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| ntroduction
Pre-Requisites of Speed Reading

AlvinTofler, author of Third Wave, contendsthat wearenow intheinformation age. Itissaid

that power bel ongsto thosewho havethe knowledgeandinformation. Thiswewouldliketo dispute.

Being in theinformation age, so many dataand inputs are available. Tons and tons of materials
arereadily availablewithjust oneclick of themouse. Numerousdataarereadily availabletoall people.
Y et, how comenot all of these peoplewho haveaccessto mountainsof material sareconsidered

powerful ?

It is our contentionthat thosewho areableto wadethrough tonsof information, comprehend,
and makeuseof that knowledgefor meaningful purposesIN A SHORTER PERIOD OF TIME arethe

oneswho hold the key to power. Speedisthe key.

Thisreality reinforced the need to update our skillsin speed reading. The need to accel erate our
readingandlearning abilitiestotheextremeresultedtothisbook. Thisbook offerstechniquesthat you
can make useto hasten the skill in reading and comprehension. It presents scientific explanation on the
causesof slow reading. It explainshow thepracticeof hearing your “inner voice” actually sayingthe

wordsyou arereading can drastically slow you down.

Speed reading basi cally coverstwo areas: reading and comprehension. These go hand in hand.
Itisuselesstostudy speedreadingif you havetroubleinabsorbinginformation. Y oushouldalready be
anablereader beforeyoutry to speed read. Speed reading will not helpyouif you have problemsin
understanding the meaning of thewords. To be ableto enjoy thefull benefits of speed reading, you

must havethe necessary facilitiesin understanding college-level materials.



Beforestarting on speed reading exercises, you must have the condition of your eyeschecked.
Y ou might want to adjust your reading glasses. Speed readingwill “ exercise” your eyes, and would not
unduly strainthem and hamper your improvement. Consult theeyedoctor for possibleadviceonhow
to take care of your eyes. They will provide advice on the best position while reading, proper position

of thelamp or light source, what to do when you experience eyestrain, etc.

Apart fromthese, the speed of |earning speed reading (excusethepun!) isheavily dependent on

four other factors. Ask yourself theseimportant questions:

Why doyouwanttoimproveyour reading? The purposedeterminesthemotivating factorsthat

will inspire you to go through and compl ete the whol e program.

e How much do youwant toimprove? Do you want to increaseit from 300 words per minute to
800wpmthento 1,000 wpm?Y ou haveto set atarget to be ableto determinethe extent of your

growth.

¢ How muchtimedoyou havefor the exercises? Practice makeperfect. Itisnot enoughforyou

to know the skills, but you should devote timeto practice and upgrade your skillsfaster.

e How openareyouto new techniques? Thisreport requiresyouto havean openmindto beable
to seeand recogni zetheusef ulnessof new and scientifictechniquesin speedreading. This

report incorporates new practices such asreading areport from the computer.

Itissaid that speed readersare consideredimpatient readers. So, what areyouwaitingfor?L et

thelessonsbegin ...



Chapter 1
Before Speed Reading

How many times have you promised yourself to read more but just never found enough time?

If only you could doit quickly and more efficiently.

Effectiveand efficient readers|earn to use many styles of reading for different purposes, which
include skimming, scanning, and critical reading. Beforereading, you need to identify the purpose why
you' || bedoing suchactivity: Areyoulookingfor backgroundinformationonatopicyouknow alittle
bit about already? Areyoulooking for specific detailsand factsthat you can marshal insupport of an

argument? Areyou trying to see how an author approacheshistopic rhetorically?

Itiscrucia toknow your purposeinreading asit hel psfocusyour attention onimportant

aspectsof thetext. Beforeturning those pages, takeamoment first to reflect and clarify what your goal

realy is.

Therearemany waystofamiliarizeyour self with thebackground of thetext, and gain auseful
overview of itscontent and structurebeforeactual ly absorbing and digesting thetext. Seek information
about the context of the reading, itspurpose, and itsgeneral content. L ook for an abstract or anauthor’s
or editor’ snotethat may precedethearticleitself. Read any backgroundinformationthatisavailableto

you about the author, the occasion of thewriting, itsintended audience, and more useful information.

After viewingthetitleand noting general ideasthat are accessibleto you asareader, you can
continueto browse pagesand scan paragraphsin order to get thegi st of what material thetext covers
and how that material isarranged. Assoon asyou finished looking over thetext asawhole, read the
introductory paragraph or section, noticingthat someauthorswill providean overview of their message

aswell asan explicit statement of their thesisor main point in the opening portion of the text.



Consideringthebackgroundinformation, themessagesconveyed by thetitle, noteor abstract,
andtheinformationfromtheopening paragraph or section, you shoul d beableto proceed with agood

hunch of thereading material’ s direction.
Inorder to become aware of your reading situation, ask yourself questionslike:
o What do | want (or need) to know and learn?
« Inwhich context do | want (or need) this?
o Whichtextscould suit these needs?
« What made me choose thistext?
o How deeply an understanding of thetext do | need?
« How muchtimehavel got?

« How do | want to proceed?

Consider Your Purpose

Tohelpyoudetermineapurpose, consider thefollowingideas:

« Areyoulookingfor brief information, mainideas, completecomprehension, or detailed

analysis?

o How will thistext help you?

o Isthisthe best material to meet your goals?



« What doesbackground or summary information provided by theauthor or editor predict the text

will do?
« Doesthereseemtobeaclear introduction and conclusion that can be useful ?Where?
« What claimsdoestheauthor makeat the beginningsand endingsof sections?
o Aretherekey wordsthat are repeated or put in bold or italicsto help you skim and scan?

« Whatkindsof development and detail do you notice?Doesthetext includestatistics, tables, and

picturesorisit primarily prose? Arenamesof authorsor charactersrepeated frequently?

L ook for Specific Words

« Scanasection for key words.

« Skimtothewordsthat provide meaning and may beuseful for you and your purpose.

Become an I mpatient Reader

Speed readersare considered impatient readers. They read with apurposeand want tofind
answersimmediately. They can’t wait to find out what thewholetext isall about that they usually

make predictions and guessthe answers.

Somereaderssay, "If | think ahead whilel am reading, my predictionsmay bewrong."

Thetruthis, predicting is useful because all your concentration isfocused on the reading and
you areactually making sensesof it. Speed readerspredict what thetextislikely totell them next, but

they arenot upset if apredictioniswrong; they quickly adjust their expectations.
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Different Speedsfor Different Materials

Y oudo not need to read every word to understand atext; however sometextswill require
careful reading, so you need to know whento adjust your reading speed. Skim atext, and thendecideif
aslower reading approach is necessary.

PracticeActivity

Inorder to avoid reading every word, you must increasetherateyour eyesmoveacrossthe
page. Asapracticeactivity, choosean easy material for toread. Sweepyour eyesfaster acrossthepage
than you'’ ve ever donebefore. Do not mouth thewords; do not even mentally say them. Start with short
practiceperiods, e.g. 3minutes, record your rate (how many wordshaveyoureadin 3 minutes?), and
then continuewithlonger periodsor with textsthat aremore complicated.

The First Steps in Speed Reading

Inreading, your starting position and reading gestureisrelevant: sit up straight, with thebook

being held by your left hand, and with your right hand doing the pacing.

Being already agood reader isaplusfactor inattempting to speed read. Otherwise, it may be
quitedifficult and may take sometime. Speed reading programwill not work if you have problems
comprehending and your vocabulary istoo little. Infact, rushing through thingsyou can't understand is
actually useless. Y es, youmay beableto read fast, but you just won’ t understand what you will be

reading.

