Section I

Tips on Reading Specific Text

Reading
Brochures

Tips for
Reading
Brochures

Trying to decide where to go on
a vacation? Travel brochures
might help. These brochures
highlight important features of ex-
citing destinations. Travel and
tourism companies use bro-
chures to help sell their product
—travel.

Many businesses use brochures
and pamphlets to sell their prod-

ucts and services. Brochures pro-
vide key information in a concise,
easy-to-read and often illustrated
format. Customers don’t have
time to read lengthy product in-
formation. But remember — bro-
chures are often written to sell.
You need to evaluate the infor-
mation provided to make sure it
is accurate before you make a
decision to buy.

Before You Read

1. Preview all the panels of the brochure. Each panel has a specific pur-
pose:

Front panel. The front panel is the title page. Here you will find
the product or service being promoted by the brochure, the com-
pany name, and graphics designed to get your attention and make
you want to learn more about the product or service.

Inside front panel. Open the front panel and you will find an
introduction page that usually has an overview of the product or
service. This page is similar to the introductory paragraph in an
essay. It sets the tone for the message.

Inside panels. The inside panels offer the details, the sales pitch,
or the special features of the product or service. The information
here is like the body of an essay.

Back panel. The back panel provides specific information you
need to contact the company or purchase the product or service.
This handy reference page may feature phone and fax numbers,
email addresses, the company Web site, maps, and other important
contact information. Often, there is a mail-in response card, an
order form, or a sign-up form.
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2. Preview the titles, headings, and subheadings on all panels of the bro-
chure to learn what details are provided about the product or service.

As You Read

3. Read every word of the brochure carefully. It contains a lot of informa-
tion in a very small space. In this format, every word counts.

4. Study the graphics, illustrations, pictures, bulleted lists, and other visu-
als. Because a brochure is short, critical information is often included in
these visuals.

After You Read

5. Remember that brochures are often used to persuade and sell. The
writer’s goal is to get you to buy the product or service, visit the Web
site, or enter into a business agreement. Question the information by
asking: What are the advantages and disadvantages of this promotion?
Does this product or service meet my needs? Is the price reasonable?
Avre there product warranties?

6. Before you respond to the company’s offer, check other sources to
learn more about the product or service. Use the Internet to read re-
views of the product or service. Investigate the reliability of the com-
pany and the product or service before buying.

W
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Reading
Classified
Advertisements

Tips for
Reading
Classified
Advertisements

If you looking for a part-time job, a
classified ad in a newspaper or spe-
cialty magazine could help you find
one. Classified advertisements are
a great way to search for ajob or to
locate items you want to buy or rent:
a car, household appliance, place
to live, jewelry, pets, etc. If it can
legally and morally be sold, it can

Before You Read

1. Locate the table of contents and find the section or page number for
“Classified Advertisements” in your newspaper or magazine. Newspa-
pers generally put their table of contents on the front page; magazines

probably be found in the classified
ad section of newspapers and
magazines.

Many newspapers and magazines
not only have a print version of their
classified ads but also an online
version.

place their table of contents within the first few pages.

2. Itemsare grouped by categories, usually listed in alphabetical order. On
the first page of the Classified section, an index will list the page num-

bers for each category.

As You Read

3. Once you have located the appropriate category, you may begin your

search by reading each classified ad listed in that category.

4. Ifyou find an item of interest, look for key information within the adver-

tisement;

e Description of the item

e Phone number or address to contact the person who placed the ad

e  Price for the item

5. Ifyou find a job that matches your qualifications, look for key informa-

tion in the ad that:

o Describes the job, salary, and benefits (although salary is often

omitted)

Identifies the education and/or work experience desired
e Gives instructions on how to apply for the job.
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6. Be sure to save the advertisement in case the price of the item or salary
stated in the ad is different from what is quoted when you close the sale
or are offered the job. You may use the ad to negotiate the final price or
salary.

7. A few final cautions:

e Never buy an item or accept a job based only on the advertisement
description. Some descriptions are “glamorized” to make the item
or job sound much better than it really is.

e Be wary if you must travel a great distance and you are expected
to cover your own expenses to interview or purchase an item.

e If the items offered for sale or the job description sounds too good
to be true, it probably isn’t true.

Because the majority of advertisements are placed in newspapers by people
who live in the area, most advertisements are legitimate. Many consumers
and job hunters have successful results using the classified ads every day.
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Reading
Consumer
Math
Textbooks

Math textbooks are different
from other textbooks. Rather
than pages full of text, you'll
find pages full of diagrams,
numbers, and signs. The
writing is short and to the
point. Each sentence is im-

portant because it probably
won't be repeated again in the
book. If you miss a word, you
may find yourself lost. Every
word, diagram, and symbol is
packed with meaning.

Tips for
Reading

Consumer 1.

Math
Textbooks

Before You Read

Be sure you understand how consumer math textbook lessons are or-
ganized. Math lessons usually begin with an introduction and a study
guide. The four parts generally found in a textbook math lesson are:

introduction or opening explanation
example problems

diagrams

practice exercises

Use the chapter title to set your purpose for reading. Turn the title into
a question, and write the purpose question in your math notebook.

Preview the chapter to determine what you already know and what
you’ll need to learn. As you highlight concepts that are new to you,
you’ll know how to focus your reading and study. Make two lists in
your notebook: a list of what you already know and a list of the things
you’ll need to know in order to do the work.

Use the following features to help you identify the main concepts in the
chapter:

chapter headings

boxed items

models

diagrams

sample solutions or examples
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As You Read

5.

6.

Read carefully, paying attention to every word and term.

Visualize the math problem by turning it into a picture in your mind.

With a partner or by yourself, talk your way through the problem. Talking
through the problem helps you to think about your thinking (metacognition).
If you are on the wrong track, your subconscious will let you know. It also
slows you down so that you don’t leave out any important steps to help
solve the problem.

Review the purpose question you wrote about the chapter title. Keep this
question in mind as your read so that your brain will be actively searching
for the answer or solution.

When you finish reading the chapter, construct a “Think Aloud” in your
notebook. To do this, write the steps you would take to solve a problem that
illustrates the purpose question from the chapter title (practice problem).

Example: Percentages
“How do I figure percentages of a sale price?”

292

First I have to take the given price of a shirt before it goes on
sale. It regularly costs $55.

The newspaper says it is on sale at 20% off the regular price.
I must turn 20% into a decimal. | do this by moving the decimal
point two place to the left (.2) or by dividing 20% by 100 (.2).
Now I multiply .2 by 55 (.2 X 55). This equals 11.00. This is the
amount ($11.00) that | do not have to pay. My discount amounts
t0 $11.00.

Now I subtract the $11.00 discount from the original price

of $55.00 (55.00-11.00 = 44.00). The shirt costs $44 on sale.
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10.

Section lll Tips on Reading Specific Text

Connect the math concept to your own life (using percentages to figure
how much you can save on a clothing sale at your favorite store). In
other words, write a real-life problem-solving scenario where you would
need to know how to use this concept. This will strengthen your compre-
hension of this concept.

After You Read

11.

12.

13.

Reflect on your level of understanding. Where do you have more learn-
ing to do? List any terms, symbols, sample problems, or operations that
will require more study.

Reread sections of the text that cover concepts that still aren’t clear to
you. Make notes on key words and their definitions, as well as sample
problems that you need help with. Try to identify what’s making particu-
lar problems or concepts difficult for you. This will help focus your learn-
ing and will guide your teacher or tutor if you seek extra help.

Once you understand a concept, try creating your own sample test. Then
swap tests with a partner and see how well you both do. If your partner
still isn’t clear on a concept, see if you can teach it to him or her. If you
can explain the process to another, you’ll know you understand it!
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Reading
Editorials

An editorial expresses an opin-
ion publicly. You'll find editori-
als in newspapers and maga-
zines and on Web sites. Edito-
rials are a type of persuasive
writing. Editorial writers usually
try to convince the reader to

agree with their argument or
position. They support their ar-
guments with facts, statistics,
numbers, and examples. Your
job as the reader is to under-
stand the argument and then
make up your own mind.

Tips for
Reading
Editorials

294

Before You Read

Seta purpose. As you read an editorial, you will learn about the author’s
viewpoint, determine how well the argument is supported, and then
decide how you feel about the topic. Ask three basic questions to set
your purpose:

e What is the argument about?
e How do I feel about it?
e How persuasive is the editorial?

Preview. Look through the editorial for any clues or information about
the topic and the writer’s argument. Specifically, look for:

the headline and date

any repeated words

the writer’s arguments and facts
the first and last paragraphs

Question. Ask questions to find the writer’s arguments and supporting
details. List the following questions on sticky notes or in your notebook.
Then write down the answers as you read.

What does the author mean (want me to believe)?

What’s the author’s message or point?

Why does the author begin the way he/she does?

Why does the author mention this detail?

What does the author want me to do after | read this editorial?
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As You Read
4. Focus. As you read the editorial, keep your purpose and questions in mind.

6. Understand. Know how editorials are organized to help you read more
effectively. Editorials have three basic parts:

e assertion (argument point)
e supporting details
e recommendation to the reader (how the problem should be solved)

6. Connect. Consider how you can connect your own life to the editorial.
How does the information apply to you? This can help you decide how you
feel about the writer’s points, supporting details, and recommendations.

After You Read

7. Answer. Look back at your reading purpose and questions. Try to answer
them in your own words.

8. Respond. Consider all the facts presented by the writer to form your own
opinion about the topic. You may need to reread the editorial to do this. If
you are unsure about the facts the writer presents, use other sources (In-
ternet, news articles, experts) to confirm or discredit the writer.

9. Summarize. Write a summary of the writer’s arguments, supporting facts/
details, and your own opinion. Discuss your summary with a partner in
class, friend at lunch, or someone else on email.

10. Write. Consider writing your own editorial on the topic, agreeing or dis-

agreeing with the writer. Use facts, figures, and other evidence to support
your position.
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Reading
Electronic
Mail

Tips for
Reading
Electronic
Mail

296

Electronic mail, or email as it is
commonly called, is a message
system delivered via the Internet.

Since 1995, use of email has ex-
ploded. Personal and business
users receive numerous mes-

Before You Read

sages and advertisements ev-
ery day. This efficient and eco-
nomical electronic innovation
has become a major factor in
the lives of people throughout
the world.

Always read the sender’s address and the subject line before opening
an email. If you don’t know who sent the message, you probably should
not open it because (a) it may be an unwanted sales pitch (spam), or
(b) the message may contain a virus that will harm your computer.

After opening an email, review the information at the top to learn
more about the sender and the content of the email:

Subject

Date (the time is also included on this line)

From

To

File (the name of any attached file to the message)

Based on what you have learned from the heading, you may or may
not want to read the body of the email.

As You Read

3. When reading the message or the body of the email, look for key words

that explain the purpose of the email. The first sentence in the email
often states the purpose. The last sentence may ask you to take some
action based on the information presented in the body of the email.

Read the end to find information about the sender, such as the name,
address, and phone and fax numbers.

