GENERAL TIPS FOR PREPARATION FOR THE EXAMINATIONS


Revision Tips 
If you are serious about passing your examinations, there are some things you should be doing about your revision and exam technique. The following are a few short, but obvious, ideas to think about:

· Organise your notes – this will give you an idea of the material you have and how much. Check that you have got all the material you need, it you identify gaps you will need to fill them. To make good use of your notes you will then need to do something active with them. You are more likely to remember them and understand them better if you do. For example try to condense your notes down to key words or ideas, put them into a sequence, or draw a map that links them. 

· Look at past papers, outline answers and the Chief Examiner’s Report – to see if there are any sections covering certain parts of the syllabus, the types of questions you will be answering, how many marks you can earn in different sections etc and to see what examiners were looking for. 

· Do some practice questions – spend time trying to understand what the examiner is asking you to do. What s/he is allocating marks for? Does the answer have to be in report form, is the question broken down into smaller parts that you have to answer separately? Does your answer have to be technical or an example from practice? 

· Discuss your studies with other students or colleagues, check your understanding of topics, what types of exam questions you will be faced with and how to tackle them. 

· Put together a revision timetable, and stick to it. 

Examination Papers 
By the time students enter the examination room, the format and requirement of the examination paper should already be familiar from their knowledge and practice of answering past papers. 
Students are strongly advised to follow a few basic exam techniques:

· Read the instructions carefully. 

· Attempt all compulsory questions 

· Pay particular attention to reading the questions thoroughly and understanding what they are about before attempting them. 

· Analyse 'problem' questions quickly and accurately. 

· Answer the questions you feel most confident about first. 

· Plan answers before starting to write. Planning is particularly important with essay, letter, problem or report questions. 

· The examination questions are designed to take the full length of time available. Those who have a lot of time to spare may be missing some points raised in the question. 

Examination Time
It is important to allocate sufficient time to each question. How many questions do you need to answer and what time should you allocate to each. The time you spend on a question should be proportional to the marks you can earn. Students should then stick to the time allocation for each question. Students usually gain more marks by getting down the main points for all the questions that have to be answered, rather than by extending the time for one particular question at the expense of the others. In the exam, read the questions carefully before making your selection as to which to answer. Underline key words, also some find it useful to start jotting down a few trigger words or notes to help jog their memory when they come back to the question.

Examination Technique Terminology 

Answer in accordance with the key words used, for example, do not list or present brief bullet point items when a description or discussion is required. Full lists of terms used in the IIA examinations are available to dowload in the student information centre.


Examination Style / Presentation 
Always write answers legibly and in good English. Good hand-writing, good grammar, correct spelling and punctuation help achieve clear expression and is taken into account by the examiner. 

Note the requirements of the question. A report, memo, essay or some other format may be required. Many exam answers benefit from appropriate headings and also use of underlined side-headings, to introduce each section of the answer. 

Answer Plans 
Put together an answer plan – this should be very brief and just contain the key elements of what you are going to include and what points lead from one to the next. 

Writing Practice 
Many people know their subject fully, yet have great difficulty conveying this knowledge under examination conditions. One of the major problems which has been identified is that some people simply do not write legibly and quickly enough. 

Over a period of two months before the examination, two or three times a week practice copy writing and record legibility and speed. This should help students overcome one of the major obstacles to examination success. 

Tackling Long Questions 
Read the actual question first so you have some idea of what to look for when you read the scenario. Then read quickly through the scenario to get an overall view. Read the question again carefully. If there is a choice, determine which question(s) to answer. Analyse the question carefully. Students should be absolutely clear about what they are required to do for example, write a report, draft a memo, write a paper etc. From this they should determine, define, list or highlight the particular points to which the questions wants answers. 

Read the scenario again very carefully. Look for evidence relating to the points of the question, for example, if the question refers to control, look for evidence of, or lack of, defined standards, measurement of performance, comparison of performance standards and action taken. 

Plan the answer. Produce an outline of the structure; for example, introduction, terms of reference, background, present situation, analysis, opinion, and recommendation. Students should write the answer in their own words, clearly and concisely. They are not expected to quote verbatim from the scenario or from the study packs. As students answer the question, they should tick off the points of the question that they listed or highlighted, as they reply to them.
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