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USE YOUR NOTES, INTERNET QUIZZES, EXERCISES, AND EXAMS. 

I Organisational Plans 

A. How many are they? 

B. Which are they? 

C. What does each contain/what is their purpose? 

II The four skills 

A. Which are they? 

B. What are the purposes for each? 

C. Scanning 

D. Skimming 

III Note-taking 

A. Dos and Don’ts 

B. Differences of listening in everyday situations and academic situations 

C. Five things to do to take notes effectively 

IV Mechanics 

A. Capitalisation 

B. The uses of the semi-colon 

C. The uses of the comma 

V The paragraph 

A. Definition 

B. Types of Sentences 

C. Parts of the topic sentence 

D. Characteristics of the clincher or concluding sentence 

VI The Essay 

A. Definition 

B. Types of Sentences 

C. Types of Paragraphs 

D. Characteristics of the Academic Essay 

VII Processes 

A. Definition 

B. What do they show? 

C. Reading strategy 

D. Transitions/linking words/cues 

E. Essay structure 

F. How to outline –main characteristics of the outline 



VIII Descriptions 

A. Types of descriptions 

B. Sensory language 

C. Strategies 

1. Dividing the image 

a. How many parts? 

b. Order to follow 

2. Directed Looking 

a. Definition 

b. The five categories 

IX Cause and Effect 

A. What is a Cause? 

B. What is an Effect? 

C. Transition Words 

D. Reading Strategy 

1. How to Outline 

2. How to Provide a Title 

E. Stress 

1. Definition 

2. Causes 

3. Effects 

4. How to deal with it 

X  Compare and Contrast 

A. What is to Compare? 

B. What is to Contrast? 

C. How are these useful when classifying? 

D. How to classify 

E. Essay structures 1 and 2 

F. Reading Strategy 

1. How to Outline 

2. How to Provide a Title 

XI Description –dividing the image practice  



XII Description –Directed looking practice 

A.  In the following images, which is the viewer’s perspective, A or B? Explain. 

    
 

                                    B 

 

B. Describe the following using directed looking. Make sure you do not repeat the 

info from the examples, since the image used here is entirely different. 

 

 

A 



XIII Classification practice 

A. Write two parameters/criteria under which to classify the following lists. 

B. Find all the possible classes, categories for each criterion. 

C. Classify the lists according to your choices 

1. Alligator 

2. Axolotl 

3. Cockroach 

4. Condor 

5. Crab 

6. Dromedary 

7. Duck 

8. Elephant 

9. Flying fish 

10. Fossa 

11. Frog 

12. Goldfish 

13. Iguana 

14. Jellyfish 

15. Kangaroo 

16. Koala 

17. Octopus 

18. Oyster 

19. Peacock 

20. Penguin 

21. Salamander 

22. Scarab 

23. Shark 

24. Spider 

25. Toucan 

1. Battery 

2. Burner 

3. Buttons 

4. Cables 

5. CD 

6. Chips 

7. DVD 

8. Floppy 

9. Keyboard 

10. Keys 

11. Monitor 

12. Mouse 

13. Operating 

system 

14. Printer 

15. Processor 

16. Software 

 

1. Wheels 

2. Steering wheel 

3. Brakes 

4. Windshield 

5. Motor 

6. Windows 

7. Radio 

8. Oil 

9. Fuel 

10. Hood 

11. Trunk 

12. Carpet 

13. Seats 

1. Audio tape 

2. Camera 

3. Cassette 

4. CD 

5. CD player 

6. Digital camera 

7. Discman 

8. iPod 

9. Phonograph 

10. Record 

11. Tape recorder 

12. VHS 

13. Video tape 

14. Walkman 

 



XIV Reading practice 

A. Process 

 



B. Cause/Effect 

 

 



C. Compare and Contrast 

 
XV. The Definitive Pattern. 