International Center for Leadership in Education



Section lll Tips on Reading Specific Text

5. If afile has been attached and you wish to open it, click on the attach-
ment icon and follow the online prompts to save or open the file. If you
do not know the sender, it is generally advisable not to open or save the
attachment.

After You Read

6. Torespond to the email, click onthe “reply” icon. A new email form will
appear on your screen.

7. In the appropriate lines on your form, write the receiver’s email ad-
dress and subject. Subject line information should be relevant to the
topic of the email and give the reader an idea of what is in the message.
If the “From” line includes your name, the receiver will be more likely
to open it; he or she will know it is not junk mail (“spam”).

8. Now write your message. Use complete sentences and correct punc-
tuation and spelling, especially if this is a business message. If your
email program has a spell-check feature, use it before sending the mes-
sage.

9. Include a complimentary closing (e.g., Sincerely yours) and your name
at the end of the message.

10. Before clicking on the “send” icon, reread and edit your email.
11. Be aware of the tone of your message. Email is often written quickly

and without concern for how the words will “sound” to the person re-
ceiving it.
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12. Always observe the following email etiquette:
e Never use all capital letters. This is equivalent to shouting.

e Email is intended for easy, quick reading. Keep your messages
short and to the point.

e Do not send large attachments unless you ask first. You don’t
want to fill up the receiver’s disk space.

e Inbusiness emails, do not use the smiley face symbols or other
email abbreviations. Save those for notes to friends.

e Do not send abusive email messages.

e Never mark emails as “urgent” when they are not. Urgent
messages you send in the future may be ignored.

e Do not make personal remarks about third parties, because
email messages are easily forwarded.
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When employees need to

their employee handbook. If
you are working after school or

during the summer, you may

Readin know how much vacation they have already encountered an

g can take, the hours they're re- employee handbook. Because

quired to work, or information employee handbooks contain

Employee about their health care benefits, information that is needed to
they can find the answers in

HandbOOkS y succeed and advance on the

job, understanding them is criti-
cal.

Tips for Before You Read

Reading 1. Set f ding. Think about what t to k d
. Set a purpose for reading. Think about what you want to know an

Emp ! oyee why you need the information.

Handbooks

2. Preview the table of contents to determine the general types of infor-
mation included in the handbook. Review through each section to learn
what subtopics are included in that section.

3. Think about where to find the information you need. If you’re looking
for the number of vacation or sick days allowed, think about how this
would be listed in the table of contents.

As You Read

4. Once you have located the information you need, determine which
specific parts of the policy or procedure apply to you. For example, if
you are a part-time employee interested in information about vacation
days, you don’t need to read the information for full-time employees
with 20 years of experience.

5. Look for information related to your purpose for reading. For example,
if you read that employees at your job level may not take vacation time,
you may need to read about policies for emergency leave or resigna-
tion.

6. When you’ve located the information you need, read it; then read it

again to be sure you understand it. Highlight keywords/steps, write
notes, or make a photocopy of the specific information you need.
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7. Now you’re ready to follow any steps outlined in the manual.
After You Read

8. It may be helpful to discuss what you have read with a supervisor or
fellow employee. Ask questions to be sure you completely understand
the process or policies.

9. Now connect what you’ve read with your specific need. How does the
information relate to you? For example, if you need to take time off
work and haven’t been employed long enough to qualify for a vacation,
can you take another type of leave instead? Can you take leave with-
out pay? If not, will you wait to take time off or will you resign your
position? If you’ve read and understood the handbook, you should now
have the information you need to make decisions for your personal and
professional life.
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Reading
Fiction

Novels, short stories, po-
ems, and plays enrich our
lives. They tell wonderful
stories of people and
places. They allow us to ob-
serve the mistakes others

They permit us to look at
our own humanness, our
strengths and weaknesses.
They also move us to new
understanding of ourselves
and the world.

make and learn from them.

Tips for Before You Read

Reading

Novels 1. First, question the title. What do you expect from a story called “The

and Contents of the Dead Man’s Pockets”? What will the novel All Quiet
on the Western Front be about?

Short

Stories 2. Read the first few paragraphs. Ask yourself who is telling the story. Is

it the author or a character in the story? Where does the story take
place and when?

As You Read

3. Asyou meet the characters, list them and keep a chart of who they are,
how they are related, what they look like, and other personal informa-
tion the author tells you about their education, life experiences, attitude,
and outlook on life.

4. Draw a graphic organizer or make a chart of the main events as they
occur. This will help you keep track of the story.

5. When reading a novel, keep a journal on your thoughts after each chap-
ter. Include:

Questions you have

What you wonder about the characters’ actions

How you think characters are feeling at each point in the story
Why you think characters behaved certain ways

What you think will happen next

After You Read

6. When you finish reading, decide when in the story that thing you’ve
been waiting for finally happened. This is the climax of the story.

301
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7 Make notes about the lessons the author is trying to teach you about

life. Think about how you can apply these lessons immediately or later
inyour life.

Poems look like a writer’s shorthand, but don’t be fooled. Though there are
fewer words than in stories and novels, in poetry each word has a specific
place and meaning. Poems are often very powerful.

Before You Read

1. Preview the title and the author, and “look” at the shape and structure
of the poem on the page. Shape and structure are important parts of
the impact the poet wants to create.

2. Look at the last words in the lines. Do they rhyme with other words in
any certain pattern?

3. Ask questions about the poem. Why did the author choose to rhyme or
not to rhyme? Why is the poem shaped this way? What does the title
mean? Is the poet writing to someone specific?

As You Read

4. Answer your questions as you read the poem.

5. What do you think it means? Write about what you think the meaning
is.

6. For better understanding of the poem, read it again, more slowly this
time. Look for the answers to any questions you still haven’t answered.
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Tips for
Reading
Poetry
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After You Read

7. Write down any words you do not understand. Look them up, and write
down how the word is used in the poem.

8. Inajournal, write your thoughts about the poem and its meaning. In-
clude how you relate to the subject, what it means in the world you live
in, and how it relates to your personal experiences

Ti ps for When you watch television, go to a movie, or attend a play, you are involved
Readi ng with drama. Reading a play is not the same as reading other forms of fic-
Drama tion. Drama is really made up of two parts:

e the dialogue or conversations among the characters
e the stage directions

Both are critical to understanding the author’s message. To understand the
story, you have to watch the characters’ actions and listen to their words.

Before You Read

1. Preview the play’s title and author. Ask yourself what you think it’s
going to be about. Also note the length, the number of acts and scenes,
and the general layout.

2. The play will begin with a list of characters, the time, and the place.
Read through this material first to get a better sense of the setting and
people involved.

As You Read

3. Read all stage directions carefully. Don’t skip any. They give you spe-
cific information you will need to follow the plot.
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4. Inalog or notebook, jot down what happens in each scene after you
read it. This will help you keep the characters’ actions and motivations
in mind. Organize your notes in three columns:

e the character’s name
e the character’s actions (what he/she did)
e the character’s motivations (why he/she did it)

After You Read

5. Ask yourself what the main characters learned in the play. This “les-
son” is the theme of the play — the point the author is trying to make
through the characters’ actions.

6. How does the lesson or theme relate to your life and your own experi-
ence? Write in a reader’s journal about your personal connection to the
theme.
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Reading
Forms
and
Applications

Tips for
Reading
Forms and
Applications

When you apply for a job, get a
driver’s license, open a bank ac-
count, or apply to college, you be-
gin by filling out a form or applica-
tion. These forms provide valuable
information that will be used by a
company, school, or agency to
identify you, serve your needs, or
decide if you're the best candidate
for a job or school.

Before You Read

So, reading carefully before you
fill out forms is important. Follow-
ing the directions exactly and an-
swering the questions completely
are critical. The tips for reading
below also include tips for filling
out the forms.

Be certain you have the correct form. Many forms and applications
look similar, so read the title at the top of the form.

Skim and scan the form before you begin filling it out. Look for:

e Key sections and headings: What type of information are you being
asked to provide?
Specific terms and abbreviations

e Use of space: How much space is allowed for each response? The
amount of room may or may not indicate the length of the response
expected. Sometimes you are allowed to respond on a separate
page. If you have questions about this, ask the appropriate person.

As You Read

Don’t begin writing immediately.

Read the form thoroughly and be sure you understand what information
you are expected to include.

Make notes on possible responses and list the information you will have
to find in order to fill out the form.

Pay attention to the details. For instance, does the space for your ad-
dress include separate boxes for the city and state or should you write
them together? Does the ZIP Code go in a separate box?
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After You Read

7. Before filling out the form, make a copy of it. Then use the copy as
your rough draft. The first time you fill it out, you may make mistakes
or want to revise what you wrote. With a copy, you have a second
chance.

8. Gather all the information required before you begin filling out the final
form. Do you need school addresses, employers’ names and addresses,
transcripts and grades, bank statements, check stubs, references? These
details are necessary for the people who will review your form. Be
thorough in your search and provide all the details and documentation
requested.

9. Take notes and practice writing possible responses. Edit and revise
your writing, and ask someone you trust to look over the form and
make suggestions.

10. If you have a typewriter, use it instead of hand writing the responses.
The application or form will look neater and be more impressive. Some
forms can be found on the Internet and filled out on a computer.

11. If you have no access to a typewriter, practice printing the alphabet a
couple of times before filling out the form. Write clearly and legibly; be
sure you make the letters consistently the same.

12. If the form asks for answers in essay or paragraph form, write a rough
draft and edit it before entering it onto the form. Pay careful attention
to the directions. How long should the response be? What is the exact
topic? Who will read this and how will they use it?

