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These highlighted words and concepts
will expand your vocabulary by focusing
on particular words and phrases that
have special meaning.

A great way to learn the important
points of any material is to re-create it
in outline form. You will outline each
chapter and learn to use several outlin-
ing methods.

Mastering each assignment before going
on to the next is more important than
studying a large number of chapters or
techniques in a given amount of time.
Don't worry about being faster or slower
than anyone else. If you put in the time
you need to master each assignment, your
learning rate will increase and you will
build your learning power.

When you complete each chapter,
consider whether you have mastered all of

the material and skills. When both you
and your teacher are convinced that you
have mastered the chapter, you are ready
to go on to the next step.

Each chapter contains many Journal
Entries and Practices, one Outlining
activity, one Key Words activity, and one
Progress Check. All activities are num-
bered consecutively within a chapter.
The first number is the number of the
chapter. The second number is the num-
ber of the activity. For example, 2-8
refers to Chapter 2, activity 8. This
activity happens to be a Practice. The
feedback for this Practice can be found
at the back of this workbook under 2-8
in the “Answers” chapter.







WRITE YOUR RESPONSES to the following questions.
1. Do you agree that success is a matter of interpretation? Why or why not?

2. How do you define success?

3. Do you think success is in short supply? Explain.

4. Does success mean that someone else has to lose in order for you to win?
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Now spend five more minutes looking over your list. Read the list aloud and think
about what you wrote. This is a great time to revise your goals. If you left out an
area that is important to you, add it now.

Finally, select the three long-term goals that are most important to you. Write
those three goals below and on a 3x5 card.

Post your long-term goals where you will see them often, such as above your desk.
Then notice your goals every day.

Intermediate Goals
With your long-term goals in front of you, spend five minutes brainstorming all of

the things you would like to accomplish this year. Include anything that leads
toward your long-term goals, as well as activities you'll find satisfying and enjoyable.
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CREATING A LIFELINE is another approach to planning. On the left edge of a piece of
paper, write your birth date. On the right edge of the paper, write down the year
you think you may die. (There’s no need for alarm—this is simply a tool!) Connect
the two dates with a straight line. Put today’s date where it belongs on the line.

Next, think about some important events that have happened in your life so far,
and note them on the lifeline. Examples may include getting braces, being in an
accident, learning to ride a bike, experiencing change in your family, or any other
important day.

Now think about things you would like to accomplish. Write each goal on the
lifeline at the point when you would like to achieve it. Here is a sample lifeline:

After finishing your lifeline, complete the following sentences in as many ways as
you can. Use blank sheets of paper to complete this journal.

I want. ..

Go with your first thoughts. Don’t stop to edit or rewrite. Get more specific with
the following:

In the area of school, I want . . .
In the area of relationships, I want . . .

In my future career, I want . . .
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Master Plan

Subject:

Teacher:

Room No: Period:

[ intend to earn a(n) ____ grade in this course.

I intend to leamn:

TESTS

In this course, I will be required to do the
following on tests: (Check all that apply)

Solve Problems

Muitiple Choice Questions
Short Answer Questions
Translate English

Take Dictation

Listen in a Foreign Language
Answer in a Foreign Language
Label

Recite

Draw

oo DoDoDD

GRADE CALCULATION

AcTivity WEIGHT ( % TOTAL GRADE )
Assignments
Homework
Quizzes
Tests

Class participation
Projects or Lab
Semester Exam
Final Exam

Total of weights must equal 100%

PREPARATION
I plan to master this subject by doing the

following: (Check all that apply)

Answer questions in test

Translate from English

Answer questions in class

Translate sentences from English
Answer questions in handouts

Read with understanding

Write answers to essay questions
Converse in another language

Flash card drill on names, dates, etc.
Write essays

Discuss issues in class

Write answers to essay questions

Do experiments; keep lab notebook
Correct grammar and spelling in exercises
Solve problems in text

Flash cards on characters and story plots
Solve problems in workbook

Flash card drill on terms and definitions
Solve problems on homework sheets
Recite answers to questions

Make up problems and solve

Flash card drill on formulas, facts

I oy o Y

FEEDBACK
I will get feedback in these ways:

Teacher grades homework and tests
Answers in workbook

Teacher conferences

Answers in class

Mom/Dad/Friend

Tutor

Answers in book

ooCdooDoD

RESOURCES

I will use these resources:

Textbook(s)
References
Parents
Tutor:

oocCo

Phone:
Other

]
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1. DEFINE READING RATE.

