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For all Studying:

Find a secluded, quiet place that is comfortable (but still a desk or table)

Have enough light

Don’t clutter the desk with stuff, only what you’re using

Assemble all the materials before you begin

Soft background noise or music may help

Forty minute blocks of study wit 5-10 minutes rest.

Preview, then reading, note taking, final review, note organizing

For lectures, study at least an hour as soon as possible after class, with first 5-10 min reorganizing notes from class. Then read material and take notes on reading.

For discussion, study an hour before class. Review material expected to be covered, read and study related materials. 

Read optional and background materials.

Reread selected parts of required material, especially difficult parts.

Ask questions.

Memorizing:

20-30 minute session, then do something else, then come back for another session.

Scheduling:

First two weeks: schedule 5hrs 6 days a week. Read all class assignments. Do it before (over the summer) if you can.

Set up a term schedule: list of dates with papers, quizzes, exams, tests, presentations, other deadlines. First two weeks, spend at least 5 hrs a day 6 times a week, to read all class assignments. Then settle into 10-15 hrs a week.

Set up a weekly schedule: ALL the days, classes and permanent activities in ink. leave room for travel times, long meals. mealtimes (regular, 3 times a day), study times (indicate what subject), review at the end of the day, all in pencil. Study times should be in 40 min blocks with 10 minute breaks.

Last two weeks: Find out the format of the exams and topics covered. Talk to former students and get info and notes and old exams. Anticipate questions. Rework notes to reflect anticipated questions (go over in detail and rewrite). Set up a study group with conscientious students (max. a couple of hours a week). 

Last 3 days: Don’t cram. Sleep. Relax. Mark in weekly schedule the number of hours you can study these days. Focus on: facts and concepts you can’t recall easily, questions in textbooks, index and summary paragraphs (add to notes), stay positive.

The last night: Relax. Get to bed early. Eat normally. Exercise. Review texts, notes. Arrive at the exam 15-20 min before. Eat breakfast early. 

Read faster:

1. Use a hand motion – underlining, S, question mark, X, loop, L (across and looped like loop or X but underlining), horseshoe (U from top of right page), U (U from top of left page), brush (like brushing off dirt with back of hand), half moon (like crescents across the page back and forth), crawl (fingers crawl down page), horn (use index and pinky with fist), or just move hand down side of margin

2. Push-down drill (for speed and comprehension) – read a minute with underlining (count # of words and paperclip where you stopped), read same material with underlining in 50 seconds, then with S in forty seconds, then S in 30s, then question mark in 20 seconds, question mark in 10s. Then, use any hand motion and read from the paper clip and see how far you can get in new material in one minute (count # of words). For a variation, do 10, 15 or 20 min for each step.

3. Push-up drill (for speed) – use underlining and read a min. (count words and paper clip), use underlining again and read a minute faster to get well past clip, then use S from beginning and read even more (and clip). Count pages from beginning, and paper clip same # of pages from first paper clip. Use S to go to  second paper clip in one minute. Count off a segment beyond second paper clip of same distance as between first 2 paper clips. Use S and read 1 min from beginning to 3rd paper clip. Then use a motion of your choice and read in text beyond third clip fast but with details and count words. For variation, do for 10 min instead of one.

4. Power drill (for comprehension) – Use question mark and move quickly for a minute to preview (4 sec. per page). Close book and create recall pattern for 1 min. Use S and read quickly as possible for a min from beginning. Don’t worry about getting everything. You won’t get as far as with the preview. Clobe book and 1 min. recall the reading and add to pattern. Use S, reread for 1 ½ min fro beginning, at a slower pace to get more ideas but still fast. Close book and recall 1 min. to pattern. Use S and read 2 min. at normal speed. Put book aside and recall. Compute word per min rate of 2 min reading (full comprehension rate). For variation, increase to 10 times preview and reading time, recall times same or max 2 min.

