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HOWTO USE THIS BOOK

How to Use This Book
Collins Skills fo r  the TOEIC* Test: Speaking and W riting and  its com panion edition, Listening 
and Reading, offer a com prehensive guide to the TO EIC (Test o f English for International 
C om m unication). If you use this series to prepare for the test, you will be able to  improve your 
score on the TOEIC test and dem onstrate your skills in using English in a business setting.

No m atter the level o f your English, Collins Skills fo r  the TOEIC® Test provides you with all the 
tools you need to succeed on the test. Here’s a glimpse o f the learn ing  tools included in this 
book.

» Skill-specific Challenges and Solutions  sections. These sections offer strategies and
suggestions to  help you learn how to overcome the m ost com m on challenges in each section 
o f the test.

» Q uick Guide question  overviews. Each lesson provides a b rief sum m ary o f the question type 
in an easy-to-read chart so that you can quickly understand w hat is im portan t to  know  in 
order to answer the questions correctly.

» W alk Through sam ples. Clear, visual an d /o r audio examples show  you the types o f questions, 
passages, and responses you can expect to find on the test. Knowing w hat to expect is an 
im portant part of preparing for the test.

» G et I t R ight p resen tations. These presentations give an overview o f the m ost im portant steps, 
skills, and language needed for doing well on each question. They include useful vocabulary 
and expressions that you can use when answering the questions and provide tips and tasks for 
noticing and understanding the im portant elem ents o f each question type.

» Progressive Practice. For each question type, carefully designed activities gradually prepare 
you for the TOEIC test. This step-by-step practice builds the  know ledge and skills you need 
for a good score and encourages independent learning w hile w orking up to TOEIC testing 
levels.

• Get Ready activities walk you through the steps you will need to follow to respond to each 
question effectively and offer extensive support and m odels to  follow along the way.

• Get Set activities allow you to respond to  TOEIC-style test questions m ore independently, 
but still offer additional support and m odels to help you as you go.

• Go fo r  the TOEIC* Test activities put you in an authentic test s ituation and allow you to 
practice w hat you have learned in a simulated test environm ent.

» Skill-specific Practice Test sections. At the end of each section, you’ll be able to put your 
skills for the test to use by taking a tim ed practice test. These practice tests will help you 
identify your weaknesses so you can know  what areas to  focus on before the actual test.

» Q uick Tips. Throughout the book, you’ll see Quick Tips, w hich offer best-practice strategies 
and useful advice on how to approach certain activity types and  perform  better on the test.

»  D ic tionary  defin itions. Collins COBUILD Advanced Dictionary definitions are provided 
throughout the book to help you understand w ords and build your know ledge of vocabulary 
that may be found on the TOEIC test and in business settings w here English is the language of 
com m unication.

» Answ er Key  and  A udio Scripts. Found at the back o f this book, these tools will help you 
check your answers as you prepare for the TOEIC test and  offer opportunities for reading 
along with the scripts to improve pronunciation, intonation, and  o ther speaking skills.
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SKILLS FOR THE TOEIC® TEST: SPEAKING AND WRITING

Tips for Success
Start getting ready to take the TOEIC test by following these tips.

» F ind  o u t w here you can  take th e  test. Begin by asking the organization requiring the test 
in form ation  if the TOEIC test can be adm inistered on its prem ises. There are also test sites 
a round  the w orld w ith specific test dates available. Finally, if  neither o f these options is available 
in your country, you o r your organization can contact ETS to find out how it can m ake the test 
available.

» F ind  o u t th e  score requ irem en ts  fo r your o rgan iza tion . Your organization will decide how  to 
use the score you receive on the TOEIC test.

» S ta rt to  s tu d y  early. The m ore you practice, the m ore you will im prove your skills. Give yourself 
at least one o r tw o m onths to review the materials and com plete all of the practice activities in 
this book. Try to  spend at least one hour a day studying. Remember, by using th is book, you are 
on your way to  good scores on the TOEIC test!

» T im e yourse lf. W hen you do exercises and Practice Test sections in  th is book, track the tim e 
used to m atch TO EIC test requirem ents. By practicing in  a tim ed setting, you will feel m ore 
com fortable w ith the tim e lim its o f the actual test.

» L isten  to  th e  aud io . For practice activities, you can listen to the audio as m any tim es as you need 
to  in o rder to  understand  the concepts taught in this book. As you listen, o r after you listen, read 
along in  the  scripts. This can help im prove your listening com prehension. However, stay w ith the 
audio and  listen only once w hen you do the Speaking Practice Test section. You cannot go back in 
the actual test, so this will help you get used to  the process.

