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Keeping an English File





1.	Type


You will need a loose-leafed, A4 ring file with a stiff binding. The ring mechanism, preferably with two rings, means that sheets of paper can be added or removed easily and the stiff binding will guarantee that your file has a long life.


2.	Paper


You must use lined, A4 sheets. The space between lines, in contrast to squares, is wider so that additions, alterations, etc. can be made more easily. The pages should be numbered and always folded in the middle. The left-hand division is for class work, exercises and homework. The right-hand division is for alterations, queries, corrections, etc. These can then be written as closely as possible to the original text. 


A colour code is a useful way of making your file more readable, e.g. blue for additions, green for queries and alterations and red for corrections.


You must begin each piece of work with the date, source (e.g. "11 +", p. ..., Exercise ...).


For examination purposes only lined, double sheets, folded and numbered, may be used.


3.	Index


You need an index with five divisions;


Coursework / Class work


Vocabulary / Dictionary


Grammar


Handouts


Grades / Tests / Miscellaneous


You should make a TABLE OF CONTENTS for each section so that any piece of information in your file can be found in less than 30 seconds.


4.	Some Useful Advice


Take pride in your file because;


after your textbooks and dictionary, your file is your most valuable tool for English;


your file will form the basis for all your work in English during your school career and perhaps even afterwards;


a well-kept file makes learning and revision easier and quicker simply because it is easier to work with;


keeping a file is a useful study skill in itself with a high transfer value for other subjects such as German, Economics, History, Geography, etc.





