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Introduction

When we are born into this world, as babies to growing kids we learn how to walk, talk and then at age 5 to 7 we start learning how to read. This is just the beginner level for us. Our reading level increases as we get older and as we practice more. We develop a large vocabulary and deeper understanding of language over the years. An adult reads about 200 words per minute on average unlike a college student that reads about 325 words per minute. So as you can see, reading is something that you can work on and improve on. Students, who master speed reading, can feel better and is under less pressure when it is exam period and they have a lot to read. Everything in this book is just not about speed reading there are right ways to seat when you are reading and typing. If you are reading in an uncomfortable position, there is no way you will end up finishing what you are reading. Also if your mind is not prepared or your eyes feel tired you cannot enjoy your reading. Also there is a correct way to move your eyes when reading that will enable you to read faster. Speed reading is not just about who finish reading a book first. But it is also about understanding the content of that book so that when you are asked a question on it, you will be able to answer. 

Chapter 1 - PROPER READING POSTURE

Sitting with the right leg height

When sitting in a chair for an extended period of time, it is important that blood circulation to your legs continues. The proper way to sit is to make sure your thighs are parallel to the floor when your lower legs are perpendicular to the floor. To explain better, the blood supply in your legs should not be cut off by your front seat. A little foot platform comes in handy when you need to have your seat higher than other wise permissible. 

Sitting back with proper neck, shoulder and upper back support

Supporting your neck and shoulder as you read is very important it is very important to support your neck and shoulders as you read. Hunching forward is almost guaranteed to cause neck and back pain and reduce your focus, concentration and the amount of time you can read. The proper approach is to sit back with your neck and shoulders supported. This means you are sitting against support just past the vertical position. You will note that your relaxed line of vision rises up when you do this. This is why E-Tool has the book raised up, so as to match your new, relaxed line of vision, now that you are sitting with proper neck and back support. Your seat and the back of your chair should be cushioned.

Head Tilt

Bending your head down to read is not advisable because it cause a lot of stress on your neck. The height of the E-tool should be set properly for your seat so that you can be able to raise or lower it.

Elbows

Raising your elbows up to type in an uncomfortable way is not recommended because it will cause a lot of stress on your shoulders. Normally you are supposed to rest your elbows on side rests or arms so that the weight of your arms is taken off the shoulders. 

Forearms

Typing with your forearms below your arm rests can be very uncomfortable. To avoid this, place your extended keyboard or laptop on a small pillow on your lap if you are sitting in an armchair. Do not type with your forearms below your armrests. This will allow you to use the armrests and type with level forearms. Your mouse can rest on a small side table. You can quickly place the keyboard or laptop on this side table or main table if you need to get up.

Lumbar support

Support your lumbar area by using a small pillow or bend in the back of your chair.  If not, you are going to have pain when you are reading or typing. One easy and quick way a person can improve their reading concentration is to remove physical discomfort when reading. Also, typing notes as you read greatly increases concentration and comprehension.

Chapter 2 - READY - SET - READ!

Reading is a linear process, you start from the front and read through to the very end in the exact order the material is printed in. Reading is not a backbreaking task that takes time. Reading can be fun and fast. Think of speed reading like a car race only that it is more exciting. Most people believe that all part of a book is of equal value well that is what a writer will want people to believe. For example, you are listening to an audio recording of something and the person speaking spends a great deal of time explaining and elaborating on something you already understand, the next thing for you to do is to fast forward it. In reading you can also do that.

GETTING READY TO READ

There are a few steps to take first when you are getting ready to read:

Eliminate all distractions

Start by getting rid of things that will distract you music, TV, cellphones, uncomfortable seat etc. Some people claim to read better with music. But I tell you that as far as there is some else occupying your mind apart from the material you are about to study, you will never study better. If you are serious about reading, eliminate any background noises or distractions. 

What is my purpose?

It may be better to know the reason you are studying a particular material so that your interest in reading will boost up. Before you start reading, ask yourself what you hope to gain by reading this, what type of material are you reading? Is it fiction or non-fiction? Are you just reading for fun? When you start reading, do not rush the entire process take your time as you will take your time to savour a delicious meal taking little bites to enjoy the meal better.  If you are reading to know the terms, dates in the material take your time to learn them because that is the purpose of you reading that material. Or maybe you are planning to teach that book to someone take your time to understand each chapter in that book. Before you open the book, take a minute to state your purpose to yourself. It will largely determine how you read the book from then on.