13. Always proofread the form or application before submitting it. The ap-
plication is a representation of you and your skills. Misspelled words,
errors in grammar, or missing information give a poor impression. Re-
member, you are filling out the form for a reason. To get the result you
want, take the extra care forms and applications require.
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[PRE-EMPLOYMENT QUESTIIMMAIRE) (AN EQUAL OPFPORATUNITY EMPLOYER)
PERSOMNAL INFORMATION DATE
SOCIAL SECURITY
NAME - HUMBER
PRESEMNT ADDRESS E
FPERMANENT ADDRESS
FHOME NO. ARE YOU 18 YEARS OR OLDER? Yes  No
ARE YOU PREVENTED FROM LAWFULLY BECOMING EMPLOYED _
IN THIS COUNTRY BECAUSE OF VISA OF IMMIGRATION STATUS?  Yes [ | Mol _ :
EMPLOYMEMNT DESIRED
DATE YOU SALARY
POSITION CANSTART  DESIRED |
IF 50 MAY WE INGUIRE
ARE YOU EMPLOYED NOW OF YOUR PRESENT EMPLOYER? g
EVER APPLIED TO THIS COMPANY BEFORE? WHERE? WHEN?
REFERRED BY:
EDUCATION COURSE s
SCHOOL HWAME AMD ADDRESS OF SCHOOL | OF STUDY COMPLETED | GRADUATE?
1 ves
HIGH o —
1|12 |3 |4 0 mo
B .
[ ves |8
COLLEGE "1 ' Ow |k
GTHER elalsla L ves
(SPECIFY) . [ ue
GENERAL - S o
SUBJECTS OF SPECIAL STUDY OR RESEARCH WORE
SPECIAL SKILLS
AETIITIES: (C1VIC, ATHLETIC, ETC.) .
EXGLUDE S GANEATIONS, THE RAME OF WHICH INIGATES THE RACE, CREED, &EX, A4E. MARITAL STATUS, SOLOR GR HATICH OF GRIGIH OF ITS MEMBE RS
LWLE, MILITARY OR PRESENT MEMBERSHIF 1N
MAVAL SEAVICE AAMK MATIONAL GUARD O AESERVES
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EMPLOYMENT RECORD (GiVE LAST POSITION FIRST) (LEST ANY ADDITIONAL POSITIONS OM A SEPARATE SHEET)
ES EMPLOYED
COMPANY H[II'DII'I'I & YEAR) TYPE OF WOAK YOU DiD REASON FOR LEAVING
HAME FRCH
Lmnm o
" GiTT b STATE, 1P COBE : EFEL EARMIRGS FANY OF SUPESYHCH
5 FER
MEME Rl
ADORERE ) Ta
EITY & STATE, IF COCE mtﬁ::ﬂl- MAEME OF SURFERVISOR .
e — ‘
HABE Fnos
ADDREEE ™
CITY & STATE, DP CODE ' FRAL EARKINGS WAME GF SUPENISOR
L s FER
PERSONAL REFEREMCES
GIVE TWD REFERENCES. NOT RELATIVES OR FORMER EHFLm'!m.'n'HGII ¥OU HAVE KNOWN FOR AT LEAST ONE YEAR
HAME ) ADDRESS _ PHONE DCCURATION

M CASE OF
EMERGERCY MOTIFY

M NE MOCAESS PHONE K.

"I CERTIFY TH.lTALL'l'HE INFORMATICH SUBMITTED BY ME ON THIS AFFLICATION IS TRUE AND COMPLETE, AND | UNDERSTAND 1'|-|j.l' IF
AMY FALSE MFORMATION, OMISSIONS, OF MISREPRESENTATIONS ARE DNSEOVERED, MY APPLICATION MAY BE REJECTED AND, IF |

AM EMPLOYED, MY EMPLOYMENT MAY BE TERMINATED AT ANY TIME,

IN COMSIDERATION OF MY EMPLOYMENT, | AGREE TOD CONFORM TO THE COMPANY'S RULES AND IEEI.I.ITIEIH‘S. AND | AGREE THAT MY
EMPLOYMIENT AND COMPEMSATION CAN BE TERMINATED, WITH OR WITHOUT CAUSE, AND WITH OR WITHOUT MOTICE, AT ANY TIME. AT
EITHER MY OF THE COMPANY'S OPTION. | ALSD UNDERSTAND AND AGREE THAT THE TERMS AND CONDITIONS OF MY EMPLOYMENT

MAY BE CHANGED, WITH OR WITHOUT CAUSE, AND WITH OR WITHOUT NOTICE, AT ANY TIME BY THE COMPANY, | UNDERSTAND THAT
HO COMPANY REPRESENTATIVE, OTHER THAM ITS PRESIDENT, AND THEN OMLY WHEM IN WRITING AND SIGMED BY THE PRESIDENT,
HAS ANY AUTHORITY TO EHTEFI INT O A&RY AGHEEHEII'I’ FOR EMPLOYMENT FOR ANY SPECIFIC PERIOD OF TIME, OR TO MAKE ANY
AGREEMENT CONTRARY TO THE FOREGONG.

l!lu‘l'l _ SGHATURE
DO NOT WRITE BELOW THIS LINE
_INTERVIEWED BY DATE
REMARKS:
MEATNESS ABILITY |
HIRED: [ |Yes [] Mo POSITION DEPT.
_SALARY/WAGE DATE REPORTING TO WORK
APPROVED: 1. 2 3.
EMPLOYMENT MANAGER DEPT. HEAD QENERAL MANAGER
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Section I

Form W-4 (2004)

Purpose. Complete Form W-4 so that your
employer can withhold the correct Federal
income tax from your pay. Because your tax sit-
uation may change, you may want to refigure
your withholding each year.

Exemption from withholding. If you are
exempt, complete only lines 1, 2, 3, 4, and 7 and
sign the form to validate it. Your exemption for
2004 expires February 16, 2005. See Pub. 505,
Tax Withholding and Estimated Tax.

Note: You cannot claim exemption from with-
holding if: (a) your income exceeds $800 and
includes more than $250 of unearned income
(e.g., interest and dividends) and (b) another
person can claim you as a dependent on their
tax return.

Basic instructions. If you are not exempt, com-
plete the Personal Allowances Worksheet
below. The worksheets on page 2 adjust your
withholding allowances based on itemized

deductions, certain credits, adjustments to
income, or two-earner/two-job situations. Com-
plete all worksheets that apply. However, you
may claim fewer (or zero) allowances.

Head of household. Generally, you may claim
head of household filing status on your tax
return only if you are unmarried and pay more
than 50% of the costs of keeping up a home for
yourself and your dependent(s) or other qualify-
ing individuals. See line E below.

Tax credits. You can take projected tax credits
into account in figuring your allowable number of
withholding allowances. Credits for child or
dependent care expenses and the child tax
credit may be claimed using the Personal
Allowances Worksheet below. See Pub. 919,
How Do | Adjust My Tax Withholding? for infor-
mation on converting your other credits into
withholding allowances.

Nonwage income. If you have a large amount of
nonwage income, such as interest or dividends,
consider making estimated tax payments using

Form 1040-ES, Estimated Tax for Individuals.
Otherwise, you may owe additional tax.

Two earners/two jobs. If you have a working
spouse or more than one job, figure the total
number of allowances you are entitled to claim
on all jobs using worksheets from only one Form
W-4. Your withholding usually will be most accu-
rate when all allowances are claimed on the
Form W-4 for the highest paying job and zero
allowances are claimed on the others.
Nonresident alien. If you are a nonresident
alien, see the Instructions for Form 8233 before
completing this Form W-4.

Check your withholding. After your Form W-4
takes effect, use Pub. 919 to see how the dollar
amount you are having withheld compares to
your projected total tax for 2004. See Pub. 919,
especially if your earnings exceed $125,000
(Single) or $175,000 (Married).

Recent name change? If your name on line 1
differs from that shown on your social security
card, call 1-800-772-1213 to initiate a name
change and obtain a social security card show-
ing your correct name.

Personal Allowances Worksheet (Keep for your records.)

A Enter “1” for yourself if no one else can claim you as a dependent
® You are single and have only one job; or

B Enter “1” if:

® You are married, have only one job, and your spouse does not work; or

w

® Your wages from a second job or your spouse’s wages (or the total of both) are $1,000 or less.

C Enter “1” for your spouse. But, you may choose to enter “-0

more than one job. (Entering “-0-" may help you avoid having too little tax withheld.)

D Enter number of dependents (other than your spouse or yourself) you will claim on your tax return .
E Enter “1” if you will file as head of household on your tax return (see conditions under Head of household above)
F Enter “1” if you have at least $1,500 of child or dependent care expenses for which you plan to claim a credit

" if you are married and have either a working spouse or

mmoO

(Note: Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.)
G Child Tax Credit (including additional child tax credit):

o |f your total income will be less than $52,000 ($77,000 if married), enter “2” for each eligible child.

® |f your total income will be between $52,000 and $84,000 ($77,000 and $119,000 if married), enter “1” for each eligible

child plus “1” additional if you have four or more eligible children.
H Add lines A through G and enter total here. Note: This may be different from the number of exemptions you claim on your tax return. > H

For accuracy,
complete all
worksheets
that apply.

G

® |f you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions
and Adjustments Worksheet on page 2.
o If you have more than one job or are married and you and your spouse both work and the combined earnings from all jobs
exceed $35,000 ($25,000 if married) see the Two-Earner/Two-Job Worksheet on page 2 to avoid having too little tax withheld.

o If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.

Form W'4

Department of the Treasury
Internal Revenue Service

Cut here and give Form W-4 to your employer. Keep the top part for your records.

Employee’s Withholding Allowance Certificate

» Your employer must send a copy of this form to the IRS if: (a) you claim more than
10 allowances or (b) you claim "Exempt" and your wages are normally more than $200 per week.

OMB No. 1545-0010

2004

1  Type or print your first name and middle initial Last name 2 Your social security number
Home address (number and street or rural route) 3 O Single [ married [ Married, but withhold at higher Single rate.
Note: If married, but legally separated, or spouse is a nonresident alien, check the “Single” box.
City or town, state, and ZIP code 4 If your last name differs from that shown on your social security
card, check here. You must call 1-800-772-1213 for a new card. P O
5 Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) 5

[<2]

Additional amount, if any, you want withheld from each paycheck .
7 | claim exemption from withholding for 2004, and | certify that | meet both of the followmg condmons for exempt|on
® Last year | had a right to a refund of all Federal income tax withheld because | had no tax liability and

® This year | expect a refund of all Federal income tax withheld because | expect to have no tax liability.

If you meet both conditions, write “Exempt” here

6%

Under penalties of perjury, | certify that | am entitled to the number of wnhholdlng allowances clalmed on this certificate, or | am entitled to claim exempt status.

Employee’s signature
(Form is not valid
unless you sign it.) »

Date »

8 Employer’'s name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.)

9 Office code 10

Employer identification number (EIN)
(optional)

For Privacy Act and Paperwork Reduction Act Notice, see page 2.