Speed Reading Tips
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Read until theend! Do not get tired, discouraged, or bored; don’ t just stop reading when you
want to. Don’t you know that ideasdo becomeclearer thefurther you go with thereading material s?
After youfinishreading, recall thethingsthat you havelearned, returntotheideasthat seemunclear,

and reread them in order to grasp their ideas. When you begin to read, you should:

Beabletofind the answersto the questionsyou’ ve come up with

« Answer guidequestionsat each chapter (you may seethesequestionsat thebeginning or at the

end of the chapter)
« Takenote of the important words and phrases —underlined, italicized, and bold printed
« Readonly onesectionat atime, and recitethesummary of each section afterwards
« Donotignore captionsunder pictures, tables, graphs, etc.

o Carefully read and absorb difficult passages. On partswhich are not clear, don’t be afraid to

stop and reread

Knowing How Deeply to Study the Material

Where you only need the shallowest knowledge of the subject, you can skim the material.

Thisisdoneby reading only chapter headings, introductions and summaries.

If you need amoder atelevel of infor mation on asubject, then you can scan the text. Here you
read the chapter introductionsand summariesin detail, but may speed-read the contents of the chapters
—picking out and understanding key words and important concepts. At thislevel of looking at the

document, it isworth paying attention to diagramsand graphs.
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Only when you need detailed knowledge of a subject isit worth studying the text. Studying is
skimming the material first to get an overview, and afterwardsreading it in detail while seeing how the
information presented connectstotheoverall structureof thesubject. Aneffectivemethod of getting
the deepest level of understanding on atext isto useaformal method such as SQ3R (discussed in a

later chapter).

Doyouread every articleof every magazine, or every chapter of every book?If so, you're
probably spending alot of timereading stuff you don't need. Remember: Y ou don't need to read all of

what you DOread. Bechoosy. Select thechaptersand articlesthat areimportant. Ignoretherest.
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Chapter 2
How People Read

Our consciousbraintakesin 16 bitsof information per second, compared to our non-conscious
brainthat absorbs 11 million bitsper second. Canyouimaginethedifference?That isthereasonwhy
we hate to do stuffs consciously —becauseit doestake effort and discipline. Our non-conscious brain
structures processtons of information coming from our sense organs such as breathing, heartbeat, and

blood circul ation, not to mention instincts and emotions—all without our awareness.

Theeyes, our primary tool inreading, only takeininformation whenthey are stopped. If you
want, you can verify this by holding abook up infront of peopleand et themread acertain partinit.
Watchtheir eyesasthey read though don't tell themwhat you areobserving. What feel slikecontinuous
motion isactually move - stop = read, move - stop - read, and so on. Speed reader sminimizethe

number of stops by maximizing the number of wordstakenin at each stop.

Short Exercise

Here's an exercisethat will help you devel op effective eyemovements. Try looking at the

following sentencesin threeways:

First, focusyour attention: look only at thefirst"S" in success.
Second, adjust your focus/ attention: ook to be ableto see at the entireword, "success'.
Third, adjust your focus so you are seeing three or morewordsat the sametime.

Becauseyou can't say threewordsat the sametime, you can't subvocalizeif you arereading

threewords at atime. Thus, elimination of vocalization from thought isnecessary. Although many
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think that verbalizationisessential tolinkingwordswith concepts, common experienceshowsthat this
isnot so. For example, if someoneasksamechanic how acar works, he surely knowswhat to answer
but will have aproblemin how to respond. The subject of histhought istoo complex and multi-
dimensional to beexpressedinlinear forms. Hemay beableto visualize and mani pul ate concepts - -

and find answers -- to mechanical problemsin hismind without ever putting those thoughts into words.

Thesameispossiblewith abstract ideas (which areal so often highly complex and multi-
dimensional), thoughit takespracticebecausetherearenodefinite"images’ tofall back on. Insome
cases, especially when the thought involved is quite complex, removing the verbal component not only
speedsup thethinking process, but can evenleadtointuitiveleapsthat verbal thinking might have

prevented.

Consider theway inwhich you are reading thistext. Most people think that they read the way

young children do — either |etter-by-letter, or at best word-by-word.

Thetruthis, we do not read | etter-by-letter or word-by-word. Instead, we are fixing our eyeson
block of words. Noticetheway your eye musclesactually movewhen reading aprinted text. Try to
moveyour eyesto thenext block of words, and go on. Effectively you arenot reading words, but
blocks of words at atime. The period of time during whichtheeyerestson onewordiscaled a

fixation.

Y oumay also noticethat you don't alwaysproceed from one block of wordsto thenext.
Sometimes, you may move back to apreceding block of wordsif you are unsure about something or if
youdon’tunderstandwhat it meant. Thesedisruptionstotheforwardflow of reading arecalled skip-

backs.

15



Only speed reader shave beentrained to create mini eye movements, whiletherest of usread
with micro eye-movements. The former produces speed reading because they engage the peripheral-
visionto chunk words simultaneously, not just one-word at atime; while the latter is automatic, and
keep adjusting our eyesto place thewordswe read on our foveal centralis, the sharpest focusing area of

our retina.

Pay Attention

Most peopleread inthe sameway that they watch television —in aninattentive, passive way.
What they should know isthat reading takesal ot of effort and you must exert theeffort. A wiseteacher

oncetold methat you can learn anything if you do threethings. That is,

PAY ATTENTION, PAY ATTENTION,andPAY ATTENTION.

Reducing Fixation Time for Speed Reading

Theminimum length of timeneeded for afixation should only beaquarter of asecond. By
pushing yourself to minimizethetimeyou takeuntil you reach suchrate, youwill get better at picking

upinformationfromvery brief andfew fixations. Thisisamatter of practiceand confidence.

Relationship between Rate of Reading and Comprehension

Research showsthat thereisabig rel ationship between rateand comprehension. Somepeople
read rapidly and comprehendwell; othersread slowly and comprehend badly. Thus, thereissome

reasonto believethat thefactorsproducing slow reading arealsoinvolvedin lowered comprehension.
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Good comprehension dependsonwhether you can extract and retaintheimportant i deasthat
you’ veread, not on how fast you read them. If you can do thisfast, then your reading speed can be
increased. If you pair fast-reading with worrying about comprehension, your reading speed will drop
becausethemindisoccupiedwithyour fears; hence, youwill not bepaying attentiontotheideasthat

you are reading.

However, if you concentrate on the purpose of reading (locating main ideas and finding answers
toyour questions), your speed and comprehensionshouldincrease. Y our concernshouldbenot with
how fast you can get through achapter alone, but with how quickly you can comprehend thefactsand

Ideas that you need.

Comprehension during speed reading iseasier than during standard reading. Thisisbecausethe
mindisbusy lookingfor meaning, not rereading wordsand sentences. Theaveragereader spendsabout
1/6'" of thetimerereading wordsthan actually reading them. Rereading interrupts the flow of

comprehensionand slowsdowntheprocess, that’ swhy thehabit of rereading shoul d beeliminated.

How to comprehend easily? Scanthechapter first. | dentify the sectionstowhichtheauthor
devotesthe most amount of space. If there arelotsof diagramsfor aparticular topic, then that must also
beanimportant concept. If you'rereally under time pressure, you can skip the sectionstowhich the

least amount of spaceis devoted.

Take note on headings and read thefirst sentence of every paragraph more carefully than the
rest of theparagraph. Themainideaisusually situated there. Read theimportant partsand themain
ideas. Focuson nounsand main propositionsin each sentence. L ook for the noun-verb combinations,
and focus the mind on these. Then, close the book and ask yourself what you now know about the

subject that you didn't know before you started.
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Reducing Skip Backs

Important: Don't reread the same phrases from the text!

Poor readersread and reread the same phrase over and over again. This habit of making
"regressions’ doubl es, or worsetriples, reading timeand often doesnot evenresultin better
comprehension. A singlecareful, attentive speed reading may not bealwaysenoughfor completely
comprehending the matter you are reading, but isoften more effective than constant regressionsin the
middlerateof areading. It isbest to work on paying closer attention and doing apreview first before

the careful reading.

