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Getting Started

A Guade to the Guide: How to Use This bBook

About This Book

TOEIC is an increasingly important test. Over a million and
a half people around the world take this test annually. In
an era of globalization, a knowledge of English, the global
language, is a key to success. One measure of English
proficiency is a high score on TOEIC. And a high score on
TOEIC can be an important factor in being hired,
promoted, or selected to travel and work internationally.

However, preparing for this test is not easy. Some of the
books written to help you are badly organized,
incomplete, or poorly written. Some of the “practice tests”
have little resemblance to actual exams.

You need a guide you can depend on. That is why this
book was written.

The Complete Guide to TOEIC® is a complete, accurate,
and up-to-date preparation book. It is based on extensive
research and on years of classroom experience in test
preparation. It offers a step-by-step program that provides
test-taking strategies and the development of language
skills. It is based on the following simple philosophy:

* The same points are tested over and over on every
TOEIC.

* Each of these testing points is based on a clearly
defined language skill.

* These skills can be mastered by guided practice.

The second edition of this book provides a second
complete practice test and a contemporary look.
Exercises and explanations have been updated and
expanded as needed.

Organization of the Guide

1. Getting Started

This is an introduction to the exam.

¢ Questions and Answers About TOEIC
This provides basic background about the format and
scoring of the test.

e Eight Keys to High Scores
This helps you become a smarter test taker by

suggesting ways to arrange your preparation time, use
the process of elimination, mark your answer sheet,
control test anxiety, and learn other important test-
taking techniques.

2. Guide to Listening Comprehension (Lessons 1-4)
This part of the book is designed to prepare you for the
Listening Comprehension part of TOEIC (Sections I-1V). In
order to complete the exercises for this part of the book,
you must have the accompanying listening program. (See
“Guide to Listening Comprehension,” page 13, for more
information about using the cassette tapes/audio CDs.)

3. Guide to Reading (Lessons 5-7)
This part is designed to prepare you for the Reading part
of TOEIC (Sections V-VII).

Each of the seven lessons consists of these components:

* Lesson OQutline
This provides a brief overview of the lesson.

* Format
This describes in detail the form of the problems in this
section.

¢ Tactics
This component discusses the best techniques for
maximizing your score on each section.

* Preview Test
This is a shortened version of the test section that
familiarizes you with the directions and the most
common types of items for each section of the test.
Items for this section are used as examples in the next
component.

* Testing Points and Skill-Building Exercises
This is the main component of each lesson. It breaks
down the testing points into understandable individual
units and offers numerous exercises designed to
increase your skills.

¢ Review Test
This component offers a full-length test section so that
you can practice testing points, not in isolation but in
combination. Together, the seven review tests provide
you with the equivalent of another full-length practice
test.



4. Two Complete Practice Tests

These duplicate actual tests in terms of format, content,
and level of difficulty. To get the most of these exams,
follow the suggestions in the section titled “How to Take
the Practice Tests.”

5. Tapescript and Answer Key .

This provides a written version of all the taped material in
the audio program, answers for all the exercises and
tests, and explanations when appropriate.

Suggestions for Using the Guide

The Complete Guide to TOEIC® is designed to be used
either as a textbook for a TOEIC preparation course or as
a tool for individual learners who are preparing for the test
on their own. If you are working alone, you will need to
obtain the cassette tapes/audio CDs that accompany the
book.

Whether working in a class or alone, you should begin
preparing for TOEIC by reading the introductory lessons
(“Getting Started”). Then you can work through the
lessons one by one, or begin with the parts in which you
feel you need improvement. You can usually make the
fastest progress by working in the areas in which you are
weakest.

When using the book in the classroom, the exercises work
well as small-group or pair activities. Students may either
work on the exercises together or complete them
individually and then check and discuss them afterward.

Following are the amounts of time required to cover each
part of the Guide. Keep in mind that these times are very
approximate and do not include review sessions.

