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Time-saving tips: lists

Making lists is relaxing. It can make you feel important — all those
things to do. It dictates the immediate future; it calms you down and it
makes you feel good when you cross something off. It might even help
you to get things done too.

The world divides in two when it comes to listing. Type A makes
orderly lists, prioritises, and calmly sets to work on them. Type B waits
until panic sets in, gets the nearest envelope and writes all over it, and
loses it later.

The more you have to do, the more you need a list and few people
with important jobs get by without them.

Barbara Vanilli, chief executive of a large chain of supermarkets,
says that before she goes to bed she has to write down everything that’s
going to stop her from sleeping. She feels she won't forget anything she
has written down, so her lists are a great comfort for her.

Women always think they're better at lists than men. Men tend to
have Tasks which they assemble into Action Plans whereas women just
have lists of Things To Do. Jacqueline Maddocks says, My male
colleagues only make lists for work, whereas | have to make lists for work
and for home too. It's essential to write things down. If you're constantly
thinking, “I must remember this,” it blocks your mind.’

James Oliver, psychologist, has created his own ‘time management
matrix’. He writes a list of things to do and then organises them into
categories: things that have to be done straight away, other things that it
would be good to do today, things that are important but haven't got to be
done immediately and things that are less urgent but that he doesn’t want
to forget. ‘Using categories to order the world is the way the human mind
works,” he says. After that, you should put things into hierarchies of
importance. But he warns against the danger of Excessive List Syndrome.
‘If people get obsessed with making lists, it doesn’t work. They have too
many categories and lose their capacity to prioritise.’

It's all a question of what works best for you, whether it's a tidy
notebook or the back of your hand. Having tried all these, student Kate
Rollins relies on a computerised list. ‘My electronic organiser has changed
my life,” she says.

So what are you waiting for? Get out your pencil and paper and
make a list.
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31. According to the text, making lists helps Barbara Vanilli to:

a) stay awake at night.

b) forget things more easily.

c) buy things in a supermarket.
d) have an important job.

e) sleep better.

32. According to the text, all the alternatives below refer to ways people
organise lists, EXCEPT:

a) Using a well-organised notebook.
b) Writing on the back of the hand.
¢) Having a secretary.

d) Using categories of importance.
e) Using a word processor.

33. Consider the following statements about the text:

I.  Listing relaxes you.

II. Listing blocks your mind.

lll. Listing helps you plan the future.

IV. Listing makes you lose your capacity to do things.

Choose the CORRECT alternative:

a)l, IVand Il are true.
b) I, Il and Il are true.
c) Only Il is true.

d) I and Il are true.
e) Only IV is true.
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34. According to the text, people obsessed with making lists:

a) may become very organised.
b) may not know what to do first.
c) may feel good.

d) may not want to do them again.
e) may become forgetful.

35. According to the text, the difference between men and women when they
make lists is that:

a) men have to write lists for home too.

b) women have to write only one type of list.
¢) women are worse than men in making lists.
d) men write more than one type of list.

€) women have to write two types of list.

“

36. In the sentence, “.. few people with important jobs get by without them.”
(lines 9 and 10), the underlined word is closest in meaning to:

a) wait.

b) finish.
C) survive.
d) depend.
e) start.

37. Choose the alternative which contains a demonstrative pronoun:

a) “They have too many categories...” (lines 29 and 30).

b) “..all those things to do.” (lines 1 and 2).

c) “It’'s essential to write things down.” (line 19).

d) “..then organises them into categories...” (lines 22 and 23).
e) “..she has to write down everything...” (line 12).
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38.

39.

40.

All of the alternatives below bring examples of modal verbs, EXCEPT:

a) “It might even help you to get things done too.” (lines 3 and 4).
b) “I must remember this...” (line 20).

c) “Men tend to have Tasks which they...” (lines 15 and 16).

d) “After that, you should put things into...” (lines 27 and 28).

e) “It can make you feel important.” (line 1).

Choose the alternative which contains an example of the Present Perfect
Simple tense:

a) “James Oliver, psychologist, has created his own...” (line 21).

b) “I have to make lists for work and for home too.” (lines 18 and 19).
c) “The world divides in two when it comes to listing.” (line 5).

d) “He writes a list of things to do...” (line 22).

e) ‘It dictates the immediate future” (line 2).

Look at the cartoon below and choose the correct verb form to complete
this sentence:

some trouble with the car I just rented from you —
the wipers don’t work properly.”

The CORRECT verb form is:

a) I'm having.
b) | won’t have.
c) | didn’t have.
d) I'd have.

e) I'll have.
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