To help reduce the number of timesthat the eyes go back to apreviousword or sentence, run a
pointer along thelineasyou read. Thiscould beafinger, apen, or any pointed material. Y our eyeswill
follow thetip of your pointer, smoothing theflow of speed reading. Thespeed at whichyouread using
this method will largely depend on the speed at which you movethe pointer; soif youwant to speed up

your reading, you al so haveto increase your pointing rate.

Five Types of Reading

Anefficient reader adjusts his speed and strategy to suit the need of themoment. The 5 types of

reading are classified into:

1. Skimming

Skimming refersto reading quickly to gain ageneral impression asto whether thetextisof use
toyou. Y ouarenot necessarily searchingfor aspecificitembecauseit only providesan“overview” of

the text.
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Skimmingissomewhat likereading themorning newspaper. Y oudon’t actually start at thetop
left corner andread every articleonevery page. Y ouread theheadlines, reject many of thearticlesthat
you don’t find relevant, and read only those that interests you, sometimesin ahit and missfashion—

reading theheadline, thefirst paragraph, skipping downto check out the namesof the people.

Why Should | Skim?

Contentsof most reading materialsarenot all important and rel evant. Some of them are simple
supporting detail sinwhich absenceof them still makesthetext compl ete. Inother words, they areonly
trash. Y ouwouldn’ t wasteyour timereadingthetrash at all, would you? Theimportantitemsmay be
skimmed and earmarked for later reading. Thecritical onesmay be skimmed to confirm that they are
really critical. What isleftinthe“realy critical” stack will demandintensity. Even then, you may want

to skim each one before you read in detail.

Skimming on aregular basis develops your ability to learn thisstrategy. It alsoimproves other
reading ratessuch asfor studyingandfor averagereading. It buildsyour knowledgeandvocabulary

base so you havethe background torapidly absorb theseideasasthey appear in other context.

How to Skim

1. Readthetitle. Thisfocusesyour attention on thetopic.

2. Readtheintroduction. Thismay bethefirst paragraphor two. It usually describes, ingeneral,

what the entire sel ection will be about.

3. Readthefirst sentencein each paragraph. Often, asmany as 80% of the paragraphs start with a

summary or topic sentence. Therest of the sentencesin the paragraph simply elaborate. Y ou
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may skiptheelaboration unlessitisobviously necessary, such asthedefinition of avery

important term. When you skim, you really are only looking for general ideas.

4. Readtheconclusion. Thismay bethelast paragraphor two. It usually summarizesthearticle,

specifiesan opinion, or makessomerecommendationsbased onthegeneral content.

5. Test your comprehension. Look away fromthearticleandtell yourself in asentenceor two

what the entire article was about.

2. Scanning

Whenyou' relooking, say for instanceacar service phonenumber inthetel ephonedirectory,
you don't read every listing, do you? Instead, you skip over alot of unrelated information and scan for
avisual image of the name of the company ontherelevant page. Itislikelooking for afriend at the
basketball game. Y ou do not ook at each individual face across every row of seats. Because you have
avisual imageof your friend’ sface, you scan theaudienceuntil you seehim. Scanning printedwordsis

similar to this.

Why Should | Scan?

Y ou scanto locate asinglefact or aspecific bit of information without reading everything in the
wholetext material, or eveninjust achapter. Perhapsyou havealist of termsthat you know aregoing
tobeonthenext biology test. Y ou have already encountered them during thelecturein classsowhile
reviewing, you just look up each word in theindex, go to the given page number, and scan for just that
word. Whenyou find them, you read the sentencein which they appear. If itisnot yet clear toyou,

then you may want to read the entire paragraph.

How to Scan
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1. Fipthrough the pagesto see how theinformationisorganized. It may be a phabetical,
chronological, topical categoriesfrommostimportant toleastimportant, or thestandard essay

format of introduction, body, and conclusion.

2. Turntothe section most likely to contain the specified details.

3. Keepavisual image of the key word in mind.

4. Runyour eyesover thematerial inasearchfor that keyword visual image. Don't betempted to

stop and browse. Y ou can do that some other time.

3. Light Reading

Readingfor leisuretendsto be'light'. Thus, themain purposeof thereader in performing this
typeof readingiswhen hehasampletimein such activity. Light readingisdoneaccordingtothe

following:

» Readat apacethat feelscomfortable.

« Read while understanding.

« Skimtheboring, irrelevant passages.

An average light reading speed is 100- 200 words per minute. Thisform of reading does not

generally requiredetailed concentration.

4. Word by Word Reading

Thistype of reading istime consuming and demandsahigh level of concentration. Itisdone by

readingaword after every word. Somematerial sarenot readily understood, sothey requireslow and
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careful analytical reading. Peopleusethistypeof reading for unfamiliar wordsand concepts, scientific
formulas, technical materials, andthelike. It cantakeupto an hour just toread afew paragraphsor

chapter of the text.

5. Reading to Study

The main method used in reading to study iscalled SQ3R. Itsaimisto understand the material in some
depth. Themethodinvolvesfivesimplesteps, namely Survey, Question, Read, Recall and Review, in

which the name came from.

Survey: skim thoroughly to gain an overview and note key points.

o Question: devise questionsyou hopethetext will answer.

o Read: slowly and carefully.

« Recal: frommemory, write down the main points made by the chapter.

« Review:revisitand answer thequestionsyoufirst raised. Comparethesetoyour recall and

establish how well the text hasanswered them. Fill inany gaps by further reading
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Chapter 3
Radically Increasing Your Reading Speed

Speed reading helps you to read and understand texts more quickly. It is an essentia skill in any

environment whereyou haveto learn bulky pieces of information fast.

The most important thing you need to know about speed reading is to identify what information
you need from a document before you start reading. For example, if you only want an outline of the
different computer programming languages, then you can skim the document very quickly and extract
only the essential facts. On the other hand, if you need to understand the real detail of the document —
how program X differs from program Y and Z — then you need to read it slowly enough to fully

understand it.

You will get the greatest time saving from speed reading by learning to adjust your reading type

depending on your purpose and need.

Technical |1ssues

Even when you know how to ignore irrelevant details, you can make other technical

improvementsto your reading stylethat can increase your reading speed.

As what we have mentioned earlier, most people tend to read the way young children do —
either letter-by-letter or word-by-word. But the truth is, reading is about fixing the eyes on one block of
words, then moving them again to the next block, and so on. Thus, you are reading blocks of words at a

time, and not individua words one-by-one.
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Skilled readers are able to read the most number of words in each block. They will dwell on
each block for an instant, and will immediately move on. This technique reduces the amount of work
that the reader's eyes have to do. It aso increases the volume of information that can be read in a

certain period.

Poor readers, on the other hand, spend a lot of time reading small blocks of words. They will
skip back often, resulting to decrease in reading speed. This irregular eye movement will make reading
tiring. That is why poor readers tend to dislike reading, and may find it harder to concentrate and

understand any reading material.

Speed reading aimsto improvereading skillsby:

« Increasing the number of words in each block:

Consciousness is necessary in trying to expand the number of words that you read at a time.
Practice will help you read faster. You may also find that you can increase the number of words
read by holding the text a little further from your eyes. The more words you can read in each

block, the faster you will read!

« Reducing fixation time:

The minimum length of time needed to read each block is probably % of a second. By pushing

yourself toreducethetimeyoutake, youwill get better at pi cking upinformation quickly.

« Reducing skip backs:

To reduce the number of times your eyes goes back to a previous text, run a pointer along the
line as you read. Y our eyes should follow the tip of your pointer to smoothen the flow of your

reading.
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Self-Pacing Techniques in Speed Reading

Speed readingisnot abigincomprehensi blesubject. Professional speed reading classesmainly
teachahandful of quick methodsthat hel p peoplefocustheir attention better. Theeyesaredrawnto

movement. Speed reading methods put that motion onthematerial being read.

Y our starting positionisessential. Y ou should sit up straight, grip the book down with your left

hand, and use your right hand to do the pacing.