Getting Started 1-3 hours
Lesson 1 2-3 hours
Lesson 2 57 hours
Lesson 3 4-6 hours

" Lesson 4 5-7 hours
Lesson 5 8-10 hours
Lesson 6 7-9 hours
Lesson 7 5-7 hours
Practice Test 1 3-4 hours
Practice Test 2 3-4 hours

Suggestions for Using the CD-ROM

A CD-ROM called TOEIC Mastery has been developed by
the author and the software department of American
Language Academy, Inc. (ALA) for use with this book. It
contains 1,000 realistic TOEIC items and includes two new
complete, scoreable tests. TOEIC Mastery is exceptionally
useful for those people who are preparing for the test on
their own because it provides explanations for both
correct and incorrect answer choices. This computer
program can also be used by individuals or pairs in
computer labs or, with a data projector, as a classroom
activity in a TOEIC preparation class.

If you have any comments or technical questions about
the CD-ROM, please contact the software department of
American Language Academy: software@ala-usa.com

If you have any questions, comments, or suggestions
regarding this book or the TOEIC test itself, | would very
much appreciate hearing from you. Please contact me
care of the publisher:

Thomson Learning
5 Shenton Way, #01-01 UIC Building
Singapore 068808

www.thomsonlearningasia.com
And good luck on TOEIC!
Bruce Rogers

Boulder, Colorado, U.S.A.
August 2002




Questions and Answers about TOLIC

Q: Whatis TOEIC?

A: TOEIC (Test of English for International
Communication) is a standardized test designed to
measure a person’s ability to understand English as it is
used in international business situations.

TOEIC was originally designed by Educational Testing
Service (ETS) of Princeton, New Jersey. ETS produces
many other standardized tests, such as TOEFL (Test of
English as a Foreign Language), GMAT (Graduate
Management Aptitude Test), and GRE (Graduate Records
Exam). Today, ETS still produces TOEIC, but a for-profit
subsidiary owned by ETS, the Chauncey Group
International, now administers and distributes the test.

TOEIC was first administered in Japan in 1979 and in
Korea in 1982. It is now given in over 50 countries all over
the globe. In 2001, more than 1,500,000 candidates took
the test. Every year, four new forms of the test are
administered.

Q: How is TOEIC administered?

A: Most TOEIC testing is arranged by a sponsoring
organization (a multinational corporation, for example) and
by a local agent that represents the Chauncey Group. The
dates, times, and locations of the testing are generally set
by the sponsoring organization. In some locations, the
test is also offered on a regular basis to persons not
affiliated with a sponsoring organization. Contact the
TOEIC representative’s office in your area for more
information. (There is a list of representatives at the end of
this section.)

Q: What format does TOEIC follow?

A: Al the questions on the current TOEIC examination
are multiple choice questions. Items in most parts have
four answer choices; in Part Il, there are three answer
choices. The test is divided into two main sections:
Listening Comprehension and Reading. Each section
contains 100 items. Listening Comprehension is divided
into four parts, Reading into three. Each part has its own
directions. The entire test takes about two hours to
complete.

Section 1: Listening Comprehension

Part I: Photographs 20 items
Partll:  Questions/Responses 30 items
Part lll:  Short Conversations 30 items
Part IV:  Short Talks (6-8 talks) 20 items
100 items
Approximately 45 min
Section 2: Reading
PartV:  Sentence Completion 40 items
Part VI:  Error Identification 20 items
Part VIl: Short Passages
(12-16 passages) 40 items
100 items
1 hr 15 minutes
Total: 200 items
Approximately 2 hours

Q: Who takes TOEIC?

A: Anyone who travels abroad on business or who has
contact with international visitors is a likely candidate for
TOEIC. All types of employees of international
organizations may be asked to take the test: managers,
marketing experts, sales representatives, customer service
agents, flight attendants, hotel employees, customs
officials, and others. Many organizations also require job
applicants to take TOEIC. Many individuals take it on their
own and include their test scores as part of their résumés.



Q: Who uses TOEIC?

A: TOEIC clients include trading and manufacturing
companies, government agencies, international banks,
hotel chains, and airlines. Within these organizations,
personnel directors, training managers, human resource
managers, and English language program administrators
use the scores.

Q: How is TOEIC scored?

A: Three scores are reported: a score for Listening
Comprehension, a score for Reading, and a
comprehensive score. To calculate these scores, the
number of correct answers in each of the two main
sections is first counted. These scores are called raw
scores. Then the raw scores are changed to scaled
scores by means of a conversion chart similar to the one
on page 249. The scaled scores for the two sections are
added together to obtain a comprehensive score. Scores
on each of the two sections range from 5 to 495.
Comprehensive scores range from 10 to 890.

