your re.ding •• wen as 
your mind. Reading €an bt. pO$.ive activity. When you read 
for .ny leng.h of ,ime your body may become "ilf. S, .. "h 
YOUf hody whenever you t.ke. b ... k.iI you feel ,h., )"OU.I< 
Io<ing w .... ntr .. ion make a good "reich the Ii .. , .hing you 
do. 

T Time _ Tok. tim. '0 d .. elop any new skill. Enjoy 'he gap 
bt.ween knowing you don·, know how '0 do som<lhing and 
.chi .. ing 5""""'. lit pa,ien, wi,h you.xlf. 

U U .. - Th. mOl< you ..... ,he inform. lion you leatn, .he bonn 
you will remcmbor it . nd bt . bk to apply i, when you noed 
i,. Teach som..,,,,, elst, write a report, an anide or" book, 
di..,uu who! you read with "'h .... 

V Vocabulary - U .. Sup< 2 and 3 Jpreview . nd pa .. ive ... ding) 
'0 idenriFy words you don', undemand. look them up bofor. 
you ,onrinue. If you e"coumor a word you don't understand 
while you Or< re"ding, uk< note, k""p going and look it up at 
Ihe end of the paragr.ph 0' oeaion. You may find tha. ,h. 
rrK"aning become. d •• r in .h. con,exl of Ihe texl. 

WWork i. play wi,h •• ui, on _ Make wh.tever you do fun .nd 
)'<lU will bo .ble to carry on lunger and perform mOrt 
eff"",ivdy. 

X Explo .. - Find information from a. many diff.rent $QUI«<" 
possible. Sometime. you can SC' what you ... Iooking for in 
• ,ext more quickly from. phone call 10 on expert or. friend. 

Y You - Reading and lea,ning il" personal.kill. Ohen you or. 
,he only one involved when)'<lu have ro perform. Mak~ lurt 
,ha, ' he rtChnique< you uSe work for you. Try a variety of 
di ffe .. n, wayo of r~ading and learning and ettart , st' of 
t""lo that .uirs. you. 

Z ZZZ -51..,p. Avoid ... di ng . nd $!udying at th. expen .. of a 
~ood niV>'" 01..,1'. Take breakl whenever you need .hem. 
Read <omelhing enligh .. ning but light bofore you go '0 51..,1' 
.nd think .bou, what it means to you. 
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Th, ... r. onl ~ a f,,,, of ,h. rewu""", av.ilabl. to you I" 
cominu. you, d.,..l"pmen,. [n rom. caSC$, the <n';", book i< 
<xedl,o'; 0,1><0,. will h.,.., gem. that arr wurth looking for. 
Look 10, or", infom13<ion rvrrywhcre. Anend os many 
COUf>n U y<>u can, Remember that not .... ,ythi ng ha. to h< 
.... ad _ I.arn from audio programm ... 

wwwtipakoD5!im.cQw:lnlornutionoo,b •• urhor 01 T<,~d, 
you,,,,'f Spud R.ading and downlOild, Qf ",b .. book. by 
lin. "on""n< 

Quality information from 

www.ebri.fropcoo .. Formor.info ...... rion on Dr Ch, i. Fenn, 
To obtain Dr Chris hnn'. book, TI,e [nagy Itti'''''''''K', 
contaCt ,h. author at Inp,,' t..:mri,;on, ]9 Cuigmn Court, 
Abtrd«n. Scotland AI1I5 7PF 

Ik.".~ Diana, La:y Lea,.,.ing. Elemem, 1994. 
Jltrg and Con)"'" Spnd.R,dding ,h. F.4S)' l(I .. y, IIarron'5, 19'98 
IlerS, Howard S., S"pn Reading Su r"' •• Warner Il<>ok •• 1992 
BUlan. TOllY. Tbo Sp •• d·Read,ng !look, S8C, 1997 
Cuti«, Wad. E., Triple y"", R<ading Speed. Mocmillan, 1993 
Conl.n and He.,· .. >, Whm y"" N •• d 10 Know About 
R.~djng CQmp'e/1en<oon and Spud, Skin""ing ~nd 
Sednni,,!!. R<ddi"JI for PI.d."'., National Tex!book 
Company. 1995. 1998 