Taking notes on reading and in class:

1. Make recall patterns – use main ideas and groups, with lines and/or drawings

2. slash, linear (for well-organized reading), radial (reading with 1 or 2 main focuses), pictoral (for main topic, don’t make it too complicated), random (jot down ideas at random and group them in a way that makes sense)

3. use slash, most commonly, with 1 per hour of class, then switch as needed

4. if you already get notes in class, can just use outline format

5. use colors, multiple drafts if needed, and move the paper around as you write as you need to

6. read and listen to understand, not to record notes – get main ideas and facts, then jot down a summary in your own words (but don’t get every detail)

7. understand what the writer/lecturer is saying and note the reasoning involved

8. note examples used

9. add in your own opinions, too, as you get them

10. indicate connections between ideas and concepts on the pattern

11. if you have questions, add a question mark at the appropriate word and ask right after class

12. be alert to ways of reworking the speaker’s organization into a more logical format

13. use a legal pad if needed to have more room, or just paper with folders

14. go over the recall pattern just after class. think it through and talk it back to be sure you understand. fill in points you missed and reorganize or condense on another sheet of paper.

15. schedule a reading and study session as soon as possible

16. review recall patterns throughout the term

Reading:

Read with underlining, without words in your head

Read vertically, in blocks, keep book away

Read at your fast speed = 

Ask questions before during and after

Take notes

Four steps of reading (2,3, and 4 get equal time for an exam, for a paper 3 gets twice as much time as other two, for pleasure read mostly):

1. Overview – flip thru book at 1sec per page (5-10 min) to determine 

how hard, difficult terminology, glossary, length of chapters, intro or summary, questions in text, pictures, subheadings

what needs to be learned

what are you likely to be tested on

how much of the book do you need to know

2. Preview – four seconds per page, draft an outline

divide the chapter into logical segments using headings and bold

for nonfiction go one chapter at a time (preview, read, then preview next chapter)

for fiction, do the whole to identify characters, setting, direction of plot)

concentrate on intro and summaries and questions

3. Read – see every word on every page and record all important info

preview 1st main subsection, then read at fastest comfortable speed

don’t skip anything

make marks (lines, checks, question marks, etc.) in books margins with pencil but don’t underline

after reading a section, reread quickly, concentrating on marked sections

fill in extra details in recall pattern notes

4. Postview – go over

for nonfiction, immediately after a chapter

for fiction, as a whole

go over whole assignment and think through relationship of parts to the whole

make final changes on recall pattern

5. Review – once a week

weekly, review recall patterns and refresh material and relationship to others in course

Preparing for the final exam:

1. Avoid cramming at all costs – up to the day before

recall what’s been discussed most in class from recall patterns, know it cold

take each text or reading and know most important points (dates, principles, terminology)

either on paper or out loud, define all new words, ideas etc. emphasized by teacher or authors

jot down potential questions and answer aloud. draw a brief recall pattern of key points remembered

as you review, explain in your own words, but use landmark or key words, even a rare direct quotation

review conclusions the teacher and author made

concentrate mainly on reviewing recall patterns on the last day

refer back to texts only for stuff you left off patterns, and add

2. Relax just before the exam. (the day before)

continue normally - get good sleep, eat 3 meals

don’t give up

avoid answering other students’ questions the day before

admit you may not know all the answers

3. Operate at the test as you studied (the day of)

Get up early and get there 10-15 min. before

Use your same pencil or pen

if you’re used to a drink, get one just before or take one to class

4. Taking the test 

overview the entire test (jot in easy answers)

read all directions CLOSELY

allocate and organize your time

for true/false: be careful about where you put answers, if you’re penalized for wrong answers don’t guess, true only if absolutely true, be wary of “always” “never” or “no one” which are usually false

for multiple choice: read directions properly (antonym or synonym), use words like always and never and make a question

for matching: see if all match and if you use any over (if not, can eliminate), select first item on left and find partner on right, check off to not give same answer twice, and keep moving

for short answer: formulate a question, understand instructions, read for plurals broken lines etc., put answers in the right place

for essay: identify key words (explain, describe, discuss, define, compare – which includes contrast, enumerate, prove – give evidence, outline, evaluate – both sides and final conclusion, summarize), preview each question and make a recall pattern(1/4 to 1/6 total time for test), if you can choose then choose the ones to do, set a time schedule for the rest of the test with 5 min per question to postview, write using the recall pattern as a guide, postview and edit essays