The chart below provides an approximate guide to
interpreting TOEIC scores:

TOEFL

e 95-140 questions

® 4 sections:
1. Listening Comprehension
2. Structure and Written Expression
3. Reading Comprehension
4. Essay Writing

TOEIC

* 200 questions

s 2 sections:
1. Listening Comprehension
2. Reading

805-990 High advanced
655-800 Advanced
555-650 High intermediate
405-550 Intermediate
305400 High beginner
205-300 Beginner 2
10-200 Beginner 1

TOEFL
Computer-based (In most locations)

TOEIC
Paper-and-pencil based

Q: How does TOEIC differ from TOEFL?

A: The names of the two tests sound quite similar. Both
measure a person’s ability to understand English, and
both are multiple choice tests. However, there are a
number of differences between the two exams, as shown
in the following charts:

TOEFL
1 hour, 40 minutes

TOEIC
2 hours

—

TOEFL
0-300 (computer-based)

TOEIC
10-980

TOEFL
To measure the English-language proficiency of
applicants for North American universities

TOEIC

To measure the English-language proficiency of
employees, trainees, or prospective employees of
international organizations

TOEFL
Academic English as used in campus settings and
university textbooks.

TOEIC

International English as used in business settings.




: What contexts are used for TOEIC questions?
Common contexts for TOEIC questions are business
situations (marketing, sales, contract negotiations,
eetings), travel (airlines, taxis, hotels), entertainment
urants, movies, plays, museums), and health and
fitness (doctors, dentists, exercise programs).

: Where can I get more information about TOEIC?
You can contact the appropriate department of your

TOEIC International Headquarters
TOEIC Service International

The Chauncey Group International, Ltd.
664 Rosedale Road

Princeton, NJ 08540, USA

Phone: 1-609-720-6647

| Fax: 1-609-720-6550

| E-mail: toeic@chauncey.com

| www.toeic.com

| Testing Programs

. 1730 M Street, NW, Suite 1100

: 20036-4505 Washington, DC
AmidEast :

| Phone: 1-202-776-9616

| Fax: 1-202-776-7016

. E-mail: testing@amideast.org

| www.amideast.org

ﬁ+nIdEast
America-MidEast Educational Training

Argentina '
| Instituto Cultural Argentino Norteamericano
| Maipu 686
| Buenos Aires, Argentina
| Phone: 54/11-4394-0110
| Fax: 54/11-4394-2979
- E-mail: testing@bcl.edu.ar

Australia

Pro-Match Personal Profiles Ltd.
28/350 Kingsway

Caringbah, NSW Australia 2229
Phone: 61 417 337 338

Fax: 61 295 232 163

E-mail: tosic@optusnet.com.au

organization or the TOEIC representative for your country:

Total Communicatie

Wipal bvba,

Cuylitsstratt 15

B-2018 Antwerpen, Belgium
Phone: 32 3 354 48 44

Fax: 32 3 354 27 92

E-mail: toeic.belgium@skynet.be

Brazil

Genesis Consultants

Rua Crass, 159 - Lapa

Sao Paulo - SP 05043-010
Phone: 55/11-3872-8820

Fax: 55/11-3871-0602

E-mail: uzago@genesisnet.com.br

TOEIC European Headquarters

For France and Germany

The Chauncey Group Europe SA
66, avenue Champs-Elysée, Im E
75008 Paris, France

Phone: 33/1-40 75 95 20

Fax: 33/1-42 56 65 27

E-mail: toeic@toeic-europe.com
www.toeic-france.com

Canada

TOEIC Services Canada
212-133 Princess Street
Kingston, ON, K7L 1A8
Phone: 1-800-615-8666
Fax: 613/542-2907
E-mail: info@toeic.ca
www.toeic.ca

Colombia

Centro Cultural Colombo Americano
Calle 13 Norte, No. 8-45

Cali, Colombia

Phone: 57/26-673 539

Fax: 57/26-684 695

E-mail: cencolam@colnet.com.co

Germany

The Chauncey Group Europe SA
Am Kollnischen Park 6-7
D-10179 Berlin

Germany

Phone: 49 30 2404 6793

Fax: 49 30 2404 6794

E-mail: info@toeic-de.com



Greece
Hellenic American Union
22 Massalias St.
GR - 106800
Phone: 30 1 368 0000
Fax: 30 1 363 3174
E-mail: administrator@haul.gr