Da vis, Eshehn.n, M cKay, Th. Relaxa/ion d"d Sir ... 
R.d,,'ljon Handbook . New Harbinger Publications, 1998 

DePm! ... IIobbi and Hornacki, Milo, Quanlu", udming. 
Pi,uku •• 1995 

Drydm. Gordon .nd Vos. J •• nn<ne, Th. u"",ing RtvOIHlion. 
A<<<k""cJ L<.ming, 199<1. 



Dudky. C«>11"y A .• Rapid Roadi",. Tho .. ons, ]997 
Dudky. Gc-off .. y A .. Dcubk ),0'" tum;"g I'1XWt". Thorson$, 

"" Fmn. Chril, Tm. EMrgy Ad.",,"'V. Th<:wson<. ] 9"97 
frie~. Gw'ge. Tb. OPt''' /'oat, H .... d".,.,.. BiofHdbuk 

ComPU"'" 1982 
Horrmann. J .• R~ybe<k. J. and GUffNn.1.. 'mprot1i>tt: Sr .. d ... , 

Monrory, H""e~ and Huber Publi,,,",$, 1996. 
Hoo!'<' •• Judieh and T .... i. Dk k. Th. TIlTH Pound U"iI""u, 

Tareh .. Puenam, 1992 
Hunt, D.T., I."~, .. ;,,, to tUm, Elan, 1993 
King. G .... ham. Tin Secret, at Spud·R"~dj,,g. Manda'in. ]994 
Kk;I]u. Dha~ Sinsh, [K, /J,,,i .. £.o,.gM!)', CenlUry. 19"97 
Kon .. ~ne. Tina. S,,~J SpNd· .. "di.., i" a Wu*. Hoddr, 

and Scoughron. 2001 
KonS.lan •• Tina and Taylor. Mom$, AI ... tal Span. Parson 

Edua. ion. 2002 
lro Anp" jl'rnoneed b,]. V;'"",: Th. Mind. £.,.,. NLP A<i:o 

". 
Lo,aYfK. Harry, ''''1m",. Ex .. m R .... / .. j" 30 0"1" Tha.",n •• 

1992 
Luria. A.R., Tho Mind of a M ... ",o"i,r. Harv .. d. 1968 
McKim. Roborl H .• Exp~"u. I" ViII"" Tbjn!.i"g. PWS 

Pul>!;.ki", 
Nonhkds<. Tm. Good SntdyCIlkh. Tho Opm Uni ..... ;!)', 1990 
O'lUnder. S .• and Scbrotd .. , L. s..pnlumjrrg 2000, SOU ...... i. 

I'ras, 19"9~ 
DlIrandt •• S. and Schrotdt~ L. Co.tmk AlmoO<)'. Simon and 

Schus.e., ] 9"92 
Rou. Colin. Acui"a,.d Ua,,,/,,,. Acce l.rated In,ning 

SYJlem. Ltd .. 1995 
RoukiJ, Lourie E.., 111, c...,u'Y Culd. 10 '", .. a.;''' you, 
R.~d,."g Spud, 21st O:ntu,), Works, 1996 

Rouki$, Lauri •• PIXWt" R.ad/",. Macmillan 
Schw;om, O&vid J~ Mozrimi<e y.,..,. MftdtlJ I'owo-, Thonono, 198~ 
Sune<SfOf\, Ingnnar. Mind AI"ppm,,,,,,, Memory. Kogan r~, 

"" T' -r. ~l.n. CUts, y"", INUt. Arrow, 19"98 
TUfky. Joyu. Spud·R • ..d",g in B ........... Crisp Publications, 

1989 
W.nick, t.;lIi.n P., Spud R.<tdif1g N"""4I1y. I'nntice Hall 

Int~'nat;on.l. 1990 
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I -- time management 
polly bird 

TMcII v....- nme ~ wi ShOW you how Ie> 

II\IXJriuI j'OU" timot _ "."Ore ycu duI\a" _ ~ 1M -. 