Make use of your peripheral vision when reading

Just like you go to the gym to develop and train your muscles, you can also train your mind to use eye gate to take a broader amount of information. Like for example, try pretending there is a line right down the middle of this page and you are following the line. Instead of reading left to right across the lines. If you have enough practice, your mind will be trained to read on both sides of the page, even though your eyes are on the center line. To practice, you can draw lines down on a page of a book until you master the skill with the invisible line. Just as you see both sides of the road when you are driving a car, let your mind soak in the information on the page without you looking directly at the page. 

Learn to read KEY WORDS

It is important that you learn to read the keywords in a page about 40-60% of words on a page are not critical or important for you that if you used a whiteout to take out these words, you will still get sense of what that page is talking about. So that means if you can figure out the keywords, you can just scan past the other words and your mind can fill in the blanks. Train your mind to try and figure out these keywords and you will add more speed to your reading. 

Take breaks

Yes you can take breaks while reading research shows that steady reading hour after hour is less efficient. But taking a five minute break every hour is more rewarding. Try reading 100 pages at first in the next hour and then after that have a cookie or sandwich to reward yourself when you have reached your goal. 

Retention Techniques

When you are reading and you come across maybe the answer to a question in the text, you can underline, circle or make a note on the margin. Do not highlight the whole page like some people do mostly students. Marked pages increases the chances of you recalling what you marked because it is like you can almost see the page in your head when you are recalling it. Highlighting might help a little but markings are more superior to highlighting. 

Transfer key notes to front of book

When you come across a great point or the central message of the book when reading, you can write it down in front of the book. You are probably wondering why well the answer is when it comes to information, you either use it or lose it within 20mins so rather than losing it, go to the front of the book and write it down or link it to something you already know and write it down too this will cement the notion into your mind. Keep in mind that linked information can be recollected way better than isolated information. 

Chapter 3 - MASTERING SPEED READING




Read Early in the Day



Speed reading can be mastered and doubled by most people if they read the content of their material early in the day.



Prioritize Your Reading



You can divide your reading into three steps which are important, moderately important and least important. After dividing it you can read them in order of their important. You can increase your reading speed by doing this and also your reading comprehension is improved by getting to the important material first when your mind is sharp and clear.



Skim Material First for Main Ideas



Understanding a book’s structure first can improve speed reading. To do this, scan the table of contents and first and last sentences of each paragraph. Doing this allows you to know which parts of the book to skim through and which part to read more carefully. Speed read for main ideas in nonfiction works like how-to books and educational texts. 



Form a Question



Turn headings and subheadings in a text book or other nonfiction books into questions. This will improve your reading, comprehension, reading speed, and concentration. You can also scan the text for the answers. Your reading speed improves by doing this, and you become focused on your material. 



Read in the Proper Environment



There is a proper way to read your book. Use a bookstand to prop your book or magazine at a 45 degree angle. This angle reduces strain on your eyes and increases your reading speed. Do not read difficult or important text while lying down in bed because due to lying down, your mind and body tend to relax instead, sit up right at a desk to read. 



Write a Course of Action on Correspondence



Improve your reading speed and avoid re-reading correspondence by jotting brief notes immediately after reading each piece of correspondence. Simply refer to your notes on each piece when you’re reading to respond some time later. 



Avoid Highlighting



I know some of you love your highlighting pen and can’t do without it when reading. While you may think it helps you to read faster and improve their comprehension, but actually, opposite is the case. What highlighting means is that you do not want to bother learning the material right now. The result of highlighting is you will end up reading the material twice and it is possible that you will not understand or remember it either time. 



Preview before Reading



Before you start reading, look through the material first to get a sense of what is interesting and important to you, and what you might be able to skip. Then focus on the sections that you need to understand and remember, and skim or skip the rest. 



Use a Flexible Reading Speed



The speed at which you read some materials varies. Some reading material must be read slowly and carefully: legal contracts, mathematical equations, and poetry are a few examples. While other materials like: reading material newspapers, magazines, and novels can be read at much faster speeds. Adjust your reading speed to the type of reading material and your reading purpose. 



