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Introduction:


I.
The first sub-topic
A.
First supporting information or detail for the sub-topic

B.
Second supporting information or detail for the sub-topic

C.
Third supporting detail or information for the sub-topic

II.
The second sub-topic
A.
First supporting information or detail for the sub-topic

B.
Second supporting information or detail for the sub-topic

C.
Third supporting detail or information for the sub-topic

III.
The third sub-topic
A.
First supporting information or detail for the sub-topic

B.
Second supporting information or detail for the sub-topic

C.
Third supporting detail or information for the sub-topic

IV.
The fourth sub-topic
A.
First supporting information or detail for the sub-topic

B.
Second supporting information or detail for the sub-topic

C.
Third supporting detail or information for the sub-topic

V.
The fifth sub-topic
A.
First supporting information or detail for the sub-topic

B.
Second supporting information or detail for the sub-topic

C.
Third supporting detail or information for the sub-topic

Conclusion:


Checklist for writing an outline
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Organization
· The introduction states the main topic or idea of the outline.

· Each paragraph in your paper has a sub-topic.

· Each sub-topic describes the main idea for a paragraph. 

· Supporting information and details for a sub-topic are listed under the sub-topic.

· Each piece of supporting information is listed separately.

· When supporting information is listed under a sub-topic, there are at least two pieces of information in the list. If there is only one piece of information to support a sub-topic, the information is included in the sub-topic. 

· The conclusion summarizes the main idea of the outline.
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Format
· For a sentence outline:
Each outline entry is a complete sentence with a period at the end of the sentence.

· For a topic outline:
Each outline entry is a phrase with no punctuation at the end of the phrase.
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Spelling
· All words are spelled correctly.

· All typing errors are corrected.

Taking notes
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Name the source. Include all the information you’ll need to identify the source in a bibliography: name of the publication, chapter or article, author, publisher, and date of publication.
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Write a summary. What are the main ideas or opinions discussed? If possible, use key words and phrases from the source in your summary sentence.

[image: image6.wmf]
List the important details. Identify specific details and data that support the main ideas. When you include the exact words of the author or another speaker, use quotation marks to identify the beginning and end of the text.
Developing a paragraph


[image: image7.wmf]
Write a topic sentence. What is the main idea of your paragraph and what do you want to say about that idea?
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List important details. What information and details do you want to include in your paragraph to support and explore your idea?
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Write your paragraph. In the paragraph, write several sentences to explain, explore, and describe the idea you stated in your topic sentence. Be sure to include the details and information you listed.
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