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Look for any comments in “quote marks”.  They may explain key points well and indicate the source of the author’s ideas.  





























Look out for text in different fonts and sizes that indicate more important information.





Look for any colour coding that distinguishes different parts of the text.  





Read any bullet lists that summarise the main points.   





Look for any keywords that are emphasised – in bold or italics.  





Look at graphic images, pictures or charts.  They may give you extra information or illustrate a point in the text.  





Look at the closing paragraph.  It may summarise the author’s main points or offer a conclusion.





Look at the opening paragraph.  It should tell you what the text is going to focus on.





Look at the headings and sub-headings to get a general idea of what the text is about.
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