Enroll in a Speed Reading Class



If you really want to learn speed reading, avoid online speed reading course or do it yourself speed reading software because they do not work. The effective way to learn speed reading is for you to enroll in a speed reading class taught by a speed reading expert who is knowledgeable and experienced. 



Chapter 4 - SPEED READING TECHNIQUES

Use a Pointer

The eyes does not stay fixed in one spot, often, they make short trips away from the center of focus to gather more information. There is a name for these movements your eyes make which is saccades. Ideally, when the eyes take its short trip away it relocates back to its previous position.  But when you read, this position is constantly moving. Saccades and other general distractions cause you to slow down while reading to search for your current reading position.  The way to prevent this is to use a pointer which can be your index finger. Just place it below the line of text you are reading and move it as you read. With enough practice, you will start warming up to it and even read faster and more efficiently. 

Speed Reading Is about Control, Not Speed

Most people think speed reading is just about increasing your reading speed and nothing else but that is not the case. Speed reading is about controlling your reading rate and not just about reading faster. For instance if you are in a car race, speed is important but learning  how to adjust your speed level when taking turns is more important so just like in reading. The ability to control the speed you use to read will make you a much efficient reader. Using a pointer helps because you can use your index finger to adjust your reading speed by physical moving your hands

Read Without Subvocalizing

When you were a new reader, you spoke the words aloud as you read “Mary walks to school every day”. After a while, you graduated from reading aloud because it slows down your reading speed. You will be surprised to know that most people still vocalize the words inside their head “Mary walks to school every day” repeating it silently in their minds. Using sub vocalization is not always a bad thing. Using sub vocalization, you get to understand and follow a narrative. But it is not used for comprehension. This might be different for some people. Like I know that if I am reading a material and I do not understand a particular text I sub vocalize it to understand it better. Reading without sub vocalization enables you to read faster which you can use with easy to understand text. This is different from skimming. If you want to learn how to read without sub vocalization, Practice moving your pointer faster than you can read words inside your head. This will break you of the habit of automatically subvocalizing.

Active Reading

Most people read passively hoping that the information in a book will suddenly hit them and then they know everything the book is talking about. It does not work that way.  You can read that way if you are only reading for fun but what if you are actually reading to learn something from the material.  Active reading is what speed reading requires. This means that you should set your mind to ask what you hope to get out of your reading session. Even though you do not know what you will learn from reading when you start reading, your mind will start to notice the relevant and important information in the book because you have already set your mind to ask those questions before you started reading. Active reading also involves you thinking stopping while reading why are you stopping? You ask you are stopping to think about what you have read.  You might be wondering how stopping while reading helps you to read faster, it does not but it does help with smart reading a tactic that everyone should try and be doing. If you come across something interesting while reading pause for a moment to reflect on it or jot it down in front of the book. Would you not prefer to read something today deeply and remember it and also make it a part of you or read something today and forget it tomorrow?

Know When to Slow Down

Read fast can be fun and exciting but speed reading is just not about the speed it is also about knowing the keywords in a material, understanding the material, it is about control and knowing when to slow down. Some people rush and read a book and when you ask them what they have learnt they tell you they cannot remember. When reading, slow down to catch up some little bits of information that are either important or confusing. Take speed reading like racing if you on a straight road you go fast but when it comes to a turn you slow down. Most people read with two speeds which are skimming and reading. As a reader, you should be able to skim through a page without muttering the words aloud (sub vocalization), read quickly, read then read slowly and be able to face confusing or difficult ideas in a book.

Make the Material More Interesting

How can you make accounting, history, Shakespeare, Jane Eyre more interesting. It sounds impossible but there is a way. Before you begin reading, put in some effort by trying to read with a positive attitude. Keep an open mind to what that book you do not like will teach you, what you will learn from it. If you pick up a book with “oh no I have to read this piece of shit” attitude I bet you that you will not enjoy that book but if you have an “Ok I am going to read this book and who knows I might actually learn something cool from this book or it might benefit me in this way”. You will end up enjoying the book. The key to reading a book that is not of interest to you is to keep an open mind. Complete focus can cut the amount of reading time in a third, without any loss in comprehension. That should be incentive enough to tug your attitude.

