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When people think of speed reading, they often put it down to just speed reading. However, this is only a small part of the overall process. The key to truly effective speed reading is to first be able to determine what you really want to read or what you need, and then quickly read through carefully selected material.

Take a moment to mentally review all the information that comes your way on a typical day: at home, at work, in the newspapers at the local coffee shop. How much of it do you ignore because it seems like too much to take on, instead you leave it to pile up and pile up until you're so far behind that you need days or weeks to catch up.

If you had a simple process that allowed you to quickly and easily identify the information you needed and eliminate the ones you didn't, you wouldn't have that body of knowledge and you'd have more time to live your life instead of worrying about what you might miss out on because you feel overburdened.

The purpose of this book is to give you the tools you need to stay current. With a one-week work program and study exercises, it allows you to work by solving the exercises by having fun in an easy and understandable way. At first, read the information provided for 7 days, and then do the exercises as directed. 

On Sunday: Learn the five-Step System that will allow you to easily and accurately determine what you should read and what you can ignore, giving you the time and energy to pick up a novel or newspaper at your leisure instead of feeling guilty that it 'doesn't work'.

On Monday: Discover how to increase your reading rate so that you can quickly read the things you identify as important on Sunday – except for novels that you'll have time to enjoy at a leisurely pace.

On Tuesday: Practice memory techniques that will allow you to remember what you read when you need it, allowing what you read to become useful and practical instead of short-lived theory.

On Wednesday: Understand how your eyes work and prevent eye strain wherever or whatever you read, whether in a book or on a PC.

On Thursday: Discover the distractions that slow you down and learn how to avoid them, allowing you to read in any environment at home, in an open office, on the train.

On Friday: Learn how to modify your technique to fit the material you're reading, so you'll be sure you can use the information when and where you need it long after you've read it.

On Saturday: Develop your own reading schedule to ensure effective speed reading becomes second nature, so you don't have to read another book on speed reading!

The key to this book is practice. You don't need to dedicate an hour a day, just use what you learn in this book in everything you read, from books and newspapers to manuals and cereal boxes. The more you use it, the more natural it will become, so in the end, you'll wonder how you read it any other way.

Derya Unal

Child development and education specialist

Copyrights reserved

First edition. May 19, 2025.

Copyright © 2025 Derya Unal

Written by Derya Ünal.
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This section is the key to effective speed reading. If you only have ten minutes to read a chapter in this book, then make this book. In it, you'll learn a strategy that addresses one of the main fears people have when dealing with information: missing out on something important.

Have you ever been part of a conversation where people are discussing a document or project, only to realize that you have no idea what they're talking about? Have you met people in your field who talk about new trends you've never heard of?

The frustration and overload created in such cases comes from:

1) not being able to determine what is relevant and what is not, 2) reading but not remembering information, and/or 3) not having a strategy to go through voluminous material in a short amount of time.

This first day outlines a strategy that gives you a solution to these challenges. Skills to identify what you need to read and eliminate what you don't need to read while making sure you don't miss anything.

This technique is very similar to making a good cup of tea; If you follow the instructions, you will get the result. Only one step of the five-step system needs to be practiced, and we'll explore that step in more detail on Monday.
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How to use this book?
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This book is designed to be a workbook for your speed reading skills and a reference for you as you practice.

Each day can be referred to independently. This makes it easy to find the information you need. Getting used to moving freely instead of reading a book from front to back is an important habit to develop, as most writers don't put the information in exactly the right order to suit you.

Which brings us to the most important rule of effective reading: create your own reading rules.




Here's a quick guide to reading this book quickly and effectively:


	Check out the book to get an idea of its structure.

	Read this section carefully to know and understand how to implement the five-step reading system.

	Apply the five-step reading system to this book.


As you learn new techniques, practice them here. You'll see what you've achieved

––––––––
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Thanks to the book, you will have the opportunity to try new skills much faster than you can imagine.

Speed reading raises questions


•  What is the fastest reading speed possible?

•  How do I remember what I've read – when I need to remember it?

•  How can I read dry or technical materials and maintain concentration?

•  Is it easy to learn to read speed?


First, we don't know the limit of the speed at which humans can read. As an example, Anne Jones  read Harry Potter and the Deathly Hallows  in 47 minutes (4,251 words per minute), then offered to write book reviews for the media to prove her understanding, comprehension being the most relevant part of the exercise. If you don't plan on remembering and perhaps using what you've read, why waste your precious time reading? Remembering information long after reading it, whether it's fact or fiction, will be discovered on Tuesday.

Quick reading is easy. It's a part of this process that takes some practice, but it reflects only one-fifth of the reading strategy presented in this book. The rest of the system only works because you use it.
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Five-step system
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There are five phases to the strategy. Once you've completed them, you'll have:


•  researched the material at least three times

•  Read what you need to read

•  Integrate new information into what you already know

•  I found the information you need.


And most importantly, you'll have wasted some of the time you might otherwise have.

To avoid falling back into old reading habits, follow the five-step process outlined in this book correctly. Once you are familiar with the system, you can use it to read all kinds of things (articles, newspapers, notes, books or magazines) by combining and skipping steps.

The five-step system has an important rule: always know why you're reading something.

Whether the reason is 'I want to', 'looks interesting' or 'because Joe said it would be a good read', it doesn't matter as long as you have it.

––––––––
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The five steps are:


	Preparation

	Structure

	Language

	Content

	Purposeful selection


This system is  based on the process of highlighting and elimination. When using the system, your goal is to highlight areas for further work and eliminate areas that you are sure you don't need.

Depending on how much you want from the book, steps 1 to 4 for a 300-page book can take five to 40 minutes. The time you spend in step 5 depends on the amount of detailed information you want from the material.

Steps 1 to 5 will now be fully detailed. Read this chapter once, then try out the system using this book or another nonfiction book. Don't worry about speed reading at this point (like 'more words per minute') – we'll discuss that tomorrow.
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Step 1: Preparation
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One reason why reading can be frustrating is due to a lack of focus and concentration. The preparation phase helps you stay on task.


First:

•  Write down what you already know about the topic: keywords will suffice.


Next:


•  Decide what you want from the book – is it general information, enough information to write a report, or just the answer to a specific question?






Always ask yourself these three questions:


•  Why am I reading this in the first place?

•  What do I already know?

•  What do I need to know?
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Step 2: Structure
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The purpose of this stage is to familiarize yourself with the structure of the book:


•  What does it look like?

•  Are there summaries or conclusions?

•  Does the book consist only of words or are there any pictures?

•  What is the size of the print?

•  Is the text divided into sections?

•  A series of paragraphs?


For a 300-page book, this step should take about five minutes.


•   Read front and back covers, inside covers, table of contents, index, and scan the bibliography.

•  Determine the structure  of the book; section headings, subheadings, images, graphics, cartoons and images.

•  Eliminate the parts of the book that you're sure you don't need .

•  Highlight the areas you think you need.

•  Reaffirm your decision about what you want from the book .


If it becomes clear that the book does not contain what you need, set it aside. You will save yourself hours of work.
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