Y ou should already be an ablereader beforeyoutry to speed read. Speed readingwill not help
youif you have problemsin understanding the meaning of thewords. Infact, it may befruitlessfor you

totry torushthroughthingsthat you can't comprehend. Y ou should havethebasicsdownalready first.

Beforeyou start speed reading, you should do asurvey of thedatafirst and foremostto get a
general ideaof what you will be undertaking and of the type of writing. The self-pacing methods
below used in speed reading can helpinincreasing focusand understanding. They canasohelpin

breaking the habit of reading and reading again.
The Hand Technique

Thefirst techniqueisto simply place your right hand on the page and slowly moveit straight
downthepage, drawing your eyesdown asyou read. Keep anequal, gradual motion, asif your right
hand hasitsown freewill. Y our eyesmay not be exactly whereyour hand s, but thissimple movement
will alowyoutogofaster. Don't start, read alittle, stop, read alittle, start, read alittle. Keepthe
movement slow and easy. Only do it once per page. If you are"left-handed," use your |eft hand asthe

dominant pacing hand.
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The Finger Technique

Lift your fingersand maketwo even bounceson each line. Each timeyou bounce, you are
ought to be making afixation of about sets of 3-4 words. Thisshould be donewith abalancearm

muscleand not just wiggling thewrist.
The Card Technique

The next method isto utilize acard or afolded-up piece of paper on top of theline of print to
block thewordsafter you read them. Moveit down thepageslowly and evenly, andtry toread thelines
before you cover thewords up. This helpsbreak the habit of reading aline of text over and over again.

It hel psyou pay moreattention thefirst time. Be sureto push thecard down quicker than you think you

can go. Slide the card down once per page.
The Sweep Technique

Another tactic isto use your hand to help draw your eyesacrossthe page. Slightly cup your
right hand. Keep your fingerstogether. With avery loose and fluid motion, sweep your fingersfrom
left to right, underlining thelinewith thetip of your tallest finger fromabout aninchinand an inch out
oneachline. Useyour wholearm to move, balancing on your arm muscle. Imaginethat you aredusting

off dirt from the page.

Speed Reading Tips

« Onceyou start reading, don't stop! Read thetext straight through. If you haveany question after

you have compl eted reading thematerial, go back and reread therel evant sections.
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Reread the marked sections of thetext (theitemsyouindicated that you didn’t quite

understand).

Writeasmall summary at the beginning of the chapter — consisting about 3-4 sentences. If you
ever need toreturntothetext, theinformationismuch moreeasily found with summary

markings.

Read once. Y ou can't read everything all at once (and wouldn't want to). If it'simportant, read it

now. If it'snot, let it wait.

Read thetitleand thefirst paragraph more carefully than the other partsof the section.

If thereisasummary at the end of achapter, read it.

Get agrasp of how the material isorganized.

If you need more background, seek another source.

A paper and apen at hand whilereading are hel pful. M ake sureto have both besideyou before

beginning to read.

Usethe cursor on computer as a pointer when you read text on the screen. The cursor will then

act asafinger, and your eyeswill most likely follow for moving object.

Useaguide (pencil, finger, ruler, etc.) to stop regression.

Trainyourself to bypassyour automatic responseto mentally speak each word. Instead, read

wordsand phrasesat atime, using only the peripheral vision.
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When you arereading, it is often useful to highlight, underline, and annotate the text asyou go
on. Thisemphasizesinformation in the mind, and helpsyou to recall important details after

reading the material.

Underlinerelevant informationin asection asif you were preparing brief notesfromwhichyou

could study.

Underlineall definitions of terminology.

Mark or label examplesthat represent main idess.

Circleand box special vocabulary wordsandtransitional wordsand phrases.

Number important or sequential idess.

Jot down paraphrases, questions, and summariesin avail able spaceswithinthetext.

What Causes Slow Reading?

Reading word per word

Longer timein reading chunks of words

Eyesgoing back to aword or sentence previously read

Unableto recognizeand respondimmediately tothe material

Slow vocalization and comprehension

Incorrect eye movements and regression
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Slow reading habits dueto past reading experiences

[ nattentiveness and absent-mindedness during reading

Lack of practice and interest in reading

Spendingalot of timeonindividua wordsto beableto sustain comprehension

Poor recognition of important and unimportant things

Remembering everything rather than selectively

Noticethat theseconditionsal so act to reducecomprehension. Thus, increasing your reading

rateby eliminatingall thesemay al soresult toincreased comprehension.

Tipsfor Increasing Reading Rate

Improveyour vocabulary. Exposeyoursel f with new wordssowhenyou encounter them, you

won't spend moretimefiguring out what they mean.

Know your reading purpose. For mainideasonly, skimming thematerial isalready enough.

Read faster by reading with the mind instead of with thelips.

Read more! Take 15 minutesof your timeaday reading an averagesizenovel, magazines, or

other books.

Everyday, increase your reading rate by reading faster (about 2 to 3 timesfaster) than your

normal speed.
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« Ifreadingconcentrationispoor, practicereadingfor 5to 10 minutesonly at atime. Gradually

increase thisrate over time.
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Chapter 4
Suggestions for Improving Speed and Effectiveness

Slow, word-by-word, critical readingisanessential part of somereadingtasks. However, when
timeand purposeisbeing considered, youmust learnto adj ust your reading speed and eff ectiveness.
Thus, speed reading isnot applicableto all typesof reading situations. L earning the skill will, however,

enableyouto add an additional dimensiontothe scope of your current reading skills.

Major Causes of Slow Reading Speed

Individual variables such asintelligence, motivation, and physiol ogical and psychological

traits cause slow reading speed. Alsoincluded are:

o Deficienciesin vocabulary and comprehension levelsrequired by the particular
reading material greatly affectsreading rate. Learning will not help astudent who has
difficulty understanding thereading material. In addition, learning will not helpa
student who ishindered by aninadequate vocabul ary to skip any faster through

unknown or vaguely defined words.

o Inflexibility —thetendency to read everything the sameway regardlessof what it s,

why it isbeing read, etc.

0 Passivity —thefailureto becomeinvolved withthematerial being read; thefailureto

Interact with theauthor and to antici pate hisfollowing thoughts.

0 Unnecessary and habitual regression or re-reading dueto lack of concentration.
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o Habitually slow " reactiontime" to reading material —ageneral "rut" which makes

attemptsat faster reading extremely uncomfortableat first.

Whereto Begin ... with Your Next Reading Assignment

o Determineyour PURPOSE for reading: What type of information do you really need the
most? How long do you have to keep the information in mind? How useful this selection

will be? Why was thisreading assigned?

o BeFLEXIBLE. Difficulty of thematerial and your purpose are the two factorsthat
determine how to read asel ection. Readers, especially college students, must realizethat
there are anumber of reading speeds, not just one. These speeds must vary with the
nature of the reading task —whether they arefor leisure, asareview for tomorrow’s

exam, etc. —and thereader'sfamiliarity with the materials.

o PREVIEW theselection to be aware of itsdepth: Are you familiar with the field of
study being discussed in your reading material? How many essential wordsarein it?
Scantheintroductions, subheads, itali cized sentences, marginal notes, and conclusion
first. Then, try to grasp the general thought structurethe author wantsto convey by

integrating isolated clues.
o READ
1. Make use of the head start you got during your preview.

2. Read for ideasand concepts, not for isolated words only. Pace yourself fast

enough that you haveto read concepts, not words!
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. Concentrate —if you push your rate up to capacity, you won't have time to think

about other things. Set reasonable but stiff time goals and race the clock.

. Think, interpret, and analyze the FIRST timeyou read. Avoid unnecessary re-

reading.

. Note key wor ds(subjects, verbs, objects). TELEGRAPH the message to

yourself.

. Paceyour self asfast asyour purposewill permit. Pacingwill discouragethe

tendency toward habitual and unnecessary re-reading and helpsto keep your
attention focused on the page. Try using one or severa of the SEL F-PACING
METHODS discussed earlier. It might be uncomfortable and unnatural at first,

but becomes most effective after the"newness' wears off.