International Center for Leadership in Education
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Form W-4 (2004)

Page 2

Deductions and Adjustments Worksheet

Note:  Use this worksheet only if you plan to itemize deductions, claim certain credits, or claim adjustments to income on your 2004 tax return.
1 Enter an estimate of your 2004 itemized deductions. These include qualifying home mortgage interest,
charitable contributions, state and local taxes, medical expenses in excess of 7.5% of your income, and
miscellaneous deductions. (For 2004, you may have to reduce your itemized deductions if your income
is over $142,700 ($71,350 if married filing separately). See Worksheet 3 in Pub. 919 for details.) . 1 8
$9,700 if married filing jointly or qualifying widow(er)
$7,150 if head of household 2 8
2 Enter: .
$4,850 if single
$4,850 if married filing separately
3 Subtract line 2 from line 1. If line 2 is greater than line 1, enter “-0-” 3 $
4 Enter an estimate of your 2004 adjustments to income, including alimony, deductible IRA contnbuuons and student Ioan interest 4 8
5 Add lines 3 and 4 and enter the total. (Include any amount for credits from Worksheet 7 in Pub. 919) 5 $
6  Enter an estimate of your 2004 nonwage income (such as dividends or interest) 6 $
7  Subtract line 6 from line 5. Enter the result, but not less than “-0-” 7 8
8 Divide the amount on line 7 by $3,000 and enter the result here. Drop any fractlon 8
9 Enter the number from the Personal Allowances Worksheet, line H, page 1 9
10 Add lines 8 and 9 and enter the total here. If you plan to use the Two-Earner/Two-Job Worksheet also
enter this total on line 1 below. Otherwise, stop here and enter this total on Form W-4, line 5, page 1 10
Two-Earner/Two-Job Worksheet (See Two earners/two jobs on page 1.)
Note: Use this worksheet only if the instructions under line H on page 1 direct you here.
1  Enter the number from line H, page 1 (or from line 10 above if you used the Deductions and Adjustments Worksheet) 1
2  Find the number in Table 1 below that applies to the LOWEST paying job and enter it here 2
3 If line 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (if zero, enter
“-0-") and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . 3
Note: If line 1 is less than line 2, enter “-0-” on Form W-4, line 5, page 1. Complete lines 4—9 below to
calculate the additional withholding amount necessary to avoid a year-end tax bill.
4 Enter the number from line 2 of this worksheet . . . . . . . . . . 4
5 Enter the number from line 1 of this worksheet . . . . . . . . . . 5
6  Subtract line 5 from line 4 .o 6
7  Find the amount in Table 2 below that apphes to the HIGHEST paying JOb and enter it here 7 8
8 Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding needed s $
9 Divide line 8 by the number of pay periods remaining in 2004. For example, divide by 26 if you are paid
every two weeks and you complete this form in December 2003. Enter the result here and on Form W-4,
line 6, page 1. This is the additional amount to be withheld from each paycheck 9 $
Table 1: Two-Earner/Two-Job Worksheet
Married Filing Jointly Married Filing Jointly All Others
If wages from HIGHEST | AND, wages from Enter on If wages from HIGHEST | AND, wages from Enter on If wages from LOWEST Enter on
paying job are— LOWEST paying job are— | line 2 above | paying job are— LOWEST paying job are— | line 2 above paying job are— line 2 above
$0 - $40,000 $0 - $4,000 0 $40,001 and over 31,001 - 38,000 6 $0 - $6,000 0
4,001 - 8,000 1 38,001 - 44,000 7 6,001 - 11,000 1
8,001 - 17,000 2 44,001 - 50,000 8 11,001 - 18,000 2
17,001 and over 3 50,001 - 55,000 9 18,001 - 25,000 3
55,001 - 65,000 10 25,001 - 31,000 4
$40,001 and over $0 - $4,000 0 65,001 - 75,000 11 31,001 - 44,000 5
4,001 - 8,000 1 75,001 - 85,000 12 44,001 - 55,000 6
8,001 - 15,000 2 85,001 - 100,000 13 55,001 - 70,000 7
15,001 - 22,000 3 100,001 - 115,000 14 70,001 - 80,000 8
22,001 - 25,000 4 115,001 and over 15 80,001 - 100,000 9
25,001 - 31,000 5 100,001 and over 10
Table 2: Two-Earner/Two-Job Worksheet
Married Filing Jointly All Others
If wages from HIGHEST Enter on If wages from HIGHEST Enter on
paying job are— line 7 above paying job are— line 7 above
$0 - $60,000 $470 $0 - $30,000 $470
60,001 - 110,000 780 30,001 - 70,000 780
110,001 - 150,000 870 70,001 - 140,000 870
150,001 - 270,000 1,020 140,001 - 320,000 1,020
270,001 and over 1,090 320,001 and over 1,090

310

Privacy Act and Paperwork Reduction Act Notice. We ask for the information on
this form to carry out the Internal Revenue laws of the United States. The Internal
Revenue Code requires this information under sections 3402(f)(2)(A) and 6109 and
their regulations. Failure to provide a properly completed form will result in your
being treated as a single person who claims no withholding allowances;
providing fraudulent information may also subject you to penalties. Routine uses
of this information include giving it to the Department of Justice for civil and criminal
litigation, to cities, states, and the District of Columbia for use in administering their
tax laws, and using it in the National Directory of New Hires. We may also disclose
this information to Federal and state agencies to enforce Federal nontax criminal
laws and to combat terrorism.

You are not required to provide the information requested on a form that is
subject to the Paperwork Reduction Act unless the form displays a valid OMB

®

control number. Books or records relating to a form or its instructions must be
retained as long as their contents may become material in the administration of any
Internal Revenue law. Generally, tax returns and return information are confidential,
as required by Code section 6103.

The time needed to complete this form will vary depending on individual
circumstances. The estimated average time is: Recordkeeping, 46 min.; Learning
about the law or the form, 13 min.; Preparing the form, 59 min. If you have
comments concerning the accuracy of these time estimates or suggestions for
making this form simpler, we would be happy to hear from you. You can write to the
Tax Products Coordinating Committee, Western Area Distribution Center, Rancho
Cordova, CA 95743-0001. Do not send Form W-4 to this address. Instead, give it to
your employer.
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Tips on Reading Specific Text

Reading
Graphs,
Charts,
Tables,
and
Timelines

Tips for
Reading
Graphs

Often, textbooks, reference books, and ar-
ticles have data represented in charts,
tables, graphs, or timelines. Important infor-
mation is shown in these visuals, so it's im-
perative to study these graphics carefully.
Even more critical, tests may have ques-
tions based on data in charts, tables, and
graphs, so practicing this reading skill is es-
sential for test preparation.

Graphics make complex information easier
to read and understand. Different graphics
are used for different purposes:

Charts and graphs help organize infor-
mation or categorize and compare data.

Before You Read

They come in many shapes and sizes.
Generally, they use columns, lines, geo-
metric shapes, symbols, and pictures to
show the information.

Tables help represent data, especially
numerical data, in an organized way. In-
formation is presented in columns and
rows. This format makes it easy to com-
pare information over a period of time.
Timelines place events in chronologi-
cal order. They may integrate different
categories of information, such as cor-
porate earnings along side new product
introductions and tax write-offs.

1. Read the title or heading of the visual first. This will indicate the topic of
the graphic or the type of information presented.

Next read all the labels on the visual. These are usually written along
the vertical and horizontal axes of the chart or table. The labels tell you
what each line, mark, or section on the graphic represents.

Read any other text that has been written on or around the graphic.
Writers often provide short explanations for the different parts of the
graphic.

Lines or sections on the graphic may be printed in different colors or
patterns. Look for a key to tell you what the different colors mean.
Each color represents a different category of data.

Symbols may also be used to represent information. Look for a key to
tell you what the symbols mean.

As You Read

6. Take notes on the data you found in the chart, table, timeline, or graph.

This will help you keep the information organized.

After You Read

7. Analyze the data you gathered and determine what conclusions you

can draw based on the data.
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8. Remember that valuable information is contained in the visual repre-
sentations of data. You may be tested on items found there.

When writers want to show how a part of something relates to a whole, Tips for
they use a pie chart, or circle graph. This is a circle divided into sections, Reading
which are often shown in different colors. The sections show percentages, Pie Charts

relative sizes, or proportions of specific data as it relate to the whole pie, or

100 percent.

When you read a pie chart, be sure to:

Read the labels for each section of the pie.
Analyze the relationships between the parts and the whole.
Notice the different colors and what they represent.
Think about the significance of the size of each section of the circle.

How do the sections relate to each other? How do they correspond
to the written data?

312

Chuck Wagon Ice Cream Sales (1st Quarter)

Chocolate
22%

Cheesecake
14%

Vanilla
17%

Butternut Pecan

Strawberry
12%

Chocolate Mint
13%
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Tips for
Reading
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Graphs
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A line graph shows continuing data or changes in data over time. Line
graphs are used to show rates of change or market trends. They can also
compare data for more than one product or contrast performance or growth.

When you read a line graph, be sure to:

e Read the labels for the horizontal (X) axis. The X axis shows you the
time periods.

e Read the labels for the vertical (Y) axis. The Y axis shows you what is
being measured.

e Toreadaline graph, start at the bottom left. Read up and then across to
the right.

e Analyze the relationships among the data.

2003 Chuck Wagon Strawberry and Cheesecake Ice Cream Sales

35

30
25

20

o~ ™
A \
IF4 s

Jan. Feb. Mar. Apr. May June July Aug. Sep. Oct. Nov. Dec.
Month

Sales (gal. x 1000)

—&— Strawberry
—6— Cheesecake

Tips for
Reading

Line
Graphs
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Tips on Reading Specific Text

Ti ps for A table is a listing of data about a specific subject in an easy-to-use format.
Reading Showing data in a table allows a researcher to summarize and organize a
Tables significant amount of information in an efficient and compact way. The data

is lined up in columns and rows, with headings identifying what the data
represents. This format makes it easy to survey and compare as you ana-
lyze the data.

When you read a table, be sure to:

Read the title, the column headings, and the row headings.
o Read down the far left column first to determine how the table is orga-
nized.
Determine the meaning of abbreviations or symbols used.
e Determine the timeframe of the table.
e To find specific information you are looking for, read down the left
column until you come to a description of your data; then read across to
the column that contains the specific information you need.
e Analyze the patterns you see in the table and the differences from one
column to the next.

(gallons x 1000)

2003 Chuck Wagon Ice Cream Sales

Month

Strawberry

Cheesecake

Chocolate

Vanilla

Chocolate
Mint

Butternut
Pecan

Other

January

5

7

16

10

9

5

February

15

16

19

16

12

7

12

March

12

14

23

19

15

10

17

April

17

17

24

23

16

13

15

May

18

19

26

27

22

15

19

June

22

24

27

31

26

19

21

July

29

30

33

30

29

19

25

August

32

29

36

35

30

21

27

September

25

20

29

30

25

18

19

October

19

17

27

26

18

15

17

November

8

6

16

14

9

11

12

December

6

4

9

10

7

5
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A timeline presents a series of events in chronological order along a line. It Ti ps for
is commonly used to show the relationships among events or significant Readi ng
moments in the past. Timelines
Read the title of the timeline to identify the broad spectrum it covers.
o Identify the beginning and end dates to see what period the author has
covered.
e Next, determine whether the timeline includes more than one set of
information. For instance, the timeline may integrate an event with
other data that occurred in the same time period. An invention may
have made an event easier. Discovery of a chemical element may be
tied to an economic change. A war may have inspired the writing of a
document.
e Analyze the relationships between the events. Do you see a cause-
effect relationship? Are there any missing events that would change
the nature of the timeline if included?
e Timelines can be converted to a table showing the event and the year it
occurred. They are helpful when studying a period of time, such as the
Renaissance, and keeping the events in order.
1776-83 1812 1861-65 1914-18 1941-45 1950-53 1957-75 1991
I | | | | | | |
Revolution War of Civil World World Korea Vietnam Persian
1812 War War | War 11 Gulf
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Graphs, Charts, Tables and Timelines Handout

Reading Bar Graphs

Bar graphs show relationships between groups or categories, represented by color codes or
shades.

Tips:

e Read labels

e Determine value or amount that each bar represents
e Analyze the relationship among all the lines

Reading Timelines

Timelines shows a series of events in chronological order. They are helpful when showing a
period of time and keeping events in order.

Tips:

o Readtitle of timeline to identify the broad spectrum of events it covers

e Identify beginning and end dates

o Analyze relationships between events, for example, do they show a cause and effect
relationship?

