Making a Formal Outline

Outline is due February 21st to your grading coach.
Reasons for Making an Outline

1. A formal outline helps you test the strength of your ideas and the logic of the structure of your paper.  Ideas that sound good at first may seem weak as you outline them, and vice versa.

2. A good outline helps you organize your information.  Clear organization helps your audience to recognize your main points and to follow their development.

Rules for Formatting a Formal Outline

1. Use Roman numerals to indicate the main points of your speech.  Use capital letters to indicate major subdivisions of main points.  Use Arabic numbers to indicate the next level of subdivisions, and use small letters for further subdivision.  Although you can designate still more subdivisions with Arabic numbers in parentheses and then small letters in parentheses, you are unlikely to go beyond the three levels of headings shown the following example.

2. Write all points in complete sentences.  Complete sentences help you understand the relationships between ideas. 
3. Write main points in parallel language.  Each of the main points (Roman numerals) should start with the same grammatical structure.  In the sample outline each of the three main points begins noun/verb:  “Dogs work,” “Dogs protect,” and “Dogs give.”

4. Make sure that each main point and each subdivision contains only one idea.

a. Incorrect:  Dogs work with people and protect them.

b. Correct:  Dogs work with people.

                     Dogs protect people.

5. Try to have no more than five main points in the body part of your outline.

Still not sure about outlining? One recommended site is from Purdue University. http://owl.english.purdue.edu/owl/resource/544/01/
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A Sample Outline

Introduction

I.        Write the anecdote of Kelly’s rescuing a five-year-old girl from a fire (attention-getter/hook).

II.        Thesis statement:  Dogs have shown themselves to be our “best friends” by working with people, by protecting people and property, and by showing devotion to people.

Body

I. Dogs work with people.

A. Some dogs are specialists at herding.

1. Collies have been used on small farms and large ranches for centuries.

2. Many other kinds of dogs can be trained to herd various farm animals.

B. Some dogs are specialists at hunting.

1. Hounds have been hunting companions for humans throughout history.

2. A good dog can track game in varied terrain, point its quarry, and later locate the fallen animal or retrieve it.

II. Dogs protect people.

A. Dogs will keep potential intruders away.

1. Dogs will bark when they hear a strange or sudden noise.

2. Dogs will show people where the noise is coming from.

B. Dogs will intervene when their masters are attacked.

1. Dogs will attack if someone is harming a member of the family.

2. Dogs will hold off an attacker until their masters can get away.

C. Dogs can find people who commit crimes.

1. Dogs have a remarkable sense of smell that enable them to track people.

2. Dogs remember a scent for a long time.

D. Dogs can rescue people in danger.

1. Stories of dogs’ heroic sacrifices are well documented.  

2. The opening story about Kelly was a good example of such a feat.

E. Dogs can guide people with physical disabilities.

1. Dogs are used to guide people who are hearing impaired.

2. Dogs are used to guide people who are visually impaired.

III. Dogs give people unquestioning love and devotion.

A. Dogs will greet their owners joyfully.

B. Dogs will sit on their masters’ laps or at their masters’ feet for an entire evening.

C. Dogs will play with members of the family for hours.

D. Dogs may provide the best key to mental health.

1. People with dogs as pets are basically better adjusted.

2. People with emotional disturbances who are given dogs for pets improve in mental health.

Conclusion

I. So we can see that dogs work with people, dogs protect people and property, and dogs show love and devotion to people.

II. Final statement (probably a quotation).
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Sample Framework of Outline Headings





I. ________________________________


    A. _____________________________


1. ___________________________


2. ___________________________


II. _______________________________


_____________________________


_____________________________


1. ___________________________


a. _________________________


 b. _________________________


2. ___________________________


	