2. Is your reading rate constant or does it vary?

3. What factors affect your reading rate?

Time yourself as you read the 350-word essay, “Call a Family Meeting,” on page 108
of the Learning Power text. Use a watch that shows seconds. Read at your usual rate,
without daydreaming or rushing. When you finish, use this table to find your reading
speed. Choose the time nearest your actual time. That will be accurate enough.

20 sec 1,016
30 sec 678
40 sec 508
50 sec 407
1 min 339
1 min 10 sec 290
1 min 20 sec 254
1 min 30 sec 226
1 min 40 sec 203
1 min 50 sec 185
2 min 169
2 min 10 sec 156
2 min 20 sec 146
2 min 30 sec 136
3 min 113
3 min 30 sec 97
4 min 85
S min 68
My time was . My reading speed is words per minute.

If your usual speed is below 200 words per minute, consider using the suggestions
explained in Chapter 4 for increasing your reading skills. With practice you might
increase your reading rate to 400 words per minute.

See Answers 4-5 in the back of the workbook.
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28. Are gradual improvements worthwhile?

29. Should honesty involve personal misfortune?

30. Is a punctual person continually tardy?

31. Are all human beings mortal?

32. Does a sportive person necessarily have “nerve?”

33. Are instantaneous effects invariably rapid?

34. Should preliminary disappointment discourage you?

35. Is hearsay testimony trustworthy evidence?

36. Are the best authorities characterized by wisdom?

37. Is extreme athletic exercise surely necessary?

38. Is incessant discussion usually boresome?

39. Are algebraic symbols ever found in formulas?

40. Are tentative regulations often estimable?

41. Are “diminutive” and “Lilliputian” absolutely identical?
42. Is an infinitesimal titanic bulk possible?

43. Do all connubial unions eventuate felicitously?

44. Ts a gelatinous exultation ridiculous?

45. Are “perambulate” and “meander” similar in meaning?
46. Is avarice sometimes exhibited by cameos?

47. Are steep ascents usually coexistent with sharp declivities?
48. Are the laity apt to indulge in radical theosophies?

49. Is it necessary to know dialect forms in order to speak patois?
50. Does a carnivorous quadruped devour fronds indiscriminately?

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

When you have completed the reading comprehension test, ask your teacher to score

your test and discuss the results with you.
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THE METHODS I CURRENTLY USE to memorize include . . .

If someone asks me how well I memorize, I usually say . . .

The benefits of learning some new memory techniques include . . .

1. WHEN ARE FLASH CARDS USEFUL?
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2. What are the four steps of reviewing to memorize?

3. Describe the five association techniques.

4. What is 2 mnemonic? Give an example.

5. What is an acronym? Give an example.

See Answers 4-13 in the back of the workbook.
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Prepare for Your Tess

5_ 1. FOLLOWING ARE TEN TIPS to help you prepare for tests. Fill in the blanks using
words from the list.
early every assignment.

d rul
ground fHies Make your own

master

study tools Get clued in
complete .

review Drilland __ often.
educated guess Find out the

tests

- Make an

out.line Meet with your

active

sead Study old

teacher yourself.
answers

be Be

2. What suggestions appeal to you most?

3. Which suggestions will you use in preparing for your next test?

4. Which of the following are examples of study tools?

a. A calculator
b. A Mind Map of the chapter
c. Flash cards

d. Outlines

See Answers 5-1 in the back of the workbook.
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@> (ram at Your Own Risk

5. 2 1. WHAT IS CRAMMING?

2. True or False?
a. You'll never pass a test if you cram.

b. Cramming ignores the principle of regular reviews to put information
into long-term memory.

c. Cramming makes it much harder to learn new material.

3. What are some pros and cons of cramming?

See Answers 5-2 in the back of the workbook.

Ace That Test!