Reading Tables

Tables summarize and organize a significant amount of information in a compact way. Data is
lined up in columns and rows, and you can compare and survey as you analyze.

Tips:

e Readthe title and column and row headings

¢ Read down the left column and read across to get specific information
e Analyze patterns
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StudentActivity

Strategy: Reading Graphs, Charts, Tables and Timelines
Curriculum: Business
Course: Financial Planning
Lesson: Reading Financial Pages and 401k Statements

Objective: Students will understand how to interpret and analyze charts, tables, graphs,
and time lines as presented in 401k statements and financial pages of newspapers and Web
sites.

Activity: After teaching the strategy, students will answer the following questions from a
401k statement:

1. What is the suggested allocation of growth stocks for this investor?

2. What investments have performed the best year-to-date for each style of
investing?

3. Which stock has performed the best over 10 year annualized life for each style of
investing.

4. Based on your prior knowledge of investments is this investor risky or
conservative? Explain your answer.
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Reading
Instructions

Tips for
Reading
Instructions

320

In our do-it-yourself world, we
often find ourselves faced with
the challenging task of assem-
bling a piece of furniture, setting
up a sound system, or learning
new software. Good instructions

Before You Read

outline exactly how to do some-
thing in a series of clear, logi-
cal steps. Knowing how to read
these instructions can save you
time, money, and frustration.

Preview the instructions. Look for words in bold and for any lists that
are included to help you. Then answer the following questions:

Is a list of parts included?

Do you have all the parts listed?
How are the instructions formatted?
Which step comes first?

Identify the items you need to complete the assembly or process out-
lined. Before beginning to construct the product, be sure you have gath-
ered all the necessary tools.

As You Read

Take a few minutes to read through every word and every line of the
entire sheet. Do not start the process without reading all the instruc-
tions first.

While reading, underline or highlight key words and phrases. This will
help you find them later. You might even want to read the instructions
out loud as you underline.

Carefully study each diagram. Notice the details in the drawings, and
match your parts to those shown in the picture. This will help when you
start the assembly.

Now start the steps. Do each step separately, and read the directions
over again after performing the step. In this way, you will be sure to
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have completed each step correctly before moving to the next one.
Study any diagrams again and compare them to your work. Check off
each step as it is completed.

7. If you have trouble at any point, stop immediately and read the direc-
tions again. It can help to read them out loud: “I place Tab X into Slot Z.
Now | turn it over and do the other side.”

8. For further assistance, search for a technical support phone number or
a Web address for help. This service may be provided with your pur-
chase. Don’t be embarrassed to ask for help. When you contact tech-
nical support, be prepared to communicate clearly verbally (phone) or
in writing (online) what you have done and what problems you’re ex-
periencing.

9. Don’t try to hurry the process. The time you spend studying instruc-
tions during the assembly process pays off when everything works out
as expected.

After You Read

10. Relax and enjoy your purchase and your sense of accomplishment.

International Center for Leadership in Education 321



Reading Strategies for Career Academies and Career-Technical Education

Reading
Lab
Directions

Tips for
Reading
Lab
Directions

322

Labs are based on one general
premise — proving or disproving a
prediction or hypothesis. In order
to produce results, you have to
read closely and follow directions
precisely. In the workplace, you'll
need the same skills. You will be
reading operating manuals or
memos with directions full of facts,
details, and technical vocabulary.

Before You Read

1. Become familiar with the concept of the lab. Read the title of the lab

These directions must be followed
exactly to produce the results your
employer expects.

Many tests require you to follow di-
rections, summarize, and make
predictions. Lab directions provide
opportunities for you to develop
these skKills.

sheet or text, and examine any pictures or diagrams.

Become familiar with the Prediction Map (sample provided). This tool
will help you read, process, and learn new information. It gives you a
framework to set your purpose for reading.

Complete the first two sections of the Prediction Map. For Prediction,
write what you believe will be the outcome of the lab experience. For
Known Information to Make Prediction, write what you already know
or understand about the concept to be tested or experienced.

As You Read

Read the assigned text segment or directions on the lab sheet.
Discuss the steps, terms, and equipment with your partner to make sure
you both have the same understanding. If there is any disagreement or
confusion, read the directions again and discuss as you read.

Complete the activity, referring to the directions as needed.
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After You Read

7. Evaluate your predictions in light of what you’ve learned from the ac-
tivity and reading assignment. Complete the last two sections on the
map, Was Prediction Accurate? and What Made Prediction Accurate
or Inaccurate?

8. On the Prediction Tree (sample provided), write a one-sentence sum-
mary of the concept you’ve learned in the box labeled Concept To Be

SOURCE Summarized.
Bowers, Patricia.

Eﬁggg}ﬂm’sﬁgnce' 9. Use the Prediction Tree headings (Beginning of Activity, Middle of

UNC Press, 2002 Activity, and End of Activity) as an outline to write a summary of the
new concept learned through the activity.
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ﬂ Prediction Map D

Prediction

Known Information to Make Prediction

Was Prediction Accurate? 1 Yes or [ No

What Made Prediction Accurate or Inaccurate?

ﬂ Prediction Tree D

Middle of
Activity

Beginning End of
Of AC"'IV“’Y AC"'iV“'Y

Concept To Be
Summarized
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A map can show you where workplace, for driving and plan-

something is and what the ter- ning trips, and in newspapers
. rain is (mountains, water, etc.). and magazines. Maps often
Read | ng Textbooks use maps to present hold information that can help
information in a visual form. you understand more about

M apS what you're reading.

It's important to master map read-
ing because maps are used in the

Tips for Before You Read
Reading
Maps 1. Determine the type of map you’re reading. Each type of map has its

own purpose. A map can show locations, physical features, political
boundaries, (such as borders separating countries or voting districts),
natural features (such as lakes and seas), etc. Your map may be:

e Demographic: Shows who lives where (race, age, culture); how
they vote; what they earn; etc.

e Historical: Shows events and political boundaries: where they
were, where they moved.

e Physical: Shows physical features, such as land elevations, rivers,
and lakes.

e Political: Shows political units, such as boundaries between con-
gressional districts.
Road/Travel: Shows roads and highways.

e Thematic: Shows information on specific topics, such as climate,
population density, natural resources, etc.

2. Maps often show information in the context of a specific time and place.
Preview the title and other notations on the map to determine the time
and place before reading the map.

AsYou Read

3. First, read the title to understand the main idea of the map.

4. Read the legend, or map key. This tells you what the symbols and color-

coding on the map mean. The scale shows how to judge distance in
terms of miles and kilometers.
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5. Read all the labels to get an overall sense of what the map is intended
to show.

6. Asyou view or read the map, try to put into your own words what the
map is showing.

After You Read

7. Turn the map over or close the book. Write down all the important
details you remember from the map.

8. Now answer the question, “How does this map connect with or sup-
port the text you’re reading?”

9. Write down any questions you may still have about the map.

10. Open the book or turn over the map to check the accuracy of the
details and connections you wrote down from memory. Also see if you
can answer any of the questions you still had about the map.

Remember, map reading is like any skill. The more experience you have
reading maps, the better your understanding of map information will be-
come.
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Reading
News
Stories

Tips for
Reading
News
Stories

To find out what's happening
in your community, the nation,
and the world, you can turn to
news reports. You can find
news stories in newspapers
and magazines and at news
sites on the Internet. These
news sources can be a great
help when you do research for
class assignments.

Before You Read

Because news stories are
sometimes biased by the poli-
tics and beliefs of the writer,
it is important to read critically
and form your own opinions.
The following process can
help you evaluate information
in a news story.

Lead Who What Whe
When Why How

7

Most Important

Less
Important

Set a Purpose. Your purpose is to find out what the news story has to
say about a topic. Setting the purpose involves asking who, what, where,
when, why, and how questions about the story. Write down your ques-
tions about the topic before you begin reading.

As you read, you may find that your questions change as you learn new
information. Make a note of your new questions and continue reading
the article.

Preview. The most important information is usually in the beginning of
the story, or the lead. The lead may be a sentence or several para-
graphs. Begin by skimming the lead. Next, preview the headline and
first paragraph. Make note of any key words, repeated words, and
repeated phrases.

Plan. Prepare to identify and record basic facts when you begin read-
ing. You will want to take notes, highlight text, or underline as you look
for answers to your who, what, where, when, why, and how ques-
tions.

Most news stories use an inverted pyramid model. The lead is the top of
the pyramid and comes first. It establishes what the story is all about and
answers those who, what, where, why, when, and how questions. Some
stories open with an indirect, or soft, lead. This may include quotes, anec-
dotes, or related stories. The next layer of the pyramid is most important
details. The third layer is less important details. The fourth layer is the least

important details.
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As You Read

4. Understanding how news stories are organized can help you read more
effectively. The most important information should always comes first.

5. Begin reading the article. As you read, note facts and details that an-
SwWer your purpose questions.

6. Watch for opinions. Are facts, details, or opinions well supported?

7. Critical reading is important as you look for evidence to support an-
swers to your questions. As you read, evaluate the credibility of the
author. Remember it is the author’s job to convince you of the “facts.”

Skeptical readers ask the following questions:

What evidence is presented?

Avre the sources reliable?

Is the evidence convincing?

Is the writer credible or believable?
Is there another side to the story?

8. Consider how you can connect your own life to the story. How does
this information apply to you? These connections can lead to some im-
portant questions and shape your response to the story.

After You Read
9. Pause and Reflect. After reading the news story, take time to think

about what you learned. Ask yourself these questions to evaluate your
own understanding:

328 International Center for Leadership in Education



Section lll Tips on Reading Specific Text

Can | give my own opinion of the story?

Did I meet my purpose for reading?

Can | state the reporter’s main idea in my own words?
Did I understand the facts?

If you are unable to answer “yes” to any of these questions, reread the
story.

10. Summarize. Use your own words to retell the most important ideas
in the story. Skim each paragraph and write down the main ideas.

11. Remember. Creating a cause-effect graphic organizer, such as a
fishbone, can help you remember the news story.

12. Learn More. Use the Internet or other news sources to learn more
about the topic. Many newspapers and magazines provide links for
further reading and exploration.
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Reading
Nonfiction

Tips for
Reading
Expository
Nonfiction

330

Nonfiction is perhaps the broadest
category of writing in today’s world.
Itis the language of reporting facts,
delivering a message, recording in-
formation, directing others, and of-
fering opinions.

The football game scores in the
sports section of the newspaper and
a magazine article about the sum-
mer concert schedule are exposi-
tory nonfiction. This type of non-
fiction is factual and informative. It
may contain data and research.

Expository nonfiction can be divided into six different groups, based on the

author’s purpose:

e Writing to recount or retell events, such as news stories and magazine

articles.

The diary of a famous person or a
personal account of an expedition
up Mount Everest is narrative
nonfiction. The story is told from
the author’s point of view and tends
to be more personal in nature.

