READING   (30 mins should be enough for the WRITING) 
7 parts in 50 minutes. 
Plus 10 minutes to transfer answers to the answer sheet. It’s not a good idea to try to win time by writing answers directly on the answer sheet.
This document includes tips from the reading exam focus unit in the Student’s book. 
Reading part 6: Vocabulary. Multiple choice gap filling 


Part 6 is worth 12/45 marks, so why not do this one first?
Choose the best word for 12 gaps in a newspaper article, advert, etc.

· Read the instructions

· Read the title

· Read the whole text and try to guess what type of word could fill each gap – write them on the exam paper then look at the questions and see if these words are among the answers

· Read the whole text again to check that it sounds right.

Is there a preposition after the gap or somewhere else in the sentence that helps you to guess? Happy ABOUT, to be accused OF or afraid OF, Apologise FOR...
e.g. Following the .....of production from France to Ireland

replacement          rearranging              redistribution                          relocation   

(of x with y)      (can’t say rearranging from/to or redistribution from/to)

so this can only be relocation. 

Look at test four on p88. Some words naturally go with others (collocation)

e.g We say 'set up' a company not 'put up’. With a tidy office you can ‘cut down on’ maintenance. ‘Cut off’ is followed by an object, and never by ‘on’ (e.g. Cut off the electricity before you repair the photocopier. Q32 We 'make' changes but ‘take’ steps.

Identify pairs of words. Cross out the ones that don't make sense.
Be careful with ‘agreement’, i.e. countable/uncountable 

If you are still having trouble – guess. You get no marks if you leave a question blank.

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

Part one : Multiple choice
Read five short notes, messages, adverts, tables or diagrams, etc. and find the correct phrase or sentence (A, B or C).

· Read the instructions
· Read all three options. Underline keywords in the texts and the three options. Cross out the options which don’t make sense and see what is left.
· Be careful about positive/negative forms. 
The product will not be available until 25 January
‘the parts can be delivered before 25 January’ - WRONG
· Look out for synonyms, e.g. win new business/get business, fix/repair,  
· Look out for antonyms, e.g. advertising expenditure / revenue.
Watch tenses and other time indicators e.g. The estimate was low compared to the real cost. 
They know what the real cost was so the repair was done so the answer cannot be It will be cheaper to repair

I can usually do this task in about ......... minutes.
READING. Part two: Matching task

   
Read a notice, list or plan, etc. and match each sentence (1-5) with one letter (A-H). 

· I found that the quickest way to do this (maybe it’s different for you) is to read the instructions, then the title, then the questions (underlining the keywords) and finally read A-H.

· Read all the information before answering

· Do the easy ones first 
…and cross out the letter when you are sure that you have used it correctly so that you don’t waste time considering it again. 
· Look out for synonyms e.g. claim/get money back; take on/recruit, trade fair/exhibition (trade fair≠conference);

I can usually do this task in about ......... minutes.

READING. Part three:   Matching activity. 
Match each graph, chart or table, etc. (A-H) to a sentence (1-5). 

· Read the instructions
· Look at the graphs first and try to predict vocabulary describing direction (rose, fell, tripled, doubled, halved), the strength of movement (steadily, sharply, a constant rise etc.) and time indicators (throughout the year, in the second half of the year, etc.). 
Watch out for words like ‘but’, ’while’ ‘apart from’, despite, except for, etc.
· Read all of the sentences before answering

· Do the easy ones first 
…and cross out the letter when you are sure that you have used it correctly so that you don’t waste time considering it again. 

I can usually do this task in about ......... minutes.

READING part four:   Right, wrong, doesn’t say.
· Read the instructions

· Read the title of the letter/advert/report, etc. and think about it for 10 seconds (e.g.ask yourself ‘what is publicity?’ publicity ≠ an advertisement) to help you ‘get into’ the text.
· Read the text quickly 

· Read all the questions, underlining keywords
Read the text again in detail and answer each question as you read. 

I can usually do this task in about ......... minutes.

READING part five. Multiple-choice, reading comprehension.
· Read the instructions

· Read the title of the newspaper article/advert, etc. and the first two lines of the article and think about it for 10 seconds (think about the subject, possible context, related vocabulary, etc.) 

· Read the text quickly from beginning to end (identify main ideas in each paragraph and the general context) 

· Read all the questions from beginning to end, underlining keywords
· Read the text again in detail, answering each question as you read. Leave and come back to the difficult questions 
· Having trouble? Eliminate a wrong option and consider the other two. Then guess if necessary.
· The answers are all in the text
· When you have finished, check all of your answers (underlining the answers in the text will speed up checking).


I can usually do this task in about ......... minutes.

 READING. Part seven: Form filling and note completion
   
Read two short pieces of correspondence (short memo, letter, notice, advert, etc) and write a word phrase or number.

· Read all the information before answering

· Do the easy ones first 

· Underline the answers in the memo/letter etc. to speed up checking

· Be careful of spellings and singular/plural

I can usually do this task in about ......... minutes.