» C om ple te  all th e  exercises in  th is  book. The practice activities have been designed to develop 
specific skills tha t will help you perform  better on the test. Also, don’t be afraid to m ake your own 
notes on the  page. For example, writing dow n the definitions of w ords you don’t know  will help 
you rem em ber them  later on.

Overview of the TOEIC81 Test
The TO EIC  test m easures your proficiency in  the type o f English used in business settings around  
the world. The test does no t evaluate your knowledge of the English language. Rather, it m easures 
your ability to  use English in a variety of business settings.

The TO EIC test is divided into two smaller, tim ed tests: Listening and Reading, and  Speaking and 
W riting. The Listening and Reading test is a paper-and-pencil test. The Speaking and W riting test is 
adm inistered  on a com puter. Each test evaluates key skills tha t you will need in order to use English 
in a business setting, regardless o f where in  the world this m ight be. You can choose to  take either 
test first and  the o ther second. You may also opt to take only the test that is needed to gauge your 
skills in  a specific area, listening and reading o r speaking and writing.

Speaking and Writing
The TOEIC Speaking and W riting test takes approximately 2 hours to complete.

•  Speaking Section = 20 minutes

•  W riting Section = 60 m inutes

•  Filling out form s = approximately 30 m inutes

For the  Speaking and W riting test, you will be tested on a computer. You will com plete each task by 
responding into a m icrophone o r typing your response onto the computer. You cannot go back and 
rerecord o r retype m ost task responses.
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HOW TO USE THIS BOOK

S peak ing  S ect ion

The Speaking test comes first on the com puter-based TOEIC Speaking and  W riting test. The 
Speaking test consists of 11 tasks in total and lasts about 20 m inutes.

Questions 1-2: Read a Text Aloud

Q uestion 3: Describe a Picture

Questions 4 -6 : Respond to Questions

Questions 7-9: Respond to Questions Using Inform ation Provided

Q uestion 10: Propose a Solution

Q uestion 11: Express an O pinion

You will wear a headset with both earphones and a m icrophone during  the test. You should speak 
clearly and carefully to be sure your speech is heard correctly by the scorers. You will be given the 
opportunity  before you start to check that your m icrophone is in the best position and at the best 
levels to record your responses. Should you have any technical issues before o r during  the test, you 
will be able to call an adm inistrator for help.

You will be expected to speak for a specific am ount o f  tim e on som e o f  the tasks and will be given 
a specific am ount of tim e to prepare for some of the tasks. The audio program  will indicate when 
preparation and speaking times begin and end. An on-screen tim er m ay also be used to help you 
gauge how much time you’ve used and how much tim e you have left to speak.

W riting S ect ion

The Writing test comes last on the com puter-based TOEIC Speaking and  W riting test. The W riting 
test consists of eight tasks in total and lasts about one hour.

Questions 1-5: Write a Sentence Based on a Picture

Questions 6-7: Respond to a W ritten Request

Q uestion 8: Write an O pinion Essay

The test is given on a standard English-language keyboard. You should, therefore, practice typing 
and working with this type o f keyboard (called a QWERTY keyboard) if possible to ensure that 
you will be able to  perform  well on the test day. A QWERTY keyboard is the m ost com m on 
English keyboard layout, and you can check to see if you have this version by looking at the first six 
letters that are located at the top left edge o f the keyboard. The letters should read Q-W-E-R-T-Y.
If you do not have a QWERTY keyboard, you may wish to find one on  w hich you can practice 
before you take the test.

In the W riting test, you will be expected to complete specific tasks in a certain  am ount o f time. 
W hen your tim e is over, a pop-up w indow will notify you tha t your tim e is finished and that you 
will need to move to the next question. As with the Speaking section, an on-screen  tim er may also 
be used to help you gauge how m uch tim e you’ve used and how  m uch tim e you have left to write.

If  at any given point during the test you are unsure how to do a task, you can click on the “Help” 
button to get inform ation about how to do the test. You can also call an adm inistra tor for help with 
technical issues.

S co r in g  fo r the  Speak ing  and W riting Test

You will receive a score for each section of the Speaking and W riting test. Each score is based 
on a scale o f 0-200, given in increm ents o f 10. The individual task scores, w hich are m ost often
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SKILLS FOR THE TOEIC* TEST: SPEAKING AND WRITING

referenced in  this book, are rated based on perform ance and range from  0 -5  for the task types 
listed below.