In either case, when you read non-
fiction, it's important to read criti-
cally to determine if the facts are
unbiased and the reporting is bal-
anced.

e Writing to report on or describe the way things are/were, such as
encyclopedia and almanac articles.

e Descriptions of procedures, such as recipes, user guides, and how-to

books.

e Explanations of processes, like instructions or manuals.

e Persuasive writing to promote something or convince someone of a

viewpoint, such as editorials, advertisements, and brochures.

e Discussions of issues, such as articles that present both the pro and

con of a controversial topic.

Before You Read

1. Determine your purpose for reading the article. What do you want to

learn?

2. Think about what you already know about this topic. This will give you

a framework as you read.

3. Skim the article to see how the text is organized. How are headings and

graphics used to divide or categorize information?
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As You Read

4. Read critically. Look at how the facts are presented. What do they
mean? How convincing are they? Is something left out that is needed
for believability?

5. Askyourself questions about the author. Is he/she telling you the whole
story or only part? Do you doubt what he/she is saying? Does the
author back up what is said with data to support it?

6. Take notes on your thoughts, answering these questions:

Why did the author write this piece?

What does the author want to point out?

What does the author want me to believe after reading it?

What do | know about this author?

Does this author make sense?

What bias might this author have?

Is the author writing from personal experience or as an outside
observer?

e Why do I trust or distrust this author?

7. Nonfiction usually includes facts and data. To help keep the informa-
tion organized in your mind, make a Reading Response Sheet with
three columns: Facts, Questions | Have, and My Notes. As you read,
fill in the sheet with the facts the author includes and the questions you
have that you will want to pursue after reading. In the last column,
write your thoughts and opinions about what you are reading.

8. Rereading the nonfiction piece may be necessary to help you remem-
ber the facts.
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After You Read

10.

11.

12.

If you are reading the nonfiction piece for a school assignment or for
research, it is helpful to take notes on the information. Organize your
notes to include:

the main point of the article or the author’s thesis

a list of evidence the author presents

sources of the evidence

your thoughts and opinions on the points the author makes

Look over the questions you asked as you read. Are the answers clear
now? Reread parts of the article to find the answers. Questions with-
out answers will require further research in another article.

Write a summary of the article to help you remember the main points.

Use the Reading Response Sheet and summary as your study guide.

Reading about people’s lives and their experiences can be very entertain-
ing. Bookstores today have more narrative nonfiction books, such as mem-
oirs, biographies, autobiographies, diaries, journals, and essays, than ever
before. This form of writing is becoming increasingly popular.

Before You Read

332

Consider what you already know about the person and what you ex-
pect to learn from reading the narrative.

Preview the layout of the article or the book. Does it have an introduc-
tion or preface? These often contain information on how the book was
designed and researched. Are pictures included? Is there information
on the author and his/her reason for writing the narrative?

Tips for
Reading
Narrative
Nonfiction
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3. Skim the Table of Contents to see how the book is organized. This will
help you follow the author’s plan and predict what happens next as you
read.

As You Read

4. Make a three-column Reading Response Sheet with the headings, Ac-
tions and Behavior, Feelings and Thoughts, and Other People’s
Reactions. Make notes on this sheet about the person’s actions and
feelings and about how others responded to him/her to help you under-
stand and remember facts and scenes from the book.

5. On another sheet, write questions you have after each chapter or divi-
sion in the text. As you discover answers further on in the reading, jot
down that information.

6. Ask yourself questions about whether this person is giving a factual
account of what happened. Or is he/she “bending” the facts for a spe-
cific purpose, such as making him/herself appear heroic or making sig-
nificant negative events appear less important?

After You Read

7. Designatimeline of the person’s life to help you review the chronologi-
cal events of his/her life.

8. Relate the author’s experiences to your own by reviewing the Reading
Response Sheet and making notes on times when you felt that way or
experienced something similar in your life.

9. Write a summary of the things you learned about yourself and about

life in general through reading about this person’s experiences. What
can others can learn from reading about this person?

i\\\"///
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Reading
Operating
Manuals

Tips for
Reading
Operating
Manuals

334

Before you hook up your new com-
puter, you should first read the
manual that comes with it. Oper-
ating manuals tell you how to use
the product or complete the task.
They also tell you how to use
equipment safely. With technol-
ogy, everyone needs to read and
understand manuals.

Before You Read

Reading manuals is often a ma-
jor requirement in entry-level jobs.
Careful reading and complete un-
derstanding are necessary to
make sure that the systems work
properly and effectively.

Identify your purpose or reason for reading the instructions. Do you
want it to work the first time? If so, this is your purpose for reading
carefully. Have you already operated similar equipment? Then you will
want to read the instructions to determine similarities and differences
with your prior experience.

Think about what you already know about this process. What experi-
ence do you already have that connects with what you’re about to
learn?

Skim or preview the following items:

e Stepsand bulleted lists in the instructions give a general idea of the
process outlined.

e Diagrams and graphics show various parts or processes, as well as
the end product.
Titles and subheadings give a sense of important content covered.

o Keywords in boldface or capital letters highlight important terms
and may also signal definitions.

As You Read

4. Read word for word and line by line. Stop and reread when you aren’t

sure you understand or remember something you’ve read, especially if
you find unfamiliar words or new equipment/tools involved.

Note the order of the steps described. Steps are written in the order
they are to be performed. Do not skip or skim over any steps.

Read the steps aloud so you can hear them. Then paraphrase, or put
each step into your own words, to see if you fully understand the step.
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Most people do not understand the process or steps completely the first
time they read a manual. Go back and reread it until you feel you un-
derstand exactly what to do.

If you cannot explain the process or step to another person, you have
not fully comprehended it. Until you can describe it to someone else,
continue to reread. Once you can explain it, then you can start the
process.

After You Read

10.

11.

12.

13.

Break apart the task. Do the first step. When that is completed suc-
cessfully, go to the next step. Repeat this step by step strategy until you
have completed the process.

Use the diagrams to help you through each step. The diagrams provide
valuable visual clues.

Ask yourself questions as you go through each step. If it doesn’t make
sense to you, ask yourself questions until you understand how to make
this process work.

Check off each step as you complete it. This will help you make sure
you do all the steps and don’t mistakenly skip over one. If your result is
unsatisfactory, go back and make sure you completed all steps.

If you cannot complete the task to your satisfaction, ask a colleague or
supervisor to help you clearly understand the process. On-the-job su-
pervisors would much rather have employees ask questions and avoid
having dissatisfied customers.
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MOTOROLA

intelligence avarywherg

USE 2.0 Cabls 3
¥ _—
1 ]
eV L Cluick Sian
Guide
CO-RCH WURING

Motorola WUB30G
Wireless USB Adapter

Getting Started

1 Canflrm that your box contains
these ilems,
{See Section 1 of the User Guide
for mare information )

2 Insert the Installation Wizard
CO-ROM,
{See Section 2 of the Usar Guida
for more information )

3 Click LAUNCH INSTALLATION WIZARD
lex install the software far your unit from
the CO-ROM.

[Gee Sechon 2 of the User Guide
for more information)

L
1
1
| I |
-'“

4 Only after you have installed the software,
Connect your unit as shown.
[Sees Section 2 of the Usar Guide for
Tare inloemation)

5 Access the configuration utility by
right-clicking on the wireess anienna an
(Ses Saction 3 of the User Guide for
more information)
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Reading
Photos
[llustrations,
and
Their Captions

Tips for
Reading
Photos,
llustrations,
and Their
Captions

You've probably heard the say-
ing: “A picture is worth a thou-
sand words.” Do you think it's
true?

Many times a picture can tell
you something important about
a concept or idea that can’t be
expressed easily with words.

Photos and illustrations make
reading more interesting, and
they help to emphasize impor-
tant points.

Captions usually appear under
or next to these images to help
clarify their meaning.

Before You Read

Before you read a chapter or text selection, look over the photos and
illustrations. This will give you a sense of the main ideas or central
themes of the selection. It may also help you connect the selection to
your own experiences.

After looking at the pictures, write down any questions you have about
specific pictures or about the chapter topic.

As You Read

3.

As you read the selection, search for answers to the questions you
wrote about the pictures or chapter topic. Write down answers as you
find them.

As you come across the pictures, read the captions under or beside the
photo or illustration. Captions usually appear in small text. They may
describe the reason the picture was selected or the content of the pic-
ture itself.

After You Read

5.

Review the questions you wrote before reading. Were you able to an-
swer all of them? If not, go back to the text and captions to see if you
can find these answers.

Cover up the captions and see if you are able to explain why each photo

or illustration was included. This is an excellent way to self-check your
comprehension. It is also a good strategy to use for test review.

\\\\"?/g
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Reading
Primary
Sources

Tips for
Reading
Primary
Sources

338

If you've read The Diary of Anne
Frank, then you've read a primary
source. Diaries, memoirs, letters,
interviews, original documents, sur-
veys, logs, journals, speeches, and
personal observations are all types
of primary source documents.

Aprimary, or original, source is writ-
ten by someone who lived during a
specific time. No one else has in-
terpreted the information or given an-
other point of view on it.

When you read a primary source,
you can experience history through
the eyes of someone who actually
chronicled that time period.

Before You Read

Other types of primary sources:

pamphlets

photographs

maps

film

wills

military records

account books and ledgers
artifacts: clothing, weapons,
bowls, etc.

paintings and drawings

audio and video tapes of inter-
views

inventories

When you read a primary source, keep in mind that the person writing
is not impartial. We don’t necessarily remember experiences exactly
as they happened. Some authors may focus on details, while others
may write from a more emotional level. Remember as you read that
the author is writing from a very personal point of view.

Ask questions before reading to understand the author’s purpose, the
audience for whom the author wrote, and the general time frame.

e  First, identify the author. What is his/her background?
e Why did the author write this?
e For whom did the author write it and when?

If possible, determine whether this selection is the entire primary source
or just part of it (an excerpt). Try to do your primary source research
using the entire piece, because the parts that came before and after
this text might give you an entirely different message from the author.
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As You Read

4. During reading, ask questions and take notes, listing the important facts
from the document. (The Primary Resource Information Sheet will help
you organize and analyze the information you find.)

Questions to ask:

What is the main point?

What does this document tell you about life at the time?
What is the significance of this document?

What opinions does the author express?

What facts and details does the author include?

After You Read

5. Determine the information you need for your research and take notes
on the related text.

6. Determine how this information supports or contradicts other informa-
tion you have found. Make notes on the differences in the information.

7. Keep a list of the questions you have that are still unanswered. Use
these questions as you research the topic further.
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[ N\

Primary Source Information Sheet

Topic
Primary source

Author's name and background

Format: book, article, speech, lecture, letter, diary, other

For what audience?

For what purpose?

What is the author’s main point?

What facts and details does the author include?

What opinions does the author have?

What does the document tell me about life during that time period?

What specific information do I need to include in this assignment?

How does this information correspond to or contradict other information I have found?

What questions do I have that are still unanswered?

N 2
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Reading
Reference
Books

Reference books provide a
wealth of information across
topics and school subjects.
The library’s reference section
has dictionaries, atlases, en-
cyclopedias, almanacs, and
many other books of facts and
figures.

