
Listening & Reading Secure Program Examinee GuideTOEIC
Thank you very much for taking the TOEIC Listening & Reading Test (hereinafter referred to as TOEIC L&R). 
Please note the points listed below before, during, and after the test.

 Test day schedule

 Changing registered information (address, telephone number, name, etc.)
 and the destination for sending test results for today’s Secure Program test

Noti�cation of test results

Time *AM/PM Details Notes

Test results will be sent in the form of an O�cial Score Certi�cate to the test taker in a sealed envelope marked as con�dential within 30 days after the 
test. (Test results may be sent to a group instead if the test is taken based on a group application.)

You will need to follow certain procedures to change your information (e.g., address, phone number, name) registered for the Secure Program test you 
are taking today and to change the address where your test score will be sent. Please check the o�cial TOEIC website for details. Please ask a proctor if 
you have any questions.

 What you should know before the test 

<If you do not receive your test results>

2020⑩
14

•  You will not be allowed to drink any fluid at the desk after the test book is distributed.
•  The proctor may walk around the testing room during the test.
•  Raise your hand and inform the proctor if you notice anything out of the ordinary during the test.
•  Take your belongings and any garbage with you when leaving the testing room.
•  In case of emergencies, please follow the proctor's instructions.

*Check the locations of emergency exits in advance.

Engaging in any of the prohibited acts indicated below may result in the following measures :
 Caution or warning from the proctor  Dismissal from t he testing room  Checking of your belongings
 Your answers not being scored  Disquali�cation from the test  Cancellation of your score

If you do not receive an O�cial Score Certi�cate within 35 days of the test date, please contact the IIBC Test Operation Center (03-5521-6033) within 65 
days after the test date. (Note that the Center will verify your identity when you call.) Any notice of an undelivered certi�cate submitted more than 65 days 
after the test date will be considered a request for reissue and will require payment of a fee to reissue the certi�cate.

[IIBC Test Operation Center] 〒100-0014    Sanno Grand Building, 2-14-2 Nagata-cho, Chiyoda-ku, Tokyo 

TEL (03) 5521-6033 [10：00 - 17：00 (Excluding Saturdays, Sundays, public holidays and the year-end through New Year holidays. )]

[Nagoya Branch] TEL (052) 220-0286 [Osaka Branch] TEL (06) 6258-0224

The Institute for International Business Communication

TOEIC O�cial Website  https://www.iibc-global.org/toeic/

ETS, the ETS logo, PROPELL, TOEIC and TOEIC BRIDGE are registered trademarks of Educational Testing Service, Princeton, New Jersey, U.S.A., and used in Japan under license. 
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Reading (75 minutes, 100 questions) 
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Taking photographs,
 recording audio or video, 
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with you

Revealing test questions 
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questions in the Reading Section 
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Receiving assistance 
during the test

Looking at or answering 
questions before the start 
or after the end of the test

Using electronic devices 
such as mobile phones 

or wearable devices 
(after 9:55/14:35)
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to other examinees

Prohibited acts
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About marking answers on Side B of the answer sheet
Your TOEIC® Listening & Reading score will be based on the number of questions you answer correctly. 
There is no penalty for guessing. 
Pay close attention to the time, especially during the Reading Section of the test, and attempt to answer 
every question.

Referring to         Registration number, enter your name in the Roman alphabet as printed on your admission ticket. 
Below each box, mark the oval containing the same letter as written above. Leave one box blank between names.
* If you do not have your admission ticket, enter your name in the Roman alphabet as registered.
* If your name is too long to �t in the spaces provided, enter your name in the Roman alphabet as shown in the �rst line on the admission ticket.
* If your name contains a hyphen or other non-alphabetical character, leave the box corresponding to the hyphen or other 

non-alphabetical character blank.

Date of birth

Sex3

2

4

9

Registration number

How to Complete
 Side A

of the Answer Sheet

Write and mark your eight-digit registration 
number.

×× ×× ××××××

×××××××× ××××××××

××××××××

2

Name in Roman alphabet

Company code
Write and mark the company code if it is printed on your admission ticket.

Educational background

Academic major

English-language experienceEmployment background 10 Experience in taking the TOEIC L&R11

5

6

7

8

If the answer sheet is not marked correctly, 
we may not be able to send your O�cial Score Certi�cate. 
Please be sure to mark the answer sheet correctly.

1. The answer sheet is read by machine. Please refer to the sample below 
and mark the answer sheet correctly. 

2. Please use an HB pencil (or HB mechanical pencil) to mark your answers. 
The machine cannot read answers marked using a ball-point pen or felt pen.

3. If you change an answer, erase the marked answer completely and wipe away 
any eraser debris.

Correct Incorrect

Notes on marking 
the answer sheet

Mark your sex.

Write and mark your date of birth.

1 Name
Write your name. On the reverse side of the answer sheet, 
write your name and registration number in the space provided.

Questions      -      must be marked. Response data will be used for test administration and management. The data obtained from the responses to sections      through      are statistically processed, stripped of all personal identi�ers, 
and used for several purposes: e.g., the identi�cation of the TOEIC Listening & Reading Test (hereinafter referred to as TOEIC L&R) utilization, improvement of the TOEIC Program, and creation of materials for English learning. Thank 
you very much for your understanding, and we ask for your cooperation with sections      through      in order to improve our service quality. If you applied for the TOEIC L&R through an institution or company (a group code is printed 
on your admission ticket), the test results and the data for your responses given to sections      ,      ,      , and      are reported to your institution or company upon its request. Rules concerning the purpose for collecting personal data, 
the provision of personal data to third parties, outsourcing of personal data processing, and disclosure of personal data are written in the examinee guide in Japanese, which is posted on the TOEIC O�cial Web site.