Hong Kong
Institute of International Education
Room 601, General Commercial Bidg.
156 Des Voeux Road Central
Hong Kong
Phone: 852 2 603 5771
Fax: 852 2 603 5765
E-mail: kfsurya@cuhk.edu.hk

Indonesia
Yayasan DWI Anugerah Sentosa
TOEIC Center Indonesia
Plaza Sentral, 10"
Jalan Jenderal Sudirman Kav. 47
Jakarta 12930
Phone: 62 21 5711 943
Fax: 62 21 5711 944
E-mail: toeic@centrin.net.id
www.toeic.or.id

ireland
Reedworth Ltd.
Lower Ground Floor
33 Pembroke Road
Dublin 4
Phone: 353 1 618 9281
Fax: 353 1 668 8199
E-mail: 0.s@iol.it
www.osnet.it

Italy
0.S. Consulting
Via Fra' Paolo Sarpi, 7/4
I-501386 Firenze, Italy
Phone: 39 055 623 6501
Fax: 39 055 669 446
E-mail: os@iol.it

Japan
Institute for International Business
Communication (IIBC)
Sanno Grand Building
2-14-2 Nagata-cho, Chiyoda-ku
Tokyo 100-0014 Japan
Phone: 81/3 3581-5663
Fax: 81/3 3581-5608
E-mail: iibc@mx2.nisiq.net

YBM/Si-sa

55-1 Chongno 2-ga
Chongno-gu, Seoul 110

Korea

Phone: 82/2-2271-0509

Fax: 82/2-2277-2610

E-mail: toeic@bora.dacom.co.kr
www.ybmsisa.com

Madagascar

Centre Cuturel Américain

4, Lalana Dr. Razafindratandra
Ambohidahy

Antananarivo (101)
Madagasgar

Phone: 261/20-22-202-38
Fax: 261/20-22-213-97
E-mail: etptana@compro.mg

Malaysia

TOEIC Centre Malaysia

Leve 19, Uptown 1

1 Jalan SS 21/58 Damansara Uptown
47400 Petaling Jaya

Malaysia

Phone: 60/3-77723-6500

Fax: 60/3-7726-3986 or 8986

E-mail: josephinesong@deloitte.com.my

Mexico

Standard Testing Services

Alpes 120 A

Lomas De Chapultepec

México D.F. 11000

México

Phone: 525 55 540 7242

Fax: 525 55 520 3430

E-mail: toeic@toeic-mexico.com.mx

Middle East

America-MidEast Educational Training
Services, Inc. (AMIDEAST)

Testing Programs

1730 M Street, NW, Suite 1100
2006-4505 Washington, DC

Phone: 1-202-776-9600

Fax: 1-202-776-7015

E-mail: jfallgatter@amideast.org
www.amideast.org




h70naco

{ 637, Chemin du Vallonet

| F-06190 Roquebrune-Cap-Martin
Phone: 33 4 93 57 88 89

Fax: 33 4 93 35 42 46

E-mail: j.churchill@toeic-europe.com

New Zealand

Pro-Match Personal Profiles Ltd.
PO Box 1251

Queenstown, New Zealand
Telephone: 64 21 337 338

Fax: 64 3 441 1233

E-mail: toeic@optusnet.com.au

PP\IIippines

H.A. Cervantes Knowledge Systems Service E, Inc.
Room 301, 3%Floor, A.B. Sandoval Building
Oranbo Drive, Corber Shaw Building

1600 Pasig City, Philippines

Phone: 63 2636 6964

| E-mail: hermelo@info.com.ph

Portugal

| CEGOC TEA

Av Antonio Augusto Augiar 21-2
P-1050-01 Lisboa

- Portugal

Telephone: 351 21 319 1960
Fax: 351 21 319 1999
www.cegoc.pt/toeic

Singapore

TOEIC Center Singapore

55 Market Street #06-02 Sinsov
i 048941 Singapore

i Phone: 65-6438-6900

; Fax: 65-6438-6101

: E-mail: info@toeic.com.sg

in

TEA Ediciones, S.A.

