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______________________
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 ________________
SCORE(
______


20
(Time( 15 minutes)

Reading (version A)
1
Read the text and choose the correct answer.
How to stay organised when you’re busy

No matter how busy your schedule is, there are ways you can stay organised and do everything on time!

Write it down

You can use a diary to plan your time and stay more organised. It’s more useful than making notes on different pieces of paper because everything you need to remember to do is in one place. You can write down when you have sports practice, what homework you have or what chores you need to do. This way, every morning, you can look at your diary and see what plans you have got and be ready for the day. 

Use an app

You can download lots of different apps to your phone or tablet that can help you plan your time. Some of them can even send an alert to help you remember to do things. For example, you can use them to help remind you to return a library book, or buy a present for your best friend’s birthday. Organisation apps are a great way to make sure you don’t forget anything important.


1.
A diary can help you make more notes/stay more organised.


2.
The writer suggests writing down what time you have sports practice/homework.


3.
Looking at your diary every morning/evening helps you feel prepared.


4.
You can set up your app to send you a plan/an alert.


5.
Organisation apps can help you plan/remember what you have to do.
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Reading (version B)
1
Read the text and complete the questions.
[image: image1]The art of writing a to-do list

Writing a to-do list is a good way to remember what you need to do. But how can you make a list that can truly help you keep track of your tasks? 

You can organise your to-do list to help you get the most out of it. Firstly, decide which tasks you need to do and write them down. Then put them in order with the most important or urgent tasks at the top and the least important ones at the bottom. This means that you finish the important tasks first and can then move on to the others. For example, finishing an essay for your English teacher the next day is a more urgent task than a project for your science teacher next week. Another thing you can do is tick off each task as you complete it. This way, you can see your progress and know which tasks you still need to work on. Why don’t you give it a try?


1.
The first step is to write down 
you need to do.


2.
You should put important tasks at 
 .


3.
After you finish the important tasks, you can 
 to the other ones.


4.
A task for tomorrow is more important than one for 
 .


5.
Ticking off items on your to-do list helps you see 
 .
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Marks	____


	54	20








Marks	____


	54	20











How was it?
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