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Number 3





EXAMINATION TEXTS


A.	READING ENGLISH TEXTS FOR EXAMINATIONS


Read the whole text through, quite slowly, and try to get the main idea. Do NOT use your dictionary yet to look up the unknown words.


Read the text again, this time even more slowly. Pay particular attention to the main points in each paragraph. Answer as many questions about the paragraph as you can while reading. Most of your questions will begin with “What...?”, “Who...?”, “When...?”, “Why...?”, “Where...?” “How...?” etc. This is called ACTIVE reading. Underline the words and expressions which are new to you but do NOT spend too much time worrying about the meaning. Try to guess the meaning at first. (Does the word remind you of a German one? Does it remind you of another English word? Does the position of the word in the paragraph or sentence give you any help?) Make notes in KEY WORDS about the main ideas.


Go through the text a third time and concentrate on the details of the content. Try to think of more questions you can ask yourself about the meaning of the text. The more you think of, the better! Also ask yourself questions about the unknown words. Which ones MUST be looked up in your dictionary? Which ones are explained at the end of the text (the “annotations”). Which words can you guess the meaning of now? If you spend too much time with your dictionary, you will not have enough time for answering the examination questions about the text.


Now, and ONLY now, should you look at the examination questions themselves.


�
B.	Writing Answers - Some Tips





Read ALL the questions very carefully and make sure you know EXACTLY what each question wants you to do. It is a good idea to write down what you should do in key words - even in German, if necessary!


After step 1, begin collecting ideas which you think are relevant (brainstorming!). Do this for ALL the questions before you begin writing your final answers.


Collect evidence / examples / quotations to support your ideas / explanations / argumentation.


Organise your ideas into one or more PARAGRAPHS in note-form. Link the evidence etc. you have collected to the relevant points / arguments. Write down suitable linkers and words or expressions from other texts you have read or from your lessons as they occur to you. Put them into the proper places in your answers.


What you have done in steps 2-4 is to make a PLAN. You should always hand this in with your answers. This also includes homework!


Before writing your final answer check your plan to make sure


you have really answered the question


your train of thought is logical


you have not repeated yourself


your examples and evidence are relevant and have not been used more than once


you have not "waffled" (especially important in comment questions!)


After writing your final version, READ IT THROUGH and check for mistakes. It is a good idea to read it through several times, concentrating each time on one or two special points (e.g. logic, relevance, personal grammar weaknesses such as conditional clauses, grammatical agreement, etc.).


Count the total number of words you have written without quotations, figures , line numbers and proper names (i.e. those that begin with a capital letter). A useful method is to count the words on each page and add them up at the end.


To Sum up:


The process of writing�
Your task�
�
Getting ideas together�
Collect ideas and write them down using keywords.�
�
Planning�
Put your ideas in a logical order and plan your paragraphs.�
�
Writing�
Use your keywords and your plan while writing.�
�
Revising�
Check if your text concentrates on the topic and includes all ideas and information. Improve or correct your text if necessary.�
�
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