Calle Fray Bernardino de Sahagun, 24
| 28036 Madrid Spain

| Phone: 34/91-270-5000
| Fax: 34/91-345-8608

i E-mail: toeic@teaediciones.com
g www.teaediciones.com

Switzerland
TOEIC Language Consulting, S.A.
Route de Moncor 14, PO Box 49
CH-1752 Villars-sur-Gléne 1, Switzerland
Phone: 41 26-401 26 26
Fax: 41 26-401 26 27
E-mail: test@toseic.ch
www.toeic.ch

Taiwan
Chun Shin Limited
2™ Floor, 45 Section 2
Fu Hsing South Road
Taipei, Talwan ROC
Taiwan '
Phone: 886 2 2701 8008
Fax: 886 2 2755-2822
E-mail: ben@gachia.com.tw

Thailand
Center for Professional Assessment
TOEIC Services
Suite 1905-8, Bangkok Business Bldg.
54 Asoke Road, Sukhumvit 21
Bangkok 10110 Thailand
Telephone: 66/2-260-7061
Fax: 66/2-260-7061
E-mail: toeic@email.ksc.net
www.toeic.co.th

United Kingdom
Plymouth Testing Agency, Ltd.
Unit 44 Enterprise House
City Business Park
Somerset Place
Stoke
Plymouth PL3 4BB United Kingdom
Phone: 44-01752 213313
Fax: 44-01752 313316
E-mail: toelcpta@eurobell.co.uk

United States of America
TOEIC Services America
664 Rosedal Road
Princeton, NJ 08540 USA
Phone: 1/609-720-6666
Fax: 1/609-720-6550
E-mail: info@toeic-usa.com
WWW: www.toeic-usa.com



Venezuela
Asociacion Venezolano-Americana de Amistad
Av. Casanova, Edif. Blandin 2 Piso
Apartado 60835, Chacaito
Caracas 1060, Venezuela
Phone: 58/2-951-0356
Fax: 58/2-951-0592
E-mail: info@avaa.org

Venezuela
Centro Venezolano Americano del Zulia
Calle 63 No. 3E-60
Sector las Mercedes
Maracaibo, Estado Zulia, Venezuela
Phone: 58/61-911 436/880
Fax: 58/61-921 098
E-mail: cevazae@hotmail.com
www.cevaz.com

Vietnam
IIG Vietnam Trading Joint Stock Company
No. 3A2 - 4A2, Nguyen Hing Road
Dong Da District, Hanoi City, Vietnam
Phone: 84 4 773 2411
Fax: 84 4 835 9418
E-mall: honganh-aba@fpt.vn

Even if there is no agent listed for your
company, you may be able to take the test.
Contact the International Headquarters for
TOEIC:

TOEIC International Headquarters
TOEIC Service International
The Chauncey Group International, Ltd.
664 Rosedale Road
Princeton, NJ 08540, USA
Phone: 1-609-720-6647
Fax: 1-609-720-6550
E-mail: toeic@chauncey.com
www.toeic.com

You may also obtain updated information
about the test and about area
representatives by visiting the TOEIC site on
the Internet at www.TOEIC.com




Key 1:
Increase Your General Knowledge of English

There are two types of knowledge that will help you

improve your scores on TOEIC:

* A knowledge of the format of the test and the tactics
used by good test takers.

* A general command of English (which must be built up
over a long period of time).

A step-by-step TOEIC preparation program such as the
one in this book can supply the first type of knowledge. The
best way to increase your background knowledge of
English is simply to use English whenever you can. If
possible, take English language classes. Qutside of class,
look for opportunities to speak English, especially with
native speakers. Read newspapers and magazines in
English. Listen to English language news programs and talk
shows on the radio. Attend lectures and movies in English.

Key 2:
Learn Your Strengths and Weaknesses and
Work on Areas Needing Improvement

You probably already have a fairly clear idea of the areas of
English in which you need improvement. You may want to
use the preview tests that are part of each lesson in this
book as diagnostic tools. Take each of these preview
sections before you begin your studies. Did you find one or
more of the previews particularly difficult? If so, focus more
of your time and attention on the corresponding lesson or
lessons of this book.

Key 3:
Make the Most of Your Preparation Time

Taking an important test such as TOEIC is like facing any
other challenge in your life. You need to train for it, and your
training should be systematic.