5_ 3 TRUE OR FALSE?

1. Reviewing before the test is valuable.

_ 2.Itsagood idea to arrive just as the test is starting.
__ 3. Reading the directions wastes time.
4. 1Its helpful to budget your time during tests.

5. Doing the most difficult questions first clears your mind.
______ 6. It’s not wise to review your answers at the end of the test.

7. It’s always good to guess if you don’t know the answer.

See Answers 5-3 in the back of the workbook.
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© Improve Your Test Skills

5 - 4 WHICH SUGGESTIONS WILL YOU use when you take your next test?

How often have you aced your tests? In what subjects? In the space below, describe
how you felt at those times.

How would you rate your ability to prepare for and take tests?

What test-taking skills would you like to gain or improve?
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@ Beware of Cheating

5_ 5 1. WHAT ARE THE COSTS of cheating?

2. How would you handle a friend’s request to copy your homework?

- Take the Feedback

5 - 6 1. WHAT ARE THREE THINGS you can do after a test?

2. Look over the suggestions in Chapter 5. List those that you already use, and then
list those that you intend to start using,

See Answers 5-6 in the back of the workbook.
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@ Handle the Stress

5.7 WRITE ABOUT YOUR PAST EXPERIENCES of taking tests.

What sensations do you have in your body when you feel anxious?

What is the worst thing that could happen to you if you failed a test?

Using vivid details, describe the experience of acing your next test.

"Trade In Those
Negative Thoughts

5 - 8 TRUE OR FALSE?

1. Positive thoughts and beliefs about who you are and who you can be
will make a great difference in your life.

2. Thoughts and beliefs aren’t powerful.

3. Picturing the results you want will help you get mobilized to take
effective action.

4. Keeping Success Logs is a waste of time.

See Answers 5-8 in the back of the workbook.
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#> Build a Portfolio

?
5 _9 1. WHAT IS A PORTFOLIO?

2. List three tips for creating a portfolio.

3. What could you include in a portfolio?

See Answers 5-9 in the back of the workbook.

< Play the Grade Game

5 - 1 o TRUE OR FALSE?

1. Grades are important.
2. Grades are the most important part of learning.
3. You are your grades.

4. Grades are a measure of your skill at learning.

5. You are not smart if you don’t get “A’s.”

6. Getting a high grade always means you understand the subject.

See Answers 5-10 in the back of the workbook.
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<& Key Words and Concepls

study tools
educated guess
scrimmaging
cramming

thoughts and beliefs
reviewing

fear

assessment

sabotage

REVIEW THE KEY WORDS AND CONCEPTS listed above. If there are any you haven'
mastered, look up their definitions in a dictionary. Then review each word as it is
used within the article. If you are still having difficulty, talk to your teacher or

a tutor.
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IN THE SPACE BELOW, CREATE A MIND MAP of the Main Ideas and Supporting Facts in
Chapter 5.

&> Progress Check

TO DEMONSTRATE MASTERY of the techniques in this chapter, your teacher may ask
you about all or some of the following:

1. Test-taking suggestions you have been using or plan to use
2. Demonstrate the picturing process for handling test anxiety

3. Discuss any self-doubts or worries that may be preventing you
from working at your full potential

4. Your Success Logs
5. Your Mind Map of Chapter 5
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Objectives

After mastering this chapter
-you will be able to:

N M

e COMMUNICATE MORE
~ EFFECTIVELY

o USE [-MESSAGES IN
EMOTIONAL SITUATIONS

* NEGOTIATE WIN-WIN
AGREEMENTS










5. True or False?
a. Body language is an important part of communication,
b. Body language includes posture, clothing, and eye contact.
c. Eyc contact is important in communication.
d. Body language always agrees with spoken messages.
e. People may respond to tone of voice as much as they respond to words.

6. You've probably heard the expression “It’s not what you say, it's how you say it.”
The following exercise illustrates the point.

As you repeat the following sentence, emphasize the word. Below each
sentence, write what it could mean when you emphasize that word.

a. “I never said she stole the money.”

b.“l  « said she stole the money.”

c. “I never she stole the money.”

d. “I never said  stole the money.”

e. “I never said she stole the money.”