Reference books are the ba-
sis of research, so it is im-
portant to know what kind of
information each type offers.
Because you won't be able to
check these books out of the
library, careful note-taking is
important during reading.

Atlas — Use an atlas to study ge-
ography, roadmaps, topography
and terrain, latitude and longitude,
and city maps. For other geographi-
cal research, The Columbia Gazet-
teer of North America has data on
geography, and The World
Factbook has maps and flags of all
nations.

Biographical Dictionary — Infor-
mation on lives of thousands of
notable people from the past to to-
day. Contemporary Authors and
Something About the Author con-
tain information on authors of pub-
lished books.

Tips for
Reading
Reference
Books

Types of Reference Books

Almanac — Information on the
weather, gardening, astronomy, cook-
ing, helpful hints, and other interest-
ing topics can be found in the Farmer’s
Almanac, the Baseball Almanac, the
African-American Almanac, the Com-
puter Almanac, and others.

Thesaurus — To find other words that
mean either the same or the opposite
as a certain word, use a thesaurus.

Quotations—Bartlett’s Familiar Quo-
tations and other quotation reference
books provide quotes by famous
people on specific topics.

Before You Read

Encyclopedia— Many differenten-
cyclopedias will help you research
your topic. General encyclopedias
come in multiple volumes because
they cover a wide realm of knowl-
edge. Specialized encyclopedias are
limited to a specific subject.

Index of Periodicals — Use the
Reader’s Guide to Periodical Lit-
erature to find articles in more 200
magazines and journals. The library
may also have indexes for specific
newspapers, such as The New York
Times.

1. First, preview the reference book. How is it organized? Look at the
table of contents and check to see how the index is organized. Some
reference books are arranged alphabetically by topic or by the person’s

last name.

2. When you find the article or information you need, scan it to see how it
is arranged. Look for headings and subheadings. This will help you

locate the specific data you seek.
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As You Read

3. Once you identify the part of the article you need, skim it to get a
general idea of the information it contains. Then read the entire article
carefully.

4. Read the article again. This time take notes on the specific information
you need. Do not copy the article. Write the information in your own
words.

5. If you decide to use a quote from the article, be sure to place quotation
marks around it and jot down the page number.

After You Read

6. Keep a record of your source information for your bibliography and
citations. Specifically, note:

For books
o title of the book/publication

e author(s) or editor(s) names
e publisher, city/state, and copyright year

For articles
e title and author(s) of the article
e the page numbers
e volume, number, and date of the periodical/newspaper
e the Web site where you found the article (if applicable) and the

date you found it

W
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Reading
Research
Reports

Tips for
Reading
Research
Reports

Think of research as taking an idea
and analyzing, synthesizing, evalu-
ating, and extending it. Research
reports are often prepared in the
workplace to convey information
about a specific project or proposal.
In the world of work, you will likely
have many opportunities to read re-
ports about the products you use

Before You Read

and sell, customer wants and needs,
inspection results, and more.

In science and social studies, you
will read research reports, so it's
helpful to know how to get the most
out of these challenging reading se-
lections. This type of reading also
appears on tests.

Be aware of the purpose and audience for research reports. Research
reports contain large numbers of facts and details. Most of the time, the
audience is other scientists, sociologists, or fellow employees who read
career-related journals. These reports may be written as papers to be
presented at conferences or for use in the workplace. Generally, the
audience will already have some knowledge of the subject, so the writer
may not always explain key terms or difficult concepts. The informa-
tion may be dense, but it will be straightforward in its organization.

Preview headings and subheadings used to organize the report text.
Also look for terms and key words highlighted in bold type or italics.

Briefly read the first few sentences beneath subheadings, figures, dia-
grams, introductions, and summaries to get a general idea of the con-
tent.

As you preview the report, ask yourself:

What do | already know about this subject?

What does the author assume | know?

What is the author’s main idea or intent in writing the report?
What is the organization of the report (chronological, topics, rela-
tionships)?

Chronological: The report is organized by the sequence of events.
This tells the reader that the order of events is important. It is also
a clue that certain events caused certain outcomes (cause and ef-
fect).

Topics: The report is organized by topics of research. Each sec-
tion contains details about a specific topic. If you are interested in
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information on a certain topic, you can find and read only the sec-
tion you need.
Relationships: The report shows similarities and differences be-
tween theories, ideas, practices, etc. Readers can draw their own
conclusions and make choices regarding policies, concepts, prac-
tices, etc.

e How does the information in the report apply to my job and respon-
sibilities, the class assignment, teacher expectations, etc.?

e What terms or keywords do | need to review or learn?

e How important is this information to me? Can | skim the report and
still get the information I need?

e Where can | make logical breaks in the report to divide my reading
time?

e Do | have to read the report from beginning to end, or can | read
the most interesting sections first?

As You Read

5. Skim the report in more detail. Do not try to read thoroughly yet. Read
the first and last sentences of a paragraph. Identify the major ideas and
details. Study the charts and figures. Try to understand the most impor-
tant and repeated terminology.

6. After previewing and skimming, tackle one section at a time. Read
carefully. Take notes. Write questions you have about the section. Go
back and read the section again. If you have little background in this
area, you will want to review basic fundamentals and terminology.

7. If the report is lengthy, plan to take breaks from your reading. You’ll
need time to absorb and process the information.

8. Read figures and diagrams carefully; they’ll add to your understanding
of the report.
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9. After reading each section of the report, paraphrase the text aloud.
Then check your paraphrase against the text to see if you really under-
stood what you read. If not, reread and paraphrase again. Once you’re
sure you understand the section, use your paraphrase to write notes in
the margin.

After You Read

10. Use a graphic organizer, diagram, or chart to summarize and organize
what you’ve read.

11. Determine how you need to respond to the report. On the job, you
might consider how the report content affects your work or your orga-
nization? Do you need to change procedures? Think about how you can
use the information to solve problems.
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Reading
Secondary
Sources

Tips for
Reading
Secondary
Sources

346

Newspapers and television news
“magazines” are the most commonly
used secondary sources. The stories
they present have been interpreted,
analyzed, and evaluated by someone
who writes for the newspaper or tele-
vision station. Unlike a primary
source, a secondary source is not
written from the viewpoint of the per-

Other secondary sources include:

documentary films/tapes
encyclopedias
magazine articles
Websites

government publications
newsletters

son who participated in the event. In- Jourpa!s
stead, secondary sources contain in- statistics
formation about topics and events brochures
gathered by other people. The infor- manuals

mation comes to you, the reader or
viewer, secondhand.

Before You Read

1. Always read a secondary source with this question in mind: How reli-
able is this source? Only choose sources with a good reputation for

honest reporting of data and an unbiased point of view.

2. Check dates. Is the information you are reading the most recent or is it

outdated?

3. Use the index and table of contents to find the specific information you

need.

4. Scanthe article to look for headings that lead you to the information you

want or need.

As You Read

5. Skim for facts and other specific data you need.

Always review any graphics — charts, tables, visuals — that the au-
thors have included. You’ll usually find valuable information there.

Read carefully and take good notes. If you copy any sentences exactly,

be sure to place them in quotation marks and write down the page
number along with the source of the information.
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After You Read

8. Determine whether the author is biased in his/her presentation of the
material. If so, you will want to find other authors who have written on
the same topic and compare them.

9. Besure to verify information you find on the Internet. Anyone can say
anything there, so much information on Web sites is inaccurate. Al-
ways check another source to compare information you find on a Web
site.
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Reading
Tests

Tips for
Reading
Tests

348

We all have to take tests
— driving tests, employ-
ment tests, history tests.
Tests reveal how much
we know about a topic.
You can take the stress

out of tests with a few
simple strategies. These
tips will help you under-
stand how to read test
guestions and choose

the best answers.

Always preview the test. Read the directions for the whole test and
each section of the test. Calculate how much time you should allow to
complete each part.

Work on the easiest parts first. If your strength is essay questions, an-
swer them first to get the maximum points.

Answer all the questions unless you will be penalized for wrong an-
swers. If you know that there is a penalty for guessing and you cannot
eliminate some responses to a question to narrow down the possible
correct answers, do not fill in anything for that question.

Ask your teacher to explain any items that are not clear.

To help make sense of difficult or long questions, circle key words. Use
the margins to make notes on information you have memorized or points
you want to make.

Rewrite or rethink difficult questions by putting them in your own words.

Go with your first response. According to research, three out of four
times the first response is the correct one.

Use time at the end of the test to review questionable answers. Don’t
spend time reviewing questions if you’re confident of the answers.

Save time at the end of the exam to review the test and make sure you
haven’t forgotten to answer any questions.
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Read each question carefully. Are all parts of the statement true? Be
careful. Don’t assume the answer is true just because part of the state-
ment is true.

Look for clues that the answer is false. Extreme modifiers like always,
all, everyone, no one, nobody, none, never, or only make it more
likely that the statement is false.

Look for clues that the answer is true. Words like seldom, generally,
usually, most, often, some, and probably are often used in true state-
ments.

In double-negative questions, cross out both negatives and read it again.
Then decide if it is true or false.

Read the question and try to answer it without looking at the choices
first. Then look for an answer that matches yours.

Always read all the choices before making a selection.
Eliminate any obviously wrong answers.

Beware: a perfect answer may not be given as a choice. You must
choose the best answer from those provided.

If the question is long, underline the subject and verb to make it clearer.
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1. Read the entire question before answering. Tips for
2. Ifyou can’t remember the exact word to fill in the blank, don’t leave it .Re.ad Ing
empty. Write an explanation or something related. Fill-in-the-
Blank

3. Check the number of lines per answer. It may indicate the number of Questions

letters or words.

4. Be sure your answer fits grammatically and logically into the sentence.

1. Note the number of questions and budget your time for each answer. Ti ps for

: : I Reading
2. Read through all the questions. Then answer the easiest questions first. Essay
3. Jot down a brief outline for your answer before beginning to write. Questions

4. Get right to the point. Start with a thesis statement, then state your
argument and the supporting points.

5. Write in complete, clear, and grammatically correct sentences.
6. Proofread the essay.

7. The following definitions will help you understand how to approach
essay test items:

Compare: Show similarities between things.
Contrast: Show differences.

Define: Give the formal meaning of a term.
Enumerate: List points and number them.

Ilustrate: Explain by giving examples.

Outline: Give main points and secondary items; indent the second-
ary items.

Justify: Give the reasons for something.

Diagram: Make a drawing and label its parts.
Summarize: Give a condensed account of main points.
Relate: Show connections among things.
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Reading
Textbooks

Tips for
Reading
Textbooks

Textbooks are a big part of every
student’s life. Nearly everything
your teacher expects you to know
can be found in your textbook. It's
your main source for information
and the place to go first to study
for a test.

Textbook authors and designers
use special features to help stu-

dents find key information quickly.
It is important to read and study
not only the text, but also the ad-
ditional features provided for the
best understanding of the topic.
In addition, you need to know the
quick ways to look up information
using the table of contents, index,
and glossary of terms.