Chapter 5 - Speed Reading Digital Books

It is even easier to speed read digital books. All you need is internet connection. In a browser, go to:

www.accelareader.com/

Copy the text you would like to speed read from an e-book you are reading and insert into the website. Then press Settings and you will come to this window:

[image: image]

Average person reads 190 words per minute. I advise you to start with 240 words per minute and move up every two days. Increase the speed to 280, 320, 350, 380 words per minute. It is much easier to read with the application because the words just flash on front of you and you can just look at one spot. 

The second line is the chunk size (words). When you start it’s best to do 1 word at a time. In a couple of weeks of practice, you could start doing two words per line. 

You can also change the font size. I currently set it to 30. 

Reading with the AccelaReader  is a great exercise because you eventually learn not to vocalize words in your head but to just see them and understand the text.

Just to mention, I am not a promoter of the website, I found it on the web and use it because I like it and that’s why I share it with my readers.

Bonus Exercise:

To improve your comprehension, I would like to offer this exercise for you. When you read the words, create a mental image with it. Create associations with words, so that you automatically see pictures when you read. Also, it is good to take any text, scan through and choose 10 words and create bright images that will make you see the meaning of the text. 

Enjoy!

Chapter 6 - IMPROVING YOUR MEMORY

Know Your Purpose




Know the reason why you are reading, what do you aim to achieve from reading this material. Also while reading think about how that purpose is fulfilled. An advantage of remembering is that checking continuously for how the purpose is being fulfilled helps the reader to stay on task, relevant parts of the text is focused on more and rehearsal of the text is continuous as you read. Reading time and effort is also saved because the relevant texts in the passage are being attended to. 




If you are reading just for fun then there is not much to worry about but if you are reading because of other reason like:


- To understand different cultures in Africa, North America, South America etc.

- For academic purpose

- To make your point known in a political debate etc.

- To develop an informed plan or proposal



Sleep more to consolidate your memories



When you get a good night sleep, you wake up with a better memory. When we are sleeping, the memory consolidation process occurs that is why when we do not get enough sleep, we struggle to remember things we have learned. Taking a short nap increases your memory recollection. 




In a study, participants were asked to memorize illustrated cards to test their memory strength. After memorizing, one set of the group had a 40mins nap and the other set stayed awake. After the break, both sets were tested on their memory of the illustrated cards the set that had a nap performed better than the other set. 


Mechanics



There are different mechanic to use when reading. Phonics is just the first step in good reading practice. At some point, the reader needs to be aware of the whole words as com­plete units and then expand that capability to clusters of severalwords.

Listed below are some good mechanics of reading:

Make eye contact with the text that is not intentionally skimmed 

See multiple words in each eye fixation

Attempt to expand the width of each eye fixation (on an 8.5″ width, strive for three fixations or eventually two per line). This skill has to be developed in stages. First, learn how to read at five or six fixations per line. Then work on four per line. Then three.

Quickly move the eyes from one fixation point to another (horizontal snaps on long lines, vertical snap if whole line in a column can be seen with one fixation).



Meditate to improve your working memory



The working memory is like the brain’s notepad where new information is stored temporarily. When you meet someone for the first time and get to know their name or you get a new number those information is stored in the working memory until you are done with them and then it is forgotten but if it is important to you, you commit them to the long term memory where they can be strengthened and recalled later. We use our working memory everyday it makes our lives easier when it is stronger. The maximum amount of items we can hold in our working memory is seven for most adults. If you think you are not using your working memory to its full capacity, you can strengthen it through medication. 



Chew gum to make stronger memories



Do you know that chewing gum helps you improve your memory. There has been some contradictions about this but a study that was done recently showed that participants who completed a memory recall task were more accurate and had higher reaction times if they chewed gum during the study. The activity of the hippocampus is increased when gum is chewed. Studies have not been able to explain why this happens though. 