STRET CH when your momentum seemsto be slowing down. Stop, closeyour eyes,
and squeeze them together tightly for asecond, then openthem wide. Play around for a
few minutesby pacing yourself through "simulated" reading of abook held upside
down, page by page, at extremely rapid speeds JUST TO GET THE FEEL OF rapid,
rhythmic movement down the page again. With new momentum established, turnthe

book right side up again and continuereading at your fastest possible speed.

TEST yourself. Stop at theend of each "section” of material and recall periodically what
you havejust read. For materialsinwhich you must remember for acertain period of
time, practicereading quickly and efficiently with theintent to recall theimportant
information at the end of each chapter, section, or paragraph — depending upon the

difficulty of thematerial. Make notes or underlineif appropriate.
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Effective Reading M ethods
Reading Daily News Method

Newsisredundant —previewed yesterday, detailed today, and still will be summed up
tomorrow. Thus, readerstend to not read newsarticlesasextensively asother technical materials.
Usingthisstyleof reading, called the Reading NewsMethod, to other material sisuseful. It disregards

redundant information to savetime.

Y ou use the Reading NewsM ethod whenyou’ rereading from areport, newspaper, magazine,

or newsdletter. Y ou skip what you already know and read only the new information you need.
Reading Newspapers Method

Inreading newspaper articles, look through theheadlinesand first paragraphs only. Reporters
present 80% of thekey information of the newsintheopening paragraph. Thesubsequent supporting

text should beread only as needed. Follow these strategies:
- Askyourself what other specific detailsyou want.

- Skimthearticlefor thedesired details. Don't read all the words unlessyou have enough

time.

- Whenfinished withan article, go onto the next. Thiswholeprocess should not take

more than 10-15 minutes.

Close Reading Method
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Closereading isthe essence of the academic learning. It aimsto acquire knowledge from
materialswithfull retention of details. It dividesintoanumber of separatesteps, eachvital, but endsas

awhole.

Beforereading adifficult pieceof writing, takeafew momentsto closeyour eyes, relax, and
take 2-3 deep breaths. Thisway, you can get all the comfort youwill needinreading. Believethat you
canreadwithfull concentration, recognizekey information, and achievehigh comprehensionquickly

to accomplish the needs. Believe you can, and you will.

Thismay ssimply soundlike"positivemental attitude.” But realization of everything beginswith

affirmation, doesn't it?

Exploratory Reading Method

Exploratory readingisthe halfway point between skimming and closereading. Itissimilar to
pleasurereading. Y ouwant to acquai nt yourself with the subject, but you do not need complete
understanding and retention. Perhapsyou arereading supplementary material that youwill not beheld
accountablefor, or perhapsyou only need to gain general knowledge from atext that will be available

if you need to look up specific references.

Reading to Learn Method

Intensivereading or reading tolearn isthe stylewe employ when wewant to gain adetailed
understanding of theinformation contained in any reading materias, particularly educational or

technical ones.

Followingaresomestrategieson reading different academic material sthat belongtothis

category:
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1. Reading Computer Books

« Spend sometimereading the chapter headings and sub-headings from the index page.

o Getfamiliar withtheframework of the book —how the book is organized and broken down into

its sub-components.

« Skimthebook: Read asentencehere, asentencethere. Look at adiagram here, adiagramthere.

« Look for new terminology, diagrams, and graphsthat you haven't come acrossbefore.

« After skimmingthebook, readtheentirebook through superficially. During thistime, only
concentrateon thesectionsof thebook that you already know or understand, and compl etely

skip over entriesin the book that you don't.

« Lastly, readthebook again andthistime, study thematerial. A lot of thecontent, thestructure,
and thefedl of thebook will befamiliar toyou. Y ou should be ableto tacklethe entire book

much easier.

2. Reading Textbooksand Resear ch Reports

« Determineapurpose. What isit that you want to get from the printed page? Termsand

definitions? Problem and solution? Research method?

« Preview theprinted pagesto seehow theideasare organized. Theseincludethetitle, the

introduction, and the headings. Also, read the conclusioniif thereisone.

« Readrapidly, only slowingdownwhenyou approach something relevant to the purposeyou set.
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« Markthelinesor wordsthat youwant to remember. When you reach the end of thelast page,
quickly look back at the marked text for arapid review. Thisshould answer the question or

purposethat you set before you started reading.

3. Reading a Novel

« Readany information onthebook cover or intheforeword that givesyouideasabout the

content of the story or about the author'sreasonsfor writing the book.

« Readthefirst chapter slowly and carefully. It should introducethe main charactersandthe
problemor conflict that they face. Thefirst chapter al so devel opssomecharacter traitsand

introducesother characterswho influence attemptsto resolveissues.

« Planhow much of thebook youwill read at onesitting. If you become seriously restlessafter
thirty minutes, planto read for thirty minutesat atime. A morematureplanistoread one

chapter at atime.

« Determinewhat time of day you will always read making it aregular habit.

« Ifreadinganovel isanassignment for abook report, writeasummary paragraph about the
eventsinevery chapter you havefinished reading. Add acomment about anything el seyou
think issignificant. After you finishthelast chapter, you should have asummary of theentire
book composed of those chapter summariesthat youwrote. Organizingitwill thengiveyoua

good and effective book report.

« Youcanalsouseapacer such asthefinger or apen point to increase reading speed and reduce
regressing back althoughitisnot necessary. Remember, you arereading fiction and do not need

thedetailed precision that you do whilereading academic subjects.
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4. Reading Math Books

« Firstandforemost, do homework exercises evenif most professors do not require you to submit
them. Homeworksarefor your benefit, not the professor's. Theexerciseswill trainyour mind

and sharpen your intuition.

« Mathbooksare meant to beread slowly. No onewho speed readsthem can expect to get any

benefit out of them at all.

« Mathbooksare meant to beread with paper and pencil in hand. Usethe paper and pencil to

work through any stepsthat the book skipsover.

o Goover eachdifficult paragraph several times. If you are still uncomfortable with it, read ahead

apage or so, then come back to the difficult passage.

Try toseemorethanjust procedures. L earnthe concepts, and the procedureswill seem obvious.

Activate Reading Method

During activation, you stimulate the brain, probing the mind with questions and expl oring parts
of thetext towhichyoufeel most attracted. Y ou then concentrate onthemost important partsof the
text by scanning quickly down the center of each page or column of type. Whenyoufedl itis
appropriate, you dipintothetext for morefocused reading to comprehend thedetails. Whenyou
activate, youinvol veyour wholebrain, connect thetext withyour consciousawareness, and achieve

your goalsfor reading.

38



Chapter 5
Human Mind and Vocalization

sub-vo-ca-li-za-tion

also Brit sub*vo* ca*li* sa*tion

n. the act or process of inaudibly articulating speech with speech organs.

sub*vo* ca* lizevb -ized also Brit -ised -iz*ing also Brit -is*ing

Thehuman brainisdivided into 2 primary parts, namely:

- Pronouncing of the words are produced in the Brok Zone, or slowly speed operation

Z0ne.

- Operationwithwordsanditsunderstanding arecreated in another zonecalled the

VernikeZone, or the speed operation zone.

Both zones of the brain are being used during reading activities (even whenyou don’t
pronouncethewords). Slow brainoperation + Speed brain operation=Slow operation. Thezones

responsiblefor pronunciation of thewordsreduce speed-read.

Vernikezoneisfound in thefirst temple convolutions of the brain. This part of the brain does
not work with acousticinformation. Itisconnected with crust of thebrain (visual analyzer) but do not

get visual information from the eyes.
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Itisresponsiblefor understanding another person'sspeech. In addition, it is used in forming and
shaping themainideaof speaking. Itisnot used for selectingwords, but only ideasof speech. When

thiszoneisdamaged, one cannot understand what other peoplesay.