£ “I never said she stole  : money.”

»

g. “I never said she stole the 'y,







b. You want a part-time job. Your parents dont think you are ready.

You-message: “You always treat me like a kid.”
[-message:

c. You're having trouble keeping up with a teacher’s explanations.

You-message: “You talk too fast. Nobody can keep up!”
[-message:

d. Your little sister forgets to give you phone messages.

You-message: “Thanks for nothing, air head! You never remember anything.

I-message:

»

e. Your friend is almost always late. This time you missed the first part of a movie
while you waited for her.

You-message: “Why do you always have to be late? I missed the start of the
movie, and it’s all your fault.”
I-message:

f. Your friend borrows things from you and doesn’t return them.

You-message: “You're totally selfish! You never give me my stuff back!”
I-message:

See Answers 6-1 in the back of the workbook.
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2. Following is a conversation between a student and her teacher. Put a star at the
point at which the student begins to see the big picture.

Student: Mr. Herrera? I'd like to talk about my test paper.

Student: I got a “C-”, and I was surprised. I thought I did better than that,
like maybe a “B.”
-, you a

Student: I would like to get a better grade. You see, I need a “C” average to be
eligible for sports. Because of my other grades, I need a “B” in your course to
get a “C” average for the semester. So I was wondering whether you would
reconsider my grade. I certainly think my test is worth a “B”. I studied hard
and went over all my notes from class at least a dozen times.

i s
Student: Isnt there some wav I could get you to change my grader

in

Student: OK. I can see some of what I need to do to earn better grades in this

class. But 'm not sure what to do differently on tests. On this exam, for

example, I thought I knew what I needed to know. How could I have done better?

Student: I'm not sure I understand. What conclusions could I have drawn?

3. View this discussion from the big picture. Then write what Mary or Mom could
say next to move them from repeating the problem to finding a solution.

Mary: Mom, can I go to the movies tonight?

Mary: I'll do my homework after the movie and in school tomorrow. And I'll
clean my room and write to Grandma tomorrow night.
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1. IF YOU HAVEN’T BEEN KEEPING A SUCCESS LOG ON A REGULAR BASIS, BEGIN NOW. In
the space below, list successes—no matter how big or small—you've had so far during
this course.

2. Review your long-term, intermediate, and weekly goals from Chapter 2. Are they
still appropriate? Have any of them changed? If so, rewrite them on 3x5 cards.

3. List one or two actions you intend to take to improve things for yourself. When
and where do you intend to take those actions?

91













CHAPTER R T YOURSELF

Journal 8-1 Take a Look in the Mirror .................... 96
Practice 8-2 Revisit the Change Process . .................... 98
Journal 8-3 Notice Image Advertising .. .................... 99
Practice 8-4 Befriend YourBody .......... .. .. .. ... .. ..., 99
Practice 8-5 BeTruthful ....... ... ... .. .. .. .. ... . ... 100
Practice 8-6 Gain Self-Confidence . ....................... 100
Journal 8-7 Note Special Skills ............. ... .. .. ... 101
Practice 8-8 Stop Sexual Harassment . ..................... 101
Practice 8-9 Manage Tough Emotions ..................... 102
Journal 8-10 Gain New Perspectives . ..................... 102
Journal 8-11 Employ the Social Graces .................... 103
Practice 8-12 Defuse Depression . ....................... 103
Journal 8-13 Be Alert to Suicide Talk ..................... 104
Practice 8-14 Be Clear About Alcohol and Other Chemicals . .. .105
Journal 8-15 Note Your Discoveries . ......vvivennnee.n. 106
Key Words and Concepts . .. ..o, 106
Outline ......... .. .. i 107
Progress Check ......... .. ... ... ... .. .. . L. 107

95















































































FOR THESE EXERCISES YOU'LL USE A GRAMMAR REFERENCE BOOK. You are not supposed
to memorize the book, or even the few rules you look up. The point is to learn how to
use the book.

1. Read the book’s table of contents. If there is an index, look it over to see how it can
help you locate information.

2. Use the grammar reference book to check and correct the punctuation in these
two sentences:

a. The story covered the art, philosophy and theology of ancient Greece.
b. The man bought apples and peaches, they tasted really good.