Before You Read

1. Survey the whole book.

Read the front cover, back cover, and title page. The information
you find there will help define the subject and focus of the textbook.
Review the table of contents. It is the roadmap that shows the
organization of the book. Look for chapter titles in bold with subdi-
visions of chapters listed beneath. If there is a preface, the page
numbering is usually in lowercase Roman numerals; the first chap-
ter starts on page 1.

2. Skim the introduction and preface. They contain information on the
author’s purpose, special features of the book, and other comments
from the author or editor.

3. Preview the first chapter to sample the overall look and features you
can expect in all chapters. Look for the following:

Chapter introduction or preview. Don’t skip this part. The in-
troduction is an overview of the chapter’s contents.
Chapter headings and subheadings. These features provide a
guide to important points in the chapter. You can also use the head-
ings later to create your own outline of the material.

As You Read

4. Asyou read the chapter, pay particular attention to the following details:

Illustrations and pictures. The visuals offer more data and help
you understand the material better. Note the title, captions, and any
other information that helps identify the illustration.
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e Graphs, charts, and tables. You’ll find valuable data here in vi-
sual form. Read the headings and determine how the visual is laid
out. Look at the labels; they tell you what each line, mark, or sec-
tion of the graphic means. Note any color coding of the graphic and
what element each color represents.

e Footnotes. These notes contain information related to the text.
Footnotes may provide explanations, sources, or other information
related to specific points in your reading.

e Vocabulary words and definitions. Vocabulary words and im-
portant terms may be in bold type or highlighted in color. Be sure to
stop and learn the definitions. You’ll understand more of what you
read.

e Maps. Maps help you learn about geographic areas. Be sure to
read the map title, key, and any other labels. Maps provide a visual
representation of the subject, helping you to see the relationship of
one place to another, the distance between two or more points, the
size of different areas, the direction and length of a journey, and
other information that is critical to your understanding of the text.

e Timelines. Timelines show the relationship of events over a period
of time. They help you learn the chronological order or sequence of
events. Read the title to determine the subject of the timeline. Then
read each date carefully and note the related event.

e Chapter summary. At the end of the chapter, look for a summary
of the main points and ideas. This section will help you review the
key chapter concepts quickly.

e Study questions. You’ll also find study questions at the end of
each chapter. These will help you review content, focus on key
ideas, and measure how much you understand and remember from
your reading.

e Index. The index is located in the back of your textbook. It lists all
topics covered in the book in alphabetical order and provides the
page numbers. You can look up a topic in the index and find every
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time it is mentioned in the book. Literature textbooks may also
have an author index.

e Glossaries. Glossaries are similar to dictionaries. They list key
terms from the text in alphabetical order and provide definitions. If
you forget what a term means, check the glossary, located in the
back of the textbook.

5. Asyou read, note information you do not understand. Write the head-

ing or subheading, then the questions you have on that section of the
text.

After You Read
6. Reread the text to find the answers to any questions you can’t answer.

7. Look for answers in the graphics, maps, illustrations, and pictures that
are included in the chapter. These will help clarify your understanding.

8. Reread the summary and note the questions at the end of the chapter.
They provide clues to the points that are most important from your
reading.
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Reading
Timetables

Tips for
Reading
Timetables

354

Trains, planes, and buses run on
preset schedules. Often, you'll
need to read a timetable to find
out the times for departures and
arrivals. Misread a timetable, and
you could upset your travel plans.

Most timetables are printed in a

Before You Read

table format. These tables pro-
vide information in a very con-
cise format. Reading the time-
table carefully and then recheck-
ing it are critical steps if you
want to get from point A to point
B on time.

Preview the title or heading of the table to determine if the timetable
includes the exact information that you need.

Note any abbreviations or symbols that are used, and be sure you know
what each one means. Look at the bottom of the table to find a key to
the symbols used.

Some examples:

D Stops only to discharge passengers

R Stops only to receive passengers

H Operates on holidays

Note how the departure and arrival times are written; for example, a
departure time of 2:00 in the afternoon could be written 2:00 p.m., 200p,
or 1400.

As You Read

4. Read the column and row headings to find the exact time, vehicle num-

ber, and/or station.

Look for asterisks (*). These symbols indicate that more information
related to a particular item can be found at the bottom of the table.
Always read the information marked with asterisks because it may in-
dicate exceptions to scheduled times. For example, the table lists the
departure time as *2:25 p.m., but the asterisk next to the time leads you
to more information below. When you read it, you learn that the depar-
ture time is 2:25 “except Sat-Sun.”
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6. Read the table from left to right, reading across and then down the
columns. To locate the information you need for a trip:

e First, find the city or station you are departing “From”

e Find your destination city or station, the place you’re traveling “To”

e Now find the times of departure listed.

e Follow this process in reverse when you’re planning a return trip.
After You Read

7. To be certain you understand the schedule you have chosen, phone the
company to confirm the schedule for the time you want to depart and
return.
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Reading
Web sites

Tips for
Reading
Websites

356

When you need to do research for
a class paper, you probably visit the
library and search for sites on the
Internet’'s World Wide Web. Web
sites are a great source of informa-
tion. Whatever your topic, you can
probably find a related Web site.

Web sites use boldface type, icons,
and color-coded words to lead you
to more information. However, read-
ing a Web site is different from read-
ing a text. Web sites can lead you
into a virtual world of information as

Before You Read

you link from site to site. But be care-
ful. Everything you find on the
Internet isn’t necessarily true.

Your textbooks have been written
and edited by experts and carefully
verified, so you can be sure you're
reading accurate information. But
anyone can create a Web site, and
no experts are checking to make
sure the information is correct.

When you read a Web site, you must
be a critical and skeptical reader.

1. Setapurpose for reading before you log on to the Internet to find a Web

site. Narrow down your topic so that you know what you are searching
for. The first questions to ask yourself are:

e What terms/words should I use to conduct my search? What key
words are related to my topic? Am | looking for specific dates,
names, locations, events?

e What type of Web site is most likely going to have the information |
need?

Identify a search engine that will help you find the information you need.
Learn how the search engine works. Will you need to enter key words
or type in gquestions to access information?

Stay focused. Know exactly what you need for your research. It’s easy
to start following links and spend time looking at information not related
to your topic.

When you identify asite, click on a few links to see if it has the informa-

tion you are researching for. Does the site address your purpose? If not,
go to another Web site on your list.
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5. Asyou preview the Web site, look for the following:

name and overall appearance

menu or table of contents

source or sponsor

description of what it contains

images or graphics

purpose of the site

good organization with easy-to-find information
most recent update

point of view

With this information, you can generally tell if you’re at a valid site. Ask
yourself, “How much should I trust this site?” If the site is developed by a
state/national museum, government institution, or educational institution,
then it is probably trustworthy.

6. If,asyou preview the site, you see any of the following, you should look

elsewhere for your information:

e language you can’t read (foreign language)

e  excessive advertising

e hate promotion (prejudice against certain races, religions, govern-
ments, etc.)
grammatical or spelling errors
dead links (not working)

As You Read
7. Review your research topic and purpose questions as you read the
Web site text. Take notes on your research questions. You may want to

use a graphic organizer for your notes so that you can organize your
information as you read. See the sample search provided as an ex-
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ample.

8. Keep anotepad handy to write down the various Web sites you link to.
This will allow you find a site again and to credit it in your bibliography.
Make a note of the URL (site address), a brief description of the con-
tent, and the date you found the information.

9. Don’t forget to click on any related links. Web site designers often
include a site map on the home page, which is similar to a table of
contents. It lists the different categories of information you can find on
the Web site. Often, the same links are located at the side or on the
bottom of each page on the Web site.

10. If you’re viewing a site that seems biased, think critically about the
content. Is the site trying to convince you of something? If so, be sure
to balance that viewpoint with other sources. As you research, form
your own opinion on the topic.

11. Learn how to “bookmark’” Web sites that you may want to return to in
the future.

12. If the information isn’t too long, print out the text so you can make
notes and highlight.

13. Be aware of any legal issues about copying text, graphics, etc., from
the Web site before using material from the site directly in a report.

After You Read
14. Evaluate your results. Have you found what you needed? Were you
confused or puzzled by information you found? What else do you need

to know for this topic?

15. Go back to the Web site if you are confused or unsatisfied with the
information you found. Check to see if you went to all the related links.
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Using new or different terms may focus your search. Asking better
questions or rereading the information may help you find something you
overlooked.

Organize the notes from your research using a graphic organizer, such
as a fishbone, timeline, or flowchart.

Cite the source of your information in your report. (See the sample
bibliographic entry below.) Be sure to write in your own words. Do not
plagiarize. As tempting as it may be to copy and paste sections, it is
legally and ethically wrong to do so. When you plagiarize, you are steal-
ing someone else’s words and ideas and presenting them as your own.
While you can include short quotes and credit the author in your bibliog-
raphy, it is best to paraphrase and put the information into your own
words.

Sample Search Results

Site: National Science Museum URL: http:/AMww.nsm.gov

Sponsors: United States, FCC, and IBM Date: hasa 2003 copyright date

Purpose of search: Keywords used to locate site:

Locate information on US scientists and American scientists, US technology

their discoveries on communications museums, American technology

technology.

Keywords to navigate the site: Results:

Communications, American technology All communications technology discovered,
researched, and developed since 1850; key
scientists responsible for these products.

Point of view: features/promotes research )

and development of communications Expertise:

technology and other products resulting The museum is operated by scientists and

from work of US scientists. communications technology experts.

Sample Bibliography: National Science Museum Online. 2003. The
National Science Museum. 19 January 2003 < http://www.nsm.gov/>.

¥
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StudentActivity

Sample Search Question:

Besides Ford, what are 3 other brands of cars that Ford Motor Company owns?

Web Search Results

Site: URL:

Purpose of search: Keywords used to locate site:
Date visited: Copyright date:

Sponsors: Biases/Point of view:

Results Would you come back?

360 International Center for Leadership in Education



Section lll Tips on Reading Specific Text

Web site Evaluation Form

Your Name Date

Name of Site

URL:

1 = Poor 2 = Fair 3=Good 4 = Exceptional

Design
Good navigation. Links are clearly labeled. Can move from page to page easily. 12 3 4
Offers interactivity. Engages visitor with the site. 1 2 3 4
Uses appropriate page format. Pages are not exceptionally long. 12 3 4
Can easily find information. 12 3 4
Is aesthetically pleasing. Text and background colors do not clash. 12 3 4

Content
Has a proper title. 12 3 4
Additional resource links are included. 1 2 3 4
Information is useful. 1 2 3 4
Has rich content and will likely be revisited. 12 3 4
How this Web site compares in content to similar Web sites. 1 2 3 4

Technical Elements

All links work. 12 3 4
Thumbnail graphics used. Graphics download quickly. 12 34
Alternative text page is offered when heavy graphics or frames are used. 12 3 4
Image links and image maps have a text alternative. 12 34
Can see meaningful information within 30 seconds. 12 3 4
Credibility
Contact person is stated with e-mail address. 12 34
States when page was last updated. Links are current. 12 3 4
Resource links used to develop content are included. 12 3 4
States name of the host school, institution, or company. 12 3 4

Total Possible Points= 72
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