Rehearse As You Go Along



Read in short paragraphs, pages as you go along. It depends on the length of the material though. As you read, think about what you are reading and try to paraphrase it in a way that makes you understand the material better. Try to understand how each content in the book satisfies the purpose of you reading. Ask yourself “Do I understand what this means? What did the author mean by this? How what I know is related to what I just read? How much of this do I need to memorize Do I disagree with this idea or conclusion?” Apply the ideas to other sit­u­a­tions and con­texts. Gen­er­ate ideas about the content.



Rehearse Soon After Read­ing Is Finished



When you are done reading, rehearse what you have learnt. Try to avoid distractions or multi-tasking because it interferes with the uniting process that enables longer term memory. Think about what you have read and rehearse it at least twice in that day. Also rehearse the next two to three days later.



Exercise to improve your memory recall



Lots of studies have shown that both in the human and rat brain, regular exercise can improve memory recall. Regular exercising can increase the spatial memory. As you the benefits of exercising are numerous like it alleviates or prevent mental and physical deterioration, brains of people who exercise works better especially in the memory, mental flexibility, and response time and creativity department. Also, regular exercise boots your self-esteem you will feel more alive, vital and energetic and you will have more fun when reading because your mind and your body is ready. One way exercise helps the brain in particular is that regular exercise has been shown to improve cognitive abilities beyond memory. So if you’re looking for a way to stay sharp mentally, taking a walk could be the answer. 



Chapter 7 - SOME EYE EXERCISE FOR SPEED READING

Thumb to thumb glancing

This glancing works the muscles in the eye sockets that are in charge of the peripheral vision. In general, it stretches the eye muscles to make them more healthier and much more flexible.

To begin this exercise, try glancing at your thumbs without moving your head. 

	Look straight ahead, stretch your arms out to your sides, and stick up your thumbs you can do this sitting or standing.

	Glance back and forth between your left and right thumb with turning your head. Do this ten times

	Repeat step a and b three times.


Eye writing

Eye writing exercise allows improvement of eyes in ways that are unrelated to normal seeing. It gives the eyes a good workout. With eye writing exercises the extra ocular muscles of the eye socket. It is good for increasing flexibility and range of motion in the eyeball. 

	Look at the wall on the other side of the room (or the wall that is farthest away from you).

	Imagine that you are writing your name on the wall with your eyes.

	To explain better, move your eyes as you would move a paint brush when writing your name on the wall. Write your name in block letters first then in cursive letters. 


Hooded eyes

This exercise relaxes your eyes and you can do it when you feel your eyes need a quick timeout. This exercise can be done two to three times.

	Close your eyes halfway and concentrate on stopping your eyelids from trembling.

	Note that as you concentrate on your eyelids, you are really relaxing your eyes.

	With your eyes still half closed, gaze at a distant object you will notice that your eyes will stop trembling. 


Eye squeezes

Eye squeezes relaxes the eyes and make the eye muscles more flexible. Eye squeezes also increases the flow of blood, oxygen to the eyes and face. It takes about three minutes to do this exercise:

	When you inhale deeply and slowly, open the eyes and mouth as wide as you can to stretch out all the muscles in your face.

	When you exhale, close and squeeze your eyes as tight as you can as you are doing this, make sure to squeeze all the muscles in your face, neck, and head and also clench your jaw.

	Then hold your breath and continue squeezing for about 30 seconds

	Repeat steps a through b four times, have a short break and then do another set of five squeezes. 


Conclusion

Speed reading is possible to accomplish if you put your mind to it. Do not forget the main points that go with speed reading like your eyes exercise, good posture for reading, skimming through materials to take down important text within them and learning how to read a heading or subheading like a question. There is a lot that goes with speed reading but once you begin, I bet that you will enjoy reading more and more material even though it is not a material you are interested in. Remember in one of the chapters, when you are about to read a material that seems boring to you. The attitude you bring to that material is the same attitude the material will give back to you. Let me break it down for you, if you are enthusiastic about reading “Gulliver’s travels” you will notice that as you read, you will become more and more interested in it and you will not get tired or bored reading it but if you are maybe reading a book about the history of a country  and you are not a big fan of history, and before you read it your attitude towards the book is not an excited one you will notice that you will become bored of the book before you even finish it. So when reading a book or material, that you are not interested in, try pretending to be excited about reading it and you will notice a difference. Speed reading is fun and it makes reading much easier, faster and effective  
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