.". book e>:pIaIns how to record, moriIor and ~ )'CYf UN 

01 tn.. By heiping )'CU 10 _trucIIn ,..,.. day. rt heIps)lOU to cui. 

dOwn on stress, acIlieW!)'OO' geels. and hIIw free tim& for 
~ MOOs. Managing 'IOAJI time elfectNe/y impt'ov" WOtk 
~ and ~ you tab c:cntn:M 0I)'DU' lite. This <.«rmate 
~ 10 oettng organi<ed. detnystilles timot ~..o 

IlVIS you bd. in ctIar9I 01)'01.1' timot ..... on top 01 'JOAII ..... Idwd. 

PractieaI, straightklrwatd, _ easy 10 IoIIow adW:>t IIhows )'<lU 

how 10: 

• prioritize 
• pi.., your owr1 time 
• ...x>cto paperwork ...,;I ~I. ptIDfI& caJl inlerruptiont 

• IHm 10 say no ._-
• trUl stall to ......... lime 

PoIIW BIrd is a ~01III ' g .,......m. 01 busftess and training -. 



-- managing your own career 
pat scudamore & hilton catt 

• Dc you teel that you're 10 an employment M? 

• Do you oe&d 10 deckle whether 10 stay put or make a f'I1OVO!1 

• Ate you oonsIdering worIIing tor yo...neIf1 

Managing Vour Own c.reer deals with mod"," career 
s_ti""" in which empjoy_ need 10 take !heir own decisions 

and don't look to employers 10 provi<:kIlhem with the answers. 

~ allows you Ie> sley in control and ~ both the ups and the 

downs Q/ your career so you can tailor your worI< 10 SIJit your 

individual needs. 

Pat Scudamore and Hilton can have wor1<ed in ill """'" of 
tunan I9SOI.O'l:eS and bosIlIfIS' IrlIinng. They now rul the 

Scudamote can PartnershiP. a successful human r'9SO'-'"Ce5 

management and training busir>ess, and are the ItlJIhcn of 

runerous books 00 career management 



~ project management 
l--=.J phil baguley 

T&aeh You'""'" Project Menage .... ", Is a pt8CIicaI introductior1 

to tho cm!t of prcjec1 m..-...gemel It. With diagrams. useM ~ 

appropria1e method ... checklOsts and tool&' ~ explains and 

~ !he what, why, wher1 and how of ItVs form of 

""""'ll9lTl8l1l. The ultimate gcOOe for all who wish to develop tho 

skills 01 eII'ecIiv8 prtljec;t management. 

This book show! you how to: 

• manage. plan and organb your project from start 10 nnish 
• create an effective project team 
• estimate and manage your project budgets 

• soIv9 ptC/I)Iems, and monltor and COI1tro1lhe activities 01 your .-. 
PhIl iklQw,.y is an experienced business wrtter and~. He 
has held seoIcr manag""""" roles in mu~inalional eo<porntions 

and wor1<ed as a managemMt eona.uttant in the UK and Europe. 



negotiating 
phil bagutey 

"'-<II YowMII' *U01ia1lo ... ;. .. ilopoolailt book lor .. 
... 01 . oIlS. "....-:Ito~.~~at ........ 
~ alt OtgIiolz:all<> os. \!IheItW you .. dolling with ' 311'_ 

ouppIeq Of WSlt:>I ...... you..-:l to be .. to 1 oegotiate - enQ do .-. 
"book you crnot afford to be wiItlout. TNdI YOIQe/t - , 
• s/IoWII you how to prapare lOt, QIffY out Md ...... 1..- VCU -• heipI you dotdde what ~ and tactics to use 
• iluetretel how to use the ba/gIIO'IiIIg ptOC4ISS to QIII,.. __ at. a 

'''CCIUfut outcome 
• guIdft you 10 a succesafut implementation of thai outcome 
• pnMdas. cMckIist lOt nllllng vcu own noogctialing Ikh. 