Example: KOKUSAI HANAKO  →  KOKUSAI□HANAKO

1.  How many years have you spent studying English?
A. Less than or equal to 4 years
B. More than 4 years but less than or equal to 6 years
C. More than 6 years but less than or equal to 10 years
D. More than 10 years

A. Almost never
B. Seldom
C. Sometimes
D. Frequently
E. Almost always

A. No (Skip to Question       .)
B. Yes, for less than 6 months
C. Yes, for 6 to 12 months
D. Yes, for more than 1 but less than or equal to 2 years
E. Yes, for more than 2 years

A. To study (in other than an English-language program)
B. To participate in an English-language program
C. To travel (not work related)
D. To work
E. Other

A. Listening
B. Reading
C. Speaking
D. Writing

E. Listening and speaking
F. Reading and writing
G. Listening, reading, 
     speaking, and writing

A. None at all
B. 1 to 10%
C. 11 to 20%

D. 21 to 50%
E. 51 to 100%

A. Listening
B. Reading
C. Speaking
D. Writing

E. Listening and speaking
F. Reading and writing
G. Listening, reading, 
     speaking, and writing

2.  Which of the following language skills are/were most 
 emphasized?

3.  How much time must you use English in your daily life?

4.  Which of the following English-language skills 
 do you use most often?

5. How often has di�culty with English a�ected
 your ability to communicate?

6. Have you ever lived in a country in which  
 English is the main spoken language?

7. What was your main purpose for living in a country 
 in which English is the main spoken language?

1. Before today, how many times have you taken the TOEIC L&R?
A. Never       B. Once       C. Twice       D. Three times or more

A. For a job application
B. For promotion
C. To assess the e�ectiveness of an English-language program
D. To assess future learning needs
E. To graduate from a course of study

2. What is your main purpose for taking today's TOEIC L&R?

A. Within the last month
B. Within the last 6 months
C. Within the last year
D. More than a year ago
E. I have never taken the TOEIC L&R IP Test.

3. If you have taken the TOEIC L&R IP Test in your o�ce, at your school, 
   etc. before, please mark the time you took it. 
* If you have taken the test multiple times, please select the time of 
   the most recent sitting. 
   The IP Test is conducted on the date and at the location determined 
   by each school, corporation or organization.

Choose the major that you are currently enrolled in or the major of your highest degree. 
(The majors shown in parentheses are examples only.)

A. Liberal arts (education, �ne arts, languages, literature, music, psychology)
B. Social studies/law (international studies, law studies, political science, sociology)
C. Accounting/business/economics/�nance/marketing/trading
D. Sciences (agriculture, computer science, mathematics, physics, statistics)
E. Health (medicine, nursing, pharmacy, public health)
F. Engineering/architecture
G. Other/none

Choose either the level of education in which you are currently enrolled or the highest level that you have completed.

Elementary school (primary school)
General secondary school (junior high school)
Secondary school for university entrance quali�cation or equivalent (high school)
Vocational/technical high school
Community/junior college (for associate degree)
Undergraduate college or university (for bachelor's degree)
Graduate or professional school (for master's or doctoral degree)
Language institution
Vocational/technical school after high school

Year 1
Year 2
Year 3
Year 4
Year 5
Year 6
Year 7
Graduated
Other

A. I am employed full-time (including self-employed). C. I am not employed. (Skip to Question       .)
B. I am employed part-time and/or study part-time. D. I am a full-time student. (Skip to Question       .)

A. Director B. General manager C. Manager D. Assistant manager E. Others F. Temporary worker

01. Management
02. Administration
03. Finance
04. Personnel

05. Planning
06. Overseas
07. Purchasing
08. Business operation

09. Sales
10. Engineering
11. Production
12. Research

13. Operations
14. Public relations
15. Marketing
16. System engineer

17. Legal a�airs
18. Financial a�airs
19. Training

01. Agriculture
02. Mining
03. Construction
04. Foods
05. Textile & paper
06. Chemicals
07. Pharmaceuticals
08. Oil
09. Glass/cement
10. Steel
11. Non-ferrous
12. Machinery
13. Electrical

14. Shipbuilding
15. Vehicles
16. Precision machinery
17. Other manufacturing
18. Trading
19. Retail
20. Wholesale
21. Banking
22. Security
23. Insurance
24. Real estate
25. Transportation
26. Electric power/gas

27. Mass media
28. Telecommunication
29. Hospital/health/medical research
30. Hotel/traveling/recreation/restaurant
31. Information/system development
32. Clothing
33. Other service
34. National government
35. Prefectural government
36. Local government
37. Public organization
38. Private organization
39. International organization

40. Self defense force
41. Primary school teacher
42. Junior high school teacher
43. High school teacher
44. Vocational high school teacher
45. Junior college teacher
46. University teacher
47. Graduate school teacher
48. Language school teacher
49. Other school teacher
50. Other

2. If you are currently employed, which sector best describes that of your current employer?
If you teach, please choose one option from 41 to 49.

1. Which of the following best describes your current status?

3. If you are currently employed, which of the following best describes the type of job you do?

4. If you are currently employed, which of the following best describes the position of job you do?
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