3. Use your grammar reference book, if necessary, to complete the following statement.
When a dictionary lists the part of speech for a word, it indicates:

a. Whether the word is a noun, verb, adjective,or another part of speech
b. The forms of the verb, such as swim, swam, swum

4. Look up the words that and which to find out which of the following two sentences
is correct.

a. From among those bottles, please hand me the bottle that contains water.
b. From among those bottles, please hand me the bottle which contains water.

5. Use a grammar reference book and a dictionary to check each point of grammar,
spelling, and punctuation in the two sentences below. Rewrite the sentences correctly.

It was 3:30 a.m. when a terrible noise awakened me. I shouted whose their.

See Answers 9-13 in the back of the workbook.
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AS YOU READ THE LIST BELOW; note whether each item is a topic or thesis for a term paper.

1. Sports
2. The Gross National Product
3. Exploring outer space
4. Dogs for the blind are trained carefully.
5. Silent movies
6. Dogs
7. The Mexican and American Revolutions share many features.
8. Pesticides have both dangers and benefits.

See Answers 9-19 in the back of the workbook.

If you have questions about this Practice, consult your teacher.

THIs PRACTICE WILL TAKE ABOUT AN HOUR. You will not actually write a paper.

1. Develop a plan for a ten page term paper. Define your audience, purpose, topic,
and any requirements. You may choose a topic from the list below or one of your

own.
Baseball Public relations
Memory Income taxes
Heart attacks Zora Neale Hurston
Rwanda Elizabeth Cady Stanton
Slavery The Revolutionary War

2. Look up the topic in a dictionary.

3. Look up the topic in an encyclopedia.

4. Narrow your topic.

5. Write a thesis statement.

6. Look up the topic in one book or article.

7. Take notes.

8. Organize your paper using Key Sentences or clustering.

Your answers for this practice are unique. If you have difficulty with any of the steps,

consult a classmate or teacher.
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WHAT ARE EIGHT PERSONAL REASONS TO WRITE?

See Answers 9-23 in the back of the workbook.

CHOOSE ONE OF THE ABOVE REASONS and write a first draft in the space below.
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1. Procrastination means to put off
doing something,

2. The suggestions are:

Make a clear decision either to do
a task or not to do it

Put things you have been avoiding
on your To-Do list

Choose a reward for getting the
task done

Create your own cheering section

1. Memorizing: Numbers of days in each
month and in a year; multiplication tables;
names of parts of the body; vocabulary and
spelling; names and locations of states,
countries, continents; historic dates, people,
events.

Performing: Writing a story, taking tests,
speaking a foreign language, speaking in
public, typing, adding and subtracting,.

Solving problems: Working word problems
in math, debating an issue in current
events, analyzing an experiment in science,
identifying plants and animals, explaining
a poem.

2. The answers depend on your teachers,
but generally:
a. Math: solving problems
b. Foreign language: performing
c. History: memorizing and perhaps
solving problems
3. Problem solving requires thinking.
Once you become skilled at
performing, it becomes automatic.
4. Memorizing
5. Problem solving
6. Performing

1. Your recording of the assignment might
look like this:

ASSIGNMENT SHEET

SUBJECT: pre-/Naebra

DATE

Assigned 9/27

pue 9/26 " 5Study sectiohs 11 ahd 12 in

TIME

Cheapter 1

Estimated l_hr__

Actual

Do problems 1 Through & on pa 12

GRADE

1. Your recording of the assignment might

look like this:

ASSIGNMENT SHEET

SUBJECT: re-Aagebra

DATE

Assigned 9/27

Due /260 Read sections 11 and 12 4

TIME Chepter 1 and revew wWith Jahke.

stimated L A Do problems 1 Throuah 6 oh pa 12

Actual and check _answers Th Workbook.

GRADE Redo any that are ihcorrect.

1. Plan
Prepare
Practice to Mastery
Get prompt feedback

2.d

3.c
4.a,b,c,d,and e
S5.a,b,c,d,e,and f
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1. The article small adjective dog noun
ran verb quickly adverb down preposition
the article stairs noun and conjunction
barked verb at preposition him noun.