On the other hand, the Brok zone islocated in the third coronal brain. The motor images of the
wordsarestoredinthispart of thebrain. Thiszoneisresponsiblefor making man understand what
another person speaksof, although heisunabl eto pronounceanything. EvenwhentheBrok zoneis

damaged, phonemic ear will not be broken and he can still clearly repeat thewords.

Subvocalization is a Necessity

Thereason subvocalization, or silent reading, isnot being advised by teachersisbecause
professional academicsbelieveitisunnecessary.

The threeareasof thebraininvolvedin such activity (excluding our eyes) arethe Auditory
Association Area(AAA) that handlescomplex processing of sound, Vernicke sArea(VA) that gives
uscomprehension of written and spoken language, and Brok’ sArea(BA) that creates speech
productionandarticulation. Insimpler terms, without subvocalization (or auditory reinforcement),
thereisnoreading nor understanding of thespokenword. Subvocalizationisanecessity, but not for

every word, just for the ones not within our vocabulary.

Subvocalization: Good or Bad?

Subvocalizationisthetendency to pronouncewordsasthey areread. Activating partsof the
brain related to pronouncing limitsthe reading speed to 250 wpm only. This common flaw iswhat

limits performance of averagereaders.
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Ontheother hand, subvocalizationisnot awayssuchabad thing. Althoughit helpsslow things
down, it hasanumber of benefitsrather than disadvantages. At the sametimethat verbalization reduces
your reading speed, subvocalizationmight hel pinretaininginformation, smply becauseit repeatsthe

ideas asthey areformed in your mind.

Slowing downto subvocalizemay either hel p you find meaning or may only provide
meaningless distracti on depending upon the source. Sometimes, it may bewiseto chooseto
comprehendwithout listening. However, therearetimeswhenwemay not comprehend without
listening.

Thetroublewiththisisthat you tendtoloseacertain amount of processing ontheinfo. If you

speak thisway, it may resultinthe phenomenon of " opening your mouthwithout thinking."

Eliminating Subvocalization to | ncrease Reading Speed

Although subvocalization may beadvantageousin certainways, it limitsyour readingtothe

speed of normal speech to about 200-300 wpm only —not to be considered a“ good” reading rate.

So how canweget rid of the*inner voice’ that reduces our reading speed? Hereareanumber

of ways to speed-read by eliminating subvocalization:
- Short cut the process.

Asdiscussed earlier, below-average readers are slowed down when they read word for
word. Fromthis, they either verbally or mentally hear themsel vesvoiceeachword before
finally comprehending the meaning of each word. However, thereisabetter way. The faster
way eliminatesthe practice of hearing your own voicereading each word - you glance at the

word and go directly to understanding its meaning.
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- Adjust the pacing.

Thisactually reinforcesinitial effortsto shortcut theprocessasstated above. Step up eye
movementsacrossthepageto prevent theinner voicefromactually verbally or mentally
saying thetext you are reading. Pick-up the pace of the finger, hand, pen, or card
movementsasyou go over thematerial. The objective hereisto distract you and skip the

subvocalization processin order to speed up thereading process.
- Alwayslook at thereading material initsentirety.

When reading, peoplehavethetendency tofocusontheword or blocksof wordsonly,
paying no attention to thewhol ethought and ideaexpressed in the sentence, paragraph, and
reading material asawhole. Shift thefocusontheentireideaexpressedinthebook, article,

or any reading material you are holding.

Constant practicewith these techniquesincreases the number of words read at each eye stop and

picks up your pacein reading.

Do You Vocalize Wordsin your Mind as You Read?

Whenyou’ rereading abook, canyou hear your voiceasif you' rethenarrator of thestory?1f
you don'’t, then good for you. Y ou don’t haveto undergo aprocess of eliminating thevoicewithinthe

inner you that silently pronouncesthewordsyou’ re reading.

But for thosewho habitually talk or pronouncewordsasthey read, how isit not to vocalize?
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Don't attempt to eliminate subvocalization just to enhance your reading skills. Because many
individual stalk faster thanthey canread, subvocalizationisstill necessary inimprovingreading
speeds. Thekey to using subvocalizationtoitsadvantageisto subvocalizeonly theessential words.
Isn’tit that when you arereading something that you’ vealready read before, or havebeenreading
many times, sothat you arealready familiar withwhat it’ ssaying, you canjust ook at thewordsand

immediately recognize what it sayswithout having to hear them?

Eliminate the Habit of Pronouncing Wordsas You Speed Read

Onekey toreading at amuch faster rateislearning not to mouth thewordswhiletryingto read.
It isimportant to devel op the habit of seeing the words, but not reading them to yourself. Theratein
whichyou speak isalot slower than therateinwhich you are capabl e of reading. Try to seethewords

instead of mouthing each individua word.

Instead of seeing abook during reading, your brain hearsavoice that pronounces the word
sounds printed on the page. Quitesimply, you don't seeabook - you hear it. Thisiswhat happensto
most of uswhenreading; butit shouldn’t bethecase. Visionisfaster and morepowerful than hearing.
By becoming avisual reader, youwill instantly increaseyour reading speed. L et'sbegin thisprocess

together.

Eliminate the habit of pronouncing words asyou read. If you sound out wordsin your throat or
whisper them, you can read dlightly only asfast asyou can read aloud. Y ou should be able to read most
materialsat |easttwo or threetimesfaster silently thanorally. If you areaware of sounding or "hearing"
wordsasyouread, try to concentrate on key wordsand meaningful ideasasyouforceyourself toread

faster.
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The eyesmoveacrossthewritten pagein aseriesof quick jumps, or what we have defined
earlier asfixation. By speeding up theeyemovements, theeyesmakefewer fixationsand takeinmore
wordsper fixation. Thishel psbreak the habit of subvocalization, since your eyeswill be moving faster

than you can possibly subvocalize.

Stop Talking to Yourself When You Speed Read

Don't read aloud to yourself. Generally, reading a oud to yourself does not help you study more
effectively. If you moveyour lipswhileyou read, you're not reading efficiently. If you read aloud or
moveyour lipswhileyou'rereading, you arereading slowly, so stop moving your lips. Try putting a
finger over your lips. Y our finger will remind you not to moveyour lips. Make an effort to read faster

andretainmore. After awhile, you'll be surprised how littleeffort it will take.

Getting back to reading and how welearn, one of thebiggest reasonswhy welearnedtoread
incredibly slow inthefirst placeisthat asachildin school, we learned to read by sounding out the
words. Whenwe pronouncethewords, wehaveto read with thetongue. Our tonguecan only
pronounceabout 200 to 400 wordsaminute. According tothe'latest' research, our memory isnot

stored in our tongue.
Peopletalk to themselvesin 2 ways, by:
« Vocalizing, whichisthe actual moving of your lipsasyou read
o Subvocadlizing, whichistalkingtoyourself inyour head asyousilently read

Both of thesewill slow you downto the point inwhich you find that you can't read any faster

thanyou canspeak. Speechisarelatively slow activity; for most, theaverage speedisabout 250 wpm.



Chunk Four Words

Humansspeak oneword at atime, and not four wordsat the sametime. Chunking the phrase
“speed reading is necessary,” weget: speedreadingisnecessary. Withthis, sub-vocalization isreduced,

thus requiring usto pronounce afour-word phrase to asingle word.

Chunkingisthe process of looking at groups of words using our peripheral vision. Themore
we take in words simultaneously, say 4 to 5wordsat atime, the morewe ruin the pronunciation of

words...until, eventually, sub-vocalizationistotally distorted.

Use of a Pen or Finger

Usingapen or afinger asareadingtool isactually optional rather than necessary. In fact, some
expertsdiscouragethisartificial way of pacing oneself. Accordingtothem, followingapen, finger, or
any other tool moving acrossapagewith your eyeswhilereading could makeitimpossibletograsp
everything you ought to read because everything becomesablur! Isn'tit that absorbing larger chunks

of wordsper lineat atimeisactually theideabehind devel oping your reading speed?
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Chapter 6
Getting the Main |dea

Getting themainideainreadingiscentral to effective studying. Y ou must learn what the
author'scentral ideaisand under stand it in your own way. Every paragraph containsamain idea.
Mainideasareperfect for outlining textbooks. Makeit ahabit tofind themainideain each paragraph

you read.