Before you begin studying for the test, prepare a time-
management chart. Begin by drawing up an hour-by-hour
schedule of your current weekly activities. Then pencil in
times for TOEIC preparation. You’ll remember more of what
you study if you schedule an hour or so daily or three or
four times weekly than if you schedule all your study time in
large blocks on weekends. After following this schedule for
a week, make whatever adjustments are needed. Then
keep to your schedule as much as possible until a few days
before the test. At that point, studying won't have much
effect on your score. It's better for you to relax.

Light Keys to Higher Scores on T OLIC

If possible, reserve a special study space where you do
nothing but study for TOEIC, separate from the place where
you do your regular homework or other paperwork. This
space should be as free of distractions as possible.

Use the “30-5-5" method of studying:

s First, study for thirty minutes.

¢ Take a five-minute break. Leave your desk and do
something completely different.

» When you return, take five minutes to review what you
studied during the last thirty minutes and preview what
you are going to study next.

It's also a good idea to meet regularly with a small group of
people who are also preparing for TOEIC. Research has
shown that this “study group” approach is highly effective.

Key 4:
Be Familiar with the TOEIC Format and the
Directions for Each Section

If you have a clear “map” of TOEIC in your mind, you won’t
have any surprises on test day. You'll always know exactly
where you are in the test and what will come next. You can
become familiar with the format by studying the chart on
page 4 and by taking the practice tests in this book.

The directions for each part of the test are always the
same; even the same examples are used. If you have
familiarized yourself with these directions, you won’t need
to waste precious testing time by reading them. For
copyright reasons, the directions that appear in this book
are not the same, word for word, as those used on official
versions, but they are similar, and if you understand these
directions, you will understand those on actual tests.

Key 5:
Know How to Mark Your Answer Sheet

One of the worst surprises you can get during a test is to
suddenly discover that the number of the item you are
working on does not correspond to the number on the
answer sheet. You have to go back to find where you first
got off track, then change all the answers after that number.
You can avoid this problem by using the test book itself as
a marker. Cover the unanswered items in each column on
the answer sheet with the book and then, as you mark
each item, move the test book down one number.

Bring several number 2 black-lead pencils, a good eraser,
and a small pencil sharpener. Don’t use a pen or a liquid-
lead pencil to mark your answers. Mark the answers by
filling in the space completely. Don't mark answers in any
other way.
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Always be sure that you have filled in the blank
completely and have filled in only one blank per item. If
you have to erase an answer, be sure to erase completely.

Key 6:
No Matter What, Always Guess!

On TOEIC, unlike on certain standardized tests, there is
no penalty for guessing. In other words, no points or
fractions of points are subtracted for incorrect answers.
What this means to you is that you should always guess
at the answer if you are not sure and never leave any
items unanswered at the end of the test. Remember, even
if you are guessing blindly, you have a one-in-four chance
(25%) of guessing the answer correctly in most sections.
(In Part I, your odds go up to one in three, or 33.3%.)

If you have no idea which answer is correct, it's probably
better to use a standard guess answer such as (C) than to
guess at random.

Key 7:
Use the Process of Elimination to Make the
Most of Your Guess

In Key 6, you learned that you should always guess.
However, until the last few minutes of the test, it's not a
good idea to guess blindly. Instead, you want to make the
best guess that you possibly can, and to do so, you need
to use the process of elimination. In other words, if you
are unable to find the correct answer, you should
eliminate unattractive or unlikely choices and then, if more
than one cannot be eliminated, guess from the remaining
choices. This is not as difficult as it may seem because of
the way test writers design many of the items on
standardized tests.

Let's look at a diagram of a typical multiple choice item:

@ Answer choice
Answer choice
© Answer choice
@ Answe_r choice

Only one of the four answer choices, of course, can be
the best one. This choice is called the key. The three
incorrect choices are called distractors because their
function is to distract (take away) your attention from the
key.

(®) Distractor
Distractor
© Key

@ Distractor

However, many items are written so that the distractors
are not equally attractive. One or two choices are often
clearly incorrect and are easy to eliminate. Another one of
the distractors is usually less easy to eliminate because it
is somehow closer to the key. This is the choice that most
people choose if they answer an item incorrectly. It is
called the main distractor.

(A) Main distractor
Distractor
© Key

(®) Distractor

Even if you can eliminate only one distractor from a four-
choice item, you have improved your chance of guessing
the key from one in four (25%) to one in three (33.3%),
and if you can eliminate two distractors your chances
become pretty good — one in two, or 50%.