For all papers (method #1), with standard 5000 word size:

1. Establish a point of view (max. 2 hours)

find out the rules and format

identify a general topic

define a specific theme

anticipate the general research locations to get the facts

seek to develop your own opinions

2. Identify specific research materials (max. 2 days or 5-10 hours)

go to all the relevant locations with 3 by 5 cards, pads, 2 or 3 pens or pencils

develop a list of possible resources

overview all relevant books, articles and other materials

record on index cards all the info for referencing if you will use the book (know the format for biblios and footnotes already)

draw recall patterns (for some with little info, put on index cards, but for others, use a large pad), putting documentation info on it

selectively preview important material, adding info to recall pattern

if you can’t take it out, you may have to do all your research there now

identify in pattern and cards the sections to read in more detail later

limit the time for this! 

3. Compile all your info (3-4 days or 15-20 hours)

group index cards according to location and priority

overview the most important book again and add stuff to the pattern for it

preview each chapter you overviewed and add info, then read the previewed section and add more info

keep in mind direct quotes (with page # for footnotes) and dense material to photocopy (and add or attach these two to your pattern or card)

repeat with the other books

4. Reorganize info into one master recall pattern (1-3 hours)

gather all recall patterns and index cards and use them to make a master recall pattern 

make it a general outline without details but rather main points and subheadings

refer in this one to the smaller, more detailed patterns

may want to draw this on a bigger sheet

5. Write the first draft (8-10 hours)

Assemble all the materials (recall patterns, cards, photocopied pages, other sources, pens, pencils, paper, computer)

Follow the sequence on the master recall pattern, referring back to other recall patterns and cards, etc. for facts and quotations

Double space and leave ample margins

Write in an unadorned manner, with active voice (use Strunk and White’s The Elements of Style)

use plenty of paragraphs (3-4 per typed, double-spaced page)

use transitions

use sections, subsections, underlining, headings, etc. (don’t overdo)

create format: intro, body, conclusion, documentation

edit and proofread for grammar, spelling, syntax

then check argument is correct and presentation is smooth

postview the draft (have you proved the thesis? are sufficient facts lacking? is organizations natural or strained?)

if needed, do a second or third draft

6. Write the final draft (5-6 hours)

arrange the paper: title page, table of contents (if used), preface or intro (if used), main text with intro body and conclusion, fottnotes (if at end), bibliography

retype in the above order, number pages, proofread

turn it in

(total 36-46 hours)

For all papers (method #2, scroll method) for standard 5000 word paper:

1. Walk into library with several legal sized notepads and a shopping bag

2. Find information, write down reference info, write notes and recall pattern on the sheet, tear off and throw into shopping bag

3. If any points come up of opinion or insight, write it down, jot down “Me” on it, and throw it into the bag

4. When all material is gotten, dump research materials on the floor in the room and sort notes and papers into clusters

5. Make a brief master recall pattern of main topics and order

6. Line up clusters in order, and staple papers to one another in sequence, with top of each sheet attached to the bottom of the previous)

7. Place several blank sheets at beginning and end and blank sheets between each of the main topics for rough intro and conclusion and transitions or paragraphs

8. Roll up the long sheets into a scroll, for a kind of first draft

9. Postview or go through scroll to see if all is in order, jot in intro, transitions, conclusion

10. If out of order, just clip and restaple or retape

11. Type out the first draft, beginning at the top of the scroll (ten hours for a forty page paper including endnotes and references)

12. Then continue to edit and proofread until you get the final draft

For short papers (2-10 double spaced pages, start a week before):

Day 1, think through material and choose a topic. Gather books, recall related notes and materials. Draft an outline (recall pattern)

Day 2, Read through outline and add or change as required. Write a complete first draft. 

Day 3, Read over draft, check for grammar and clarity and organization. Read it out loud. Type a second draft. Ask friends, etc. and incorporate suggestions.

Day 4, Read most recent draft and make changes. Sleep on it. Type the final draft.

Day 5, Turn the paper in.