Extractingl mportant Details

Extractingimportant detailsmeansthat youlocateinyour reading themain and most significant
ideas. Thereisusually oneimportant detail associated with every mainidea. Themoreimportant
detailsyou canidentify, the easier it will beto review for examinations. Thisis because you have made
alink between anideaand information that supportsit. The mor elinksyou can make between

detailsand ideas, aswell asideasthemselves, themor e power ful will betheeffortsof your study.

Thefirst thingsto ask yourself are: “Why you arereading thetext? Areyou reading witha
purposeor just for pleasure? What do you want toknow after readingit?’ Inother words, identify your

purpose.

Onceyou know this, you can examinethetext to seewhether it isgoing to move you towards
thisgoal. Aneasy way of doingthisistolook at theintroductionand thechapter headings. The
introduction shouldlet you know whomthebook istargeted at, and what it seeksto achieve. Chapter

headingswill give you an overall view of the structure of the subject.
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After graspingideasfrom chapter introductions, ask yoursel f whether thebook meetsyour
needs. Ask yoursalf if it assumestoo much or too littleknowledge. If thebook isnotideal, wouldit be

better to find a better one?

Take 1-2 minutes to skim through the paragraphsto find the coreidea. Know what isbeing
expressed. Know what you need. Read lightly and flexibly. Slow downtofulfill your purpose,
answering questionsthat are most important to you. Since very few words carry the meaning, speed up

to passredundant or uselessinformation.

How " So What” Questions Help in Speed Reading

Appreciationisavery simplebut powerful techniquefor extracting themaximum amount of

information from asimplefact.

Starting with afact, ask the question“ Sowhat?’ - i.e. What are the implications of that fact?
Keeponaskingthat question until al possibleinferenceshavebeendrawn. Let’ stake, for instance, a

military example shown below:

Fact: It rained heavily last night

e S0 what?

o Theground will be wet

¢ S0 what?

o Itwill turninto mud quickly

e S0 what?
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« If manytroopsandvehiclespassover thesameground, movement will beprogressively slower

and more difficult asthe ground gets muddier and more difficult.
e Sowhat?

Ask questionsfor learning. Theimportant thingstolearnareusually answersto questions.
Questions should |ead to emphasis on the what, why, how, when, who and where of study content. Ask

the questions as you read or study.

Asyou answer them, you will help to make sense of thematerial and remember it moreeasily
becausethe processwill makeanimpressiononyou. Thosethingsthat makeimpressionsaremore
meaningful, and therefore more easily remembered. Don't be afraid to write the questionsin the
marginsof textbooks, onlecturenotes, or any availablespaces. Themorethesenotesareaccessibleto

you, themoreyou will be ableto remember and learn them quickly.

Be an Active Reader

Beforeyou evenlook at thetext, scanit, and read it, ask first the question, "What am | going to
learn here?What i sthe author's conclusion?How doesthe author present thetopic?What arethekey
pointsto theargument?' Such questionsfunction to engage you in the activity. If you ask aquestionin
alecture, youawaysremember theanswer tothequestion. Similarly, if youbecomean* activereader,”

you aremuch morelikely to retain theinformation that you amass.

Answer the Questions at the End of each Chapter

48



M ost academi c textbooksthat studentsown contai n exercisesor quizzesat theend of each
chapter to eval uatethem on how muchthey havelearned duringthewholereading activity. Itwould be
very helpful to answer these questions. If you have come across an itemin which you can’t really

answer, go back and read.
Think about thetext in three ways.

1. Considerthetextitself, the basicinformationright thereonthe page. (Thisisthelevel of

most high school readers and many college students).

2. Next, think about what isbetweenthelines, the conclusions, andinferencestheauthor

means you to draw from the text.

3. Finaly, gobeyondthinking about thetext. What creative, new, and different thoughtsoccur

as you combine the knowledge and experiences with theideasin the reading?

Question WhileYou Are Surveying

Make questionsout of thetitles, headings, and/or subheadings;

Read and study questions as each chapter ends;

o Askthequestion, "Why did my instructor assign usto read this chapter or section?"

o Askthequestion, "How familiar am | about this subject?’

Thisvariation belongstowhat we call the SQ3R Method. Thismethod hasbeen aprovenway

to sharpen study skills.
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Stop reading periodically to recall what you haveread. Try to recall main headings, important
ideasof conceptspresentedinboldoritalicizedtype, andwhat graphschartsor illustrationsindicate.
Try todevelop anoverall concept of what you haveread. Try to connect thingsyou havejust read to
thingsyou already know. When you do thisperiodically, the chancesareyou will remember much

more and beableto recall material for papers, essays, and objectivetests.

Reading Critically

If you are not satisfied with the basic understanding of atext, this advice sheet will give you
someideason how to read between thelines. In other words, you will beableto distinguish opinions
fromfacts; and youwill beabletoformyour ownjudgment ontheissuesraisedinatext. Thisadvice

sheet will also give you advice on how to make use of text organization to understand atext.
Recite After Each Section

« Askthequestionsabout what you havejust read, and/or summarizewhat you read eveninyour

own words.
o Whilerecallingideasfromthetext, use your ownwordsin discussing.
« Underline(someevenusehighlightersor colored markers) important ideasinthetext.

« Knowwhat method of recitation best suitsyour learning style. Remember: youaremorelikely

to recall what you have read when you use more, if not all, of your senses.

What Types of Reading Reflect Flexibility?
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Preparationfor avery difficult and unfamiliar courseor for anew and complex scientifictheory
may demand that you read to remember everything. Hereyou are probably reading about 200 to 250
wordsper minute. Y ouread small groupsof wordsand frequently rereadfor clarification. Y ou may

findyourself mouthing thewords. Inthesesituations, you read to remember everything.

Working on aresearch project may demand that you read awiderange of related literaturein
search of possi blesolutionsto problemsor of new informationto support or deny anissue. Many of the
ideasin these materialswill befamiliar to you. Infact, ideasthat gppeared on one source may also
appear ontheother. But sinceyou arelooking for thenew and different, thisallowsyoutoracerapidly
over theknowninformationandto slow downto analyzethe new. Consequently, you need astrategy

that allows you to efficiently tackle each document.

Sparetimemay allow youto relax withagood novel or afavorite magazine. Pleasurereading
appearstodemand very littleof you. But you often careful ly skim over thedescriptionsof thescenery
to focus on the action of themain characters. Thosewho delightinaleisurely perusal of the Sunday

morning newspaper often skip articlesby noting the headlinesand moving ontotopicsof interest.

What Factors Outside Your Control Influence Your Speed of Reading?

Background knowledge about certain subjectshasapowerful influenceand hel psonyour
reading speed. If you aready know alot about thetopic of thematerial, you may glanceat it and
discardit asawasteof time. Alternatively, you may racethrough thereading, mentally predicting what
comesnext. Y oudo not reread anything becauseyoufeel confident that you understandit. Novaguely

recognized words can slow you down.

Ontheother hand, if you do not know much about the subject, you must read slowly inan

attempt to absorb the new ideasand eventually lock them down together with theold information you
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aready know. Occasionally, vocabul ary becomesthe greater problem. Y oumay havetoreachfor the
dictionary for clarification. Y ou may reread asentence or aparagraph to figure out what the author is

suggesting.