What should you do if you can eliminate one or two
choices but can't decide which of the remaining choices
is correct? If you have a “hunch” (an intuitive feeling) that
one answer is better, choose that one. If not, just mark
your standard guess answer or, if you've eliminated that
choice, choose any remaining letter and go on.




's see how this process works in practice by looking at
ah example from Part V:

| Em eager _____ the new member of the product
development team. '

(A) meeting
will meet
(© to meet
| (@) met

u’ll probably be able to eliminate choices (B) and (D),
use these are both main verbs and the sentence
ready has a main verb (am). Also, choice (D) incorrectly
rs to the past. It may be more difficult to choose

een (A), a gerund (meeting), and (C), an infinitive (to
eet), but even so, you've improved your chances of

ing this answer correct by making an educated guess.
d one of the remaining answer choices may sound

er than the other. If you guessed (C), you’re right!

all items on TOEIC follow this pattern exactly, and it is
npt always easy to eliminate two distractors or even one.
ill, the process of elimination is a powerful tool of good
takers.

rn to Control Test Anxiety

There is nothing unusual about being nervous before a
test. Standardized tests such as TOEIC can have a
ﬁﬁe impact on your future plans. If you were
icipating in a big athletic event or giving an important

business presentation, you would feel the same. There is

expression in English that describes this feeling of

iety very well: “butterflies in your stomach.” These
“butterflies” will mostly disappear once the test begins.

d a little nervousness can actually work to your
aglvantage by making you more alert and focused.
However, too much nervousness can slow you down and
use you to make simple mistakes.

One way to avoid stress on the day of the test is to give
yourself plenty of time to get to the testing site. If you
have to rush or if you're late, you'll be even more nervous
during the testing period.

If you find yourself nervous during the second section of
the test (Reading), give yourself a short break — take a
“fifteen-second vacation.” Sit back, close your eyes, take
a few deep breaths, relax as completely as possible —
then get back to work. (Don’t try this technique during the
Listening Comprehension part of the test — you will miss
items on the tapel)

In general, the best way to overcome test anxiety is
through a positive, confident attitude toward the test. You
can develop this attitude if you become familiar with all
aspects of the exam, polish the skills that are required to
do well, and take a realistic practice test. The Complete
Guide to TOEIC® was developed to help you fulfill these -
goals.



Guide to Listening Com'.:.

The first section of TOEIC consists of four separate parts.
Each has its own directions and format:

Part |: Sentences About Photographs 20 items
Part Il: Questions/Responses 30 items
Part lll: Short Conversations 30 items
Part IV: Short Talks (6-8 talks) 20 items

This section tests your ability to understand informal spoken
English, but only Part Il is a “pure” test of listening. Part |
also tests your ability to quickly interpret photographs, and
Parts lll and IV test your reading skills, since you must read
the questions and answer choices before you can answer.

You can make quite a few errors on this section and siill get
a good score. Errors count less against your total score than
errors in the Reading section do. (See the Score Conversion
Chart on page 249.)

Concentration is very important to success in this section.
You need to focus your attention on the audio program, on

the test booklet (except in Part Il), and on your answer sheet.

In Parts | and I, particularly, you need a very close, aimost
word-for-word understanding of the items on the audio
program, and you will have to be able to distinguish
between words with similar sounds.

The Listening section of the Guide is divided into 4 lessons,
each corresponding to one of the parts of the test. Each
lesson provides familiarity and practice for that part of the
test.

Using the Audio Program

The audio portions of the four lessons in this section are on
the cassetie tapes/audio CDs that accompany this book.
The audio symbol shown above indicates that you should
turn on the audio program whenever it appears throughout
the Guide. Almost all the exercises in this section are also on
the audio program. However, directions for the exercises are
not recorded. You should read the directions before you
begin to work on an exercise. The audio portion of the
Practice TOEIC Tests is also recorded on the audio program.

The “Audio Script and Answer Key” section at the end of
this book provides a written version of the material on the
audio program, as well as answers for the exercises and
tests. If you have trouble with an exercise, listen to it again
before you look at the script and the answer. Don't stop the
audio program in the middie of an exercise; always complete
each exercise before listening again or looking at the

tapescripts.
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