PhIl B~ile)' '''' _iaiiAd buIIneu"MII.-Md~." 
'- hIId MI"Iior fT ........ II8I( roIet ~ muI!InMionaI ...... pOiatloo .. 

ItId ~ II • .....-.agemem .",.......,. ~ tha UK ItId Europe. 



presenting for professionals 
phil baguley and janet bateman 

• 00 you have to P ~ presentations? 

• 00 you want)'QU' ~ to hit !he spoIlM!It:Y time? 

• 00 you .......c:t to mov<I )'QU' presenting ,..:. a gear? 

Pre .... tltog tor ProfeNIonaI. INiII {I08bIe you to Qive 
pmMIitmiDn!l that are powerful, passionate. pet$U8$lY9 and, 

above all, prOfessional, ~ covers !he how, why, what and when of 

presenting In a way that's never been done before, R's oIch In 

practical tips, jam-packed with insider advice and big on 
rNtimedia 1<nOw-how. 

PhIl Baguley is a business writeo- who has held senioo' 
management roles In ~ COIJIOOation ... J_ e..teman 
has exlenWe expeoience in trairOng and persOOaI development. 



-- surviving your organization 
phil baguley 

This ___ guide is "" ..,.,...-,e who _10 ......... _ 
~ ...., "-a P' ' II. __ ~". WIlfIOng tt.. 

~ ... . ~, dip-out aIpt'4IbMicII 0tIIar tor ease 01 ... 
1t1Is Is. bock ycoJ wiI use fNt1f'j WCII<ing day. 

From AOAPTABIUTY 10 JARGON, eOSSES to lISTENING ...., 
LAUGHTER 10 ZEN. you'l find everytI'IIrIg you ..- Ie raise)'CUl' 

........ rating and maxinize"fOJl poteroIIaIn 1*10010 oanc.. 

PhI 9 .. .,. 11 an _iaoced buainess wrte. ...., 1IIc:tunr. He 

hu heIcI ...... metWIgEII'I'III'" II> ~ coopotllioo" 
..,.;I WOIQd as • """"'9"fTI ~ in IhII UK ..-.:I ~. 



teach 
yourself 

.-_k ---------~-... -----.. -----'---... -....... ,., ... ------"' ''''-~ ---~---. .... --.~ ---

_~l<Ilc---------... -'----------__ If(_ ------------~ ,- "' ...... ---" -.. '-~ ------'" ------_ .. _--_ .. _---.. ~-

~"'-r..-__ .... , ....... --------~ ----_ .. _------,-------_ .. ----~ __ Lltl~ -_. -------.... ---------_ .. ----~ __ l<tl.-----• 
~ --------~-----~--------------



• teach 
yourself 
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speed reading 
tina konstant 

• Do you need to read quiCkly at work, college or r>ome? 
• Are you frustrated by Y"'" reading speed? 

• Do Y"" want to read and analyze text more efficiently? 

Speed Reading is a practical guide to effecti." speed reading. 

It inclu(les tOOI$ and information lor" var;.,ty of read ing and 

memory t""hniques which you can uS<) and practice as you read. 

It teaches you to read effect ively under pressure and helps you to 

concentrate in nOISy or dr'I'actong "" .. mnments. 

Tina Kon'!ant is a coach, r"""a'cher arld professional speake, 

on human potent,al and "'a'Ring skills. 

Why not try • Time Management . Project Management 

_ or y,sit www.books.mc9.aw---f1~.com? 

Cove' _ " Steve Mason/Getty fmages 

the leader in self- learning with more than 300 
titles, covering all subjects 
be where you want to be with teach yourself 

US S12.95 

CAN S20.95 
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