A problemfor peoplewho use English asasecond languageisthat they havetheknowledge,
but they don't havethe equivalent Englishword trandlationfor what they know. Childrenwho havenot
been read to before entering school are at adisadvantagewhen they enter first gradeandtry tolearnto
read. They know English, but they don't know "book talk." Written Englishisdifferent from spoken
English. Similarly, peoplewho grew up speaking adifferent dialect or adifferent language often must
slow down asthey read to adj ust to the sentencestructure of standard written English. Here, frequent
reading of popular or of professional material s, though boring and uninteresting, strengthensyour

comprehension of standard written sentence structure.

Tipsfor Developing Good Eyesight

Goodeyesightisanimportant factor in devel oping effectivereading skills. Tomakesureyour
children devel op both good eyesight and thevisual skillsneeded for reading whileusing the computer,

consider thefollowing reminders:

1. Rememberthat"eyesight” isdifferentfrom"vision". Theformeristheability to" see"
(whichmost childrenarebornwith) whilethelatter istheability to organize, interpret, and
understand what is actually seen. Visionisdevel oped and learned like other abilitiessuch as
walkingandtalking. Y our childrenrequireboth good " eyesight" and good "vision™ to

become excellent readers —not just either of the two, asthey are not the same.
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. 20/20 eyesight doesn’ t alwaysmean that your children seethe printed page or computer
screenthe sameway you do. It isactually thedistance sight indicator and simply meansthat
your children can seeacertain size of letter from 20 feet away. Itisnot at all related to
reading at near point. Tomonitor problemsonvisiongrades, haveyour childrenread aloud
toyou often, toinsurethat what they see on the printed page and computer screenisthe

same thing you are seeing.

. Good visionmeansthat your children arebeing ableto use both of their eyesasateamto
track smoothly fromlinetoline, seeat far and near, copy from abook to paper, keep | etters
in proper order, and much more. Any disturbing behavior inthevisual process can affect
reading, especially if thevisual memory isunder stressdueto excessivecomputer, TV, or

gadgets use.

. Trainyour childrentolook away from the computer screen and focuson somethinginthe
distance every few minuteswhile using the computer. Also, check to see whether their head

istoo closeto the screen.

. Onaregular basis, let your children play catch outside, rideabike, and participatein sports.
Theseactivitiescanimprovecrucial readingabilitiesliketracking, focusing, peripheral
vision, eye teaming, and eye-hand coordination. These can strengthen near- and far- point

vision. Many of theseskillsarenot typically |earned during sustained computer use.

. Limitchildren’ scomputer use. Children, especially those under three years of age, should
not be used to staring at the computer screen asit canruintheir eyesight whilestill at avery

young age. I nstead, they should beexposed moreon devel opmental skillsnotinvolving
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computerslikecrawling, walking, talking, spatial awareness, tracking, and focusing, among

others.

Speed Reading Calculating

Tomonitor if you' remaking progressinincreasing your reading speed, you should know how
to calculateit. Don’t worry! Thereisasimpleway indoingthis. Inreading apage of abook at a
comfortabletempo, count the number of wordsin thefirst few lines—whatever number of linesyou
feel isrepresentative of the pageasawhole. Count thetotal number of linesinthepage, aswell. The

following formulacan help you ca culate your reading speed:
Divide the number of linesin the page by the number of lines used for the word count.
Multiply it by the number of wordsin the word count.
Finally, divide the answer by the number of minutesit took you to read the page.

Easy, isn'tit?0nly 3simplemathematical processesarewhat it takesto know your reading
speed! Thenagain, if youincreasethenumber of linesinwhichyoudotheword count, or thenumber
of pagesyou read, theaccuracy of your calculation will increase aswell. However, one pageis usually

enough.

Theaveragereading speedisabout 265wpm, thoughit usually rangesfrom 250to slightly over

300.

To measure reading speed rate, consider acertain reading material and sel ect asection of text

fromit. Mark the beginning of the selection you decided to read. Read for aparticular length of time—



use atimer or watch to help you time your activity — or for acertain amount of text (about threeto five

paragraphsor one page). Also, mark the end of the selection and note the total time you spent reading.

Tomeasurethelevel of comprehension, recall mainideasfromtheselection. Theruleisif you
haveread aparticular textin areading material for three minutes, you should remember threemain

points. If you havereadsfor five minutes, you should be able to know fivemainideas.

Count thenumber of wordsfrom thebeginning to theending mark. Dividethistotal number of
words by the number of minutesyou spent reading. Thisisnow your rate of reading expressed in words
per minute. Thereareactually two simplestepsinvol vedin performing your speedtest: asel ectionto

read and thetime it takesfor you to read it.

Thebest way to cal culate the number of wordswithout counting it oneby oneisusing
estimation. Turntoa“full” pageinyour book, somewherewhichisnot thebeginning or end of a
chapter. Pick afull lineat random and count the number of words. Usually, thislinewill consist of 10
to 12 words. Then, count the number of linesin the page so that if you multiply the first number you
havetoit, youwill havean estimate of the number of words per pageinthat particular book. However,

thiswill vary from book to book, so you should makeanew cal cul ation when you useadifferent book.

To illustrate the above procedures, let’ s say you are going to do afive-minute speed reading
test. Besureto haveyour clock ready or haveafriendtimeyou. Mark thepart inyour book you will
start reading with apencil or take note of the page number. Signal your timekeeper to begin reading for
understanding. When the 5 minutesisup, stop and mark your position onthefinal page. Go back then

to your starting page and count thetotal number of pagesyou have read.

Multiply thisnumber by the number of words per page calculated earlier. If you haven’t

finished reading all thewordsonthefinal page, just add the number of wordsyou haveread onit on
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theproduct you got by multiplying the number of pagesby thetotal number of wordsin each page. The
over-all answer isactually thenumber of wordsyou havereadin 5 minutes. Finally, dividethisnumber

by 5 to get your words per minute.

Notethat it isadvisableto start reading at the beginning of achapter so that the effect of hal f
pages is minimized. Do not worry too much about the“ exact” number of wordsread asthe estimates

arereasonably accurate, anditistheincreasesinyour reading speedthat youwill find mostinteresting.

Double Your Reading Speed

Intoday'sbusinessworld, ordinary reading skills are not sufficient for you to keep up with the
increasing amount of information. If you read at 200-250 words per minute, like most people, you are
at agreat disadvantage. L earning how toread quickly isactually not difficult and many peoplewill

improvetheir reading speedjust by understanding what goesonintheir eyeswhenthey read.

What isal soimportant, besidesreading quickly, istounderstand theinformation read and how
to retain that information. What good isaspeed reader if hedoesn’t understand athing hereads? Thus,
high- speed reading, together with compl etecomprehension, givesyou an opportunity toreach your

highest potential asaleader inyour field of work.
Informationispower. Themoreyou know, themore powerful you become.

Tobeat the cutting edge of your business, you haveto know morethan othersinyour field.
Fortunately, informationisabundant and obtainingitisaseasy asafew clicksonyour computer. The

challengeisgathering and deciphering useful datathat gives you the lead.

56



High-speed reading isoneof your most important tool sto gainampleinformationthat may

make other peopl e seethat you deserveto berecognized

Many of themost successful businesspeopleyou know are probably speed readers. They have
tobequicktoeffectively deal withall theinformation necessary to run successful organizationsand
businesses. Though they may not talk about their high-speed reading skills, we are certain that those are
what brought them to where they are now. They might not be telling you because they don’t want to

reveal their advantage over you! It' stheir edge.
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Conclusion

All peoplehavetheir ownindividual weaknesses. Somemay findit asoneof their enemiesand

some may find it asahindranceto growth.

But wemust all remember that every weaknesshasasol ution, and overcoming aweaknesscan
lead toimprovement. For speedreading, | suggest that youfirst search what hindersyoufrom
achieving your goal. Find out the best way to overcomethat weakness and apply the appropriatetips

and suggestions discussed in this book.

Speed readingisoneof the best waystoimprovenot only your reading and comprehension

skills, but al'so your memory. It can enrich your vocabulary of words.

Try to apply the techniques suggested in thisbook. Y ouwill not only improve, but will alsofind

yourself learning more and exceeding.
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