GENERAL TEST TAKING TIPS
Following is a list of test-taking tips that you might find useful. There is no substitute for knowing the information on which you will be tested.  Remember to take the time to study before you take the test. However, taking a test also involves special skills that go beyond knowing the material. The information below is intended to help you plan a successful strategy for taking a test. 

· Get to the test about 10 minutes before it is scheduled to begin and relax. Sit and let yourself unwind, relax your muscles, and take some deep breaths. This will help you get rid of some of the stress you might be feeling and you will have more energy to concentrate on the test. 


· Read the directions carefully. Be sure you know the time limits, how to mark your answers, etc. If you have any questions ask the test proctor before you begin testing. 


· If you are using an answer sheet, fill in all of the required information and be careful to indicate your answers correctly and in the right place on the answer sheet. 


· Preview the test quickly to find out how many and what kinds of questions you will be answering. Note the questions that look particularly easy or difficult: you might want to indicate on your answer sheet which items look the easiest because you will go back and answer these first. 


· As you work through the test, pace yourself so you will be able to complete the test in the time allowed without rushing carelessly through it. Don’t watch the clock to the point of becoming distracted but be aware of the time limit so you can give yourself a chance to answer every question. 


· Read each question carefully, making sure you know exactly what kind of answer is asked for and exactly in what terms it is wanted. For example, if the question asks for the number of cubic inches in a container with certain dimensions, and those dimensions are given in cubic feet, be sure that you carry out the proper operations to convert cubic feet to cubic inches. 


· Before you look at the answer options on multiple-choice questions, try to answer the question or work out the problem on your own. Then read all of the options and choose the best answer. If your answer is not among the options, discard it, weigh the options against each other and choose the best answer.


· If you are uncertain of an answer, first eliminate the obviously incorrect options. Then balance the remaining options against each other and choose what seems like the best answer. 


· Attempt every question. Even a question that seems very long and difficult at first can often be logically reasoned through. It is possible that: (1) you will recall some information while working through the question, (2) that there are ridiculous choices which can be eliminated, or (3) that some options, while true statements, don’t answer the question that was asked. 


· Be careful of the signs (i.e. + and - ) of the mathematical symbols you use. A numerically correct answer can be entirely wrong if it is supposed to be a negative number and you arrive at a positive number in your answer. 


· Decide which method (if there is more than one) is the easiest or most direct way to obtain the solution to a problem. 


· You should go through and answer the questions you know first, then go back and attempt every question. This strategy assures you of earning credit for the questions you know and it gives you time to get used to the test and recall information that might help you answer more difficult questions.


· If you have time, check your work to be sure you have answered all questions and marked your answers correctly. Do not change answers unless you recall new information or discover an error in the way you marked the answer. If you thought carefully about a question, you probably marked your best answer and should not change it without a good reason. 


· Be sure to answer every question if there is no penalty for guessing. If you will not be penalized for wrong answers (your score will be the number correct responses), it is better to guess than to leave an answer blank. 