Speaking

Q uestions 1-2: Score range 0 -3

Q uestion 3: Score range 0 -3

Q uestions 4-6 : Score range 0 -3

Q uestions 7-9 : Score range 0 -3

Q uestion 10: Score range 0 -5

Q uestion 11: Score range 0 -5

W riting

Q uestions 1-5: Score range 0 -3

Q uestions 6 -7 : Score range 0 -4

Q uestion 8: Score range 0 -5

In addition  to  th is scaled score, you will receive an indication of your general skills and  abilities 
in the skills. The Speaking test has 8 levels o f proficiency, and the W riting test has 9 levels of 
proficiency. These proficiency levels are based on com m on general English skills for speaking and 
w riting and are assigned according to the total scaled scores a test taker receives.

Listening and Reading
The TO EIC  Listening and Reading test takes approximately 2.5 hours to complete.

•  Listening Section = 45 minutes

• Reading Section = 75 minutes

• Filling ou t general form s for taking the test = approximately 30 minutes

For the Listening and  Reading test, you will receive an answer sheet and a test booklet. The 
Listening and  Reading test is a m ultiple-choice test. You will m ark  each answer by filling in the oval 
on your answ er sheet, not by m arking  the  test booklet. You m ust fill in  the oval completely. Look at 
the example. This test taker has m arked (B) as the answer.

o  e  o

You m ust use a #2 pencil to m ark your answers on the answer sheet. For security reasons, you may 
no t use a m echanical pencil. You m ay no t use a pen, either.

You can erase an answ er if you decide a different answer is the correct one. If you change your 
m ind, be sure to erase the answer completely. Never cross out an answer. The m achine tha t scores 
the test will count tha t as two answers, and two answers are always wrong.

L is ten in g  Se c t io n

The Listening test comes first on the TO EIC paper-and-pencil test. The Listening test consists of 
four parts w ith 100 questions in total. The Listening test lasts 45 minutes. You cannot go back 
during  any o f the four parts and listen again, and you cannot go back between the parts o r at 
the end.
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Part 1 : Photographs

Part 2: Questions & Responses

Part 3: Conversations

Part 4: Talks

10 questions 

30 questions

30 questions (10 conversations with 3 questions each) 

30 questions (10 talks w ith 3 questions each)

R ead ing  S ect ion

The Reading test com es last on the TO EIC  paper-and-pencil test. The R eading test consists o f three 
parts w ith 100 questions in total. The Reading test lasts 75 m inutes. Because the reading m aterial 
is in the test booklet, you can go back to  check or adjust your answ ers du rin g  the Reading test.

Sco r in g  fo r the  L is ten ing  and  R ead in g  Test

You will receive a score for each section o f the Listening and Reading test. A raw  score -  the actual 
num ber of correct answers -  is converted to  a scaled score by the testing center using statistical 
analysis. The scores for the Listening and  Reading test are all done by com puter. The raw  score 
ranges per section are as follows.

Listening 0-100

Reading 0-100

O n the day of the  test, you m ust present an original, valid pho to  ID w ith a signature. The ID m ust 
be current, and  the photo  m ust be a recent one. O ther types o f  ID  m ay be required  as well.

You m ay not bring  any personal items, food, cell phones, o r o the r electronic devices into the  test 
room . You m ay not bring  in any books o r paper, either.

S co re  R e po rt

All test takers receive a TOEIC Score Report, which lists the test takers  nam e, b irthdate, 
identification num ber, test date and location, individual scores and total score, score descriptions, 
abilities m easured, and  so on. It can also include a photo  o f the test taker, if requested.

If you take the test th rough an organization or employer, a report will be sent directly  to  that 
organization o r employer, and it will report the score to  you.

C e rt if ica te  o f A ch ievem en t

Test takers in som e parts o f the world can request a TO EIC  C ertificate o f  A chievem ent, w hich lists 
the test taker’s nam e, test date and location, individual scores and  total score, and  adm inistering 
organization. This certificate is suitable for framing.

Part 5: Incom plete Sentences 

Part 6: Text C om pletion 

Part 7: Reading Com prehension 

Single Passages 

D ouble Passages

40 questions 

12 questions

28 questions (7 -10  passages w ith 2 -5  questions each)

20 questions (4 pairs o f passages with 5 questions per pair)

General Test Information