2. The clock

sat on the sherr.
3. No
4. Yes

or years

5. The noun or pronoun of the sentence
that describes the doer of the action.

6. Ask what or who is doing the action.

7. a. You
b. Who
¢. You
d. House
e. It

8. a. True
b. False

9. a. None
b. painting
c. painted
d. None
e. prepared

1.b

2. morj
3.g, hori
4. ¢

1. A Key Word describes a main idea or
thought. Key Words are used to build

Key Sentences.

2. If you have difficulty brainstorming,
consult your teacher or a classmate.

3. A Key Sentence fills in details about
Key Words.

4. If you have difficulty forming Key
Sentences, consult your teacher or a
classmate.

1. Clustering is grouping your ideas and
putting them in an order or sequence.

2. Suggested topic clusters are types of
shows, various networks, controversial
issues in TV. A possible order for these
clusters are various networks, types of
shows, controversial issues in TV.
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1. Revising means checking the content and
sequence of your writing. Editing means to
check for grammar, spelling, and style.

The past history of the United States is a

record of one of humanity’s most noble aned

2. When revising, look for sequence, com-

impressive efforts to create a society that fairly

pleteness, accuracy, and logic.

atrd equitably serves every stngleselteary

3. Revising
4 False individual-persenr. Some of the ideas and
5. Zero theughts used by the founders of the United

L. T'he four rules tor editing are:

2.

Use complete sentences
Delete unnecessary words
Check spelling and meanings
of words
Check grammar, punctuation,
and capitalization
a. C
b.C
c. [—We received your recent,
long letter to Mrs. Williams.
d.C
e. —He fixed the truck.
f. I—Ben Johnson owns the big
red barn at the intersection of this
street and the highway.

States were taken from the records and-histe-
£y of asetent Greece in the fifth century B.C.
Thus it is not surprising that the architecture
of the revolutionary period was largely based
upon Greek buildings, palacessand-temples
that date from that same golden age of Greek
democracy. The U.S. architecture of that
period has been apthyand appropriately
labeled-and called neoclassic—meaning the
new version of the classic Greek styles ef-that

pertod.

g. [—In trying to explain all the 1. colonel
possibilities to the students, the 2. surgeons
teachers long-winded talk in a 3. rhyme
monotone bored everyone. 4, desert

h. I-—Where ever you go in this 5. dessert
world, you will find rich and poor. 6. ceiling

1. C
j. [==She smiled, knowing full well
that he wasn’t telling the truch.

k. C

. C

m. [—"Once upon a time and far,
far away” is a classic fairy tale
beginning.
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1. Topic
2. Topic
3. Topic
4, Thesis
5. Topic
6. Topic
7. Thesis
8. Thesis

1. To plagiarize means to present some-
one else’s work as your own.

2. You can be expelled from school,
receive a failing grade, be embarrassed or
be sued if you plagerize.

3. a. Quote sources exactly.
b. Summarize carefully.
c. Credit sources fairly.

Eight personal reasons to write are to:
Influence public opinion
Change government policy
Complain about products and services
Clarify personal options
Thank people
Resolve conflicts
Set goals
Keep a journal

1. Multiply, add, divide

2. 5 kids x 5 pieces of pizza = 25 pieces
6 kids x 4 pieces of pizza = 24 pieces
4 kids x 2 pieces of pizza = 8 pieces

25 pieces + 24 pieces + 8 pieces =
57 pieces
57 pieces + 10 slices of pizza =
5.7 pizzas. Youd better order six.

1. Put it into your own words.
Separate useful from useless
information.
Break it down into manageable parts.

2. When you use your own language to
describe the problem, you make it seem
more real and familiar. Putting a problem
in your own words enables you to solve it
on your own terms. You also begin to
pick out the information you need in
order to solve it.

3. $68.50

4, There is no correct answer. The dis-
tance covered while walking around in
the zoo is unknown.

5. The maximum number of CD’s you
can buy is three in any of three different
combinations. Depending on which three
CD’s you choose, your change will come

to $1.51, $3.65